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CHAPTER 6 

LEAVES, HOURS OF WORK AND 
EMPLOYEE DEVELOPMENT 

Authority 

N.J.S.A. 11A:2-6(d), 11A:6-1 through 11A:6-29, 11A:6-31, 18A:31-2, 
30:4-178, 34:11B-1 et seq., 38:23-1, 38:23-2, 38:23-3, 38A:4-4, 
40A:14-177, 52:14-26.2; Executive Order No. 12 (1990); 42 
U.S.C. §§ 12101 et seq., 29 U.S.C. §§ 2601 et seq. and 29 C.F.R. 
825. 

Source and Effective Date 

R.1998 d.57 and d.58, effective December 19, 1997. 
See: 29 N.J.R. 4364(a), 30 N.J.R. 384(a); 

29 N.J.R. 4590(a), 30 N.J.R. 384(b). 

Executive Order No. 66(1978) Expiration Date 

Chapter 6, Leaves, Hours of Work and Employee Development, 
expires on December 19, 2002. 

Chapter Historical Note 

Chapter 6, Leaves, Hours of Work and Employee Development, 
Subchapters 1 through 5, was adopted as R.1988 d.13, effective January 
4, 1988. See: 19 N.J.R. 1764(a), 20 N.J.R. 54(a). See, also, Historical 
Notes at repealed N.J.A.C. 4:1, Civil Service Rules, specifically Sub­
chapters 17, 18, 20 and 26; repealed N.J.A.C. 4:2, State Service, 
specifically Subchapters 17, 18, 20 and 26; and repealed N.J.A.C. 4:3, 
Local Service, specifically Subchapters 17 and 20. Subchapter 6, 
Awards Program, was adopted as R.1988 d.ll, effective January 4, 
1988. See: 19 N.J.R. 1774(a), 20 N.J.R. 67(a). See, also, Historical 
Note and section annotations at repealed N.J.A.C. 4:4, New Jersey 
State Employees' Awards Committee Rules. 

Pursuant to Executive Order No. 66(1978), Chapter 6 was readopted 
as R.1993 d.47, effective December 22, 1992. See 24 N.J.R. 3590(a), 25 
N.J.R. 293(a). 

Pursuant to Executive Order No. 66(1978), Subchapters 1 through 5 
were readopted as R.1998 d.57, effective December 19, 1997; and 
Subchapter 6, Awards Program, was readopted as R.1998 d.58, effective 
December 19, 1997. See: Source and Effective Date. See, also, 
section annotations. 

Cross References 

Applicability of this chapter to SES members, see N.J.A.C. 4A:3-2.6. 
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4A:6-1.1 

SUBCHAPTER 1. LEAVES OF ABSENCE 

4A:6-l.l General provisions 
(a) In local service, appointing authorities shall establish 

types of leaves and procedures for leaves of absence. 

1. Pursuant to this subchapter, employees in local 
service shall also be entitled to vacation leave (N.J.A.C. 
4A:6-1.2(b) through (h)); sick leave (N.J.A.C. 
4A:6-1.3(a) through (h)); military leave (N.J.A.C. 
4A:6-1.11); gubernatorial appointment leave (N.J.A.C. 
4A:6-1.12); convention leave (N.J.A.C. 4A:6-1.13); 
elective office leave (N.J.A.C. 4A:6-1.17); family leave 
under State law (N.J.A.C. 4A:6-1.21A); and Federal 
family and medical leave (N.J.A.C. 4A:6-1.21B). 

2. An appointing authority may grant permanent em­
ployees a leave of absence without pay for a period not to 
exceed one year. A leave may be extended beyond one 
year for exceptional circumstances upon request of the 
appointing authority and written approval of the Depart­
ment of Personnel. 

3. An appointing authority may grant unpaid union 
leave pursuant to N.J.A.C. 4A:6-1.16. ' 

4. Vacation and sick leaves for police officers and 
firefighters are established by local ordinance. See 
N.J.S.A. 40A:14-7 and 40A:14-118. ' 

(b) In State service, this subchapter shall apply to career 
service employees, unless otherwise indicated. Temporary 
employees (see N.J.S.A. 11A:4-13c.) are not entitled to the 
leaves or benefits in this subchapter. 

(c) Records of all employee leaves of absence and types 
of leave shall be maintained by State and local appointing 
authorities and reported to the Department of Personnel for 
the official State record in the prescribed manner and form. 

(d) A leave of absence shall not disqualify an applicant 
for a promotional examination. 

(e) Where leave procedures are not set by this subchap­
ter, appointing authorities shall establish such procedures 
subject to applicable negotiations requirements. 

Amended by R.1990 d.387, effective August 6, 1990. 
See: 22 N.J.R. 1300(b), 22 N.J.R. 2263(a). 

In (a)1: added "and family leave" with N.J.A.C. citation. 
Amended by R.1994 d.620, effective December 19, 1994. 
See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 

4A:6-1.2 Vacation leave 
(a) Full-time State employees in the career service shall 

be entitled to annual paid vacation leave, credited at the 
beginning of each calendar year in anticipation of continued 
employment, based on their years of continuous State full­
time or part-time service in the career, senior executive or 
unclassified service. See (c) below for definition of continu­
ous service. 
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1. New employees shall only receive one working day 
for the initial month of employment if they begin work on 
the 1st through the 8th day of the calendar month, and 
one-half working day if they begin on the 9th through the 
23rd day of the month. 

2. After the initial month of employment and up to the 
end of the first calendar year, employees shall receive one 
working day for each month of service. Thereafter, 
employees shall receive paid vacation leave as follows: 

i. From the beginning of the first full calendar year of 
employment and 'up to five years of continuous service, 
12 working days; 

ii. After five years of contii:mous service and up to 
12 years of continuous service, 15 working days; 

iii. After 12 years of continuous service and up to 20 
years of continuous service, 20 working days; 

iv. Over 20 years of continuous service, 25 working 
days. 

3. An increase in vacation leave shall be granted at the 
beginning of the calendar year in which the years of 
service requirement will be met. 

i. When there is a change in the calendar year in 
which the years of service requirement is met, due to %0 
employee's leave without pay, the employee shall be 
liable for any increased vacation leave that was not 
earned. 

4. Vacation leave credits shall not accrue after an 
employee has resigned or retired although his or her 
name is being retained on the payroll until exhaustion of 
vacation or other compensatory leave. 

(b) From initial· employment up to the end of the first 
calendar year, annual paid vacation leave for full-time local 
employees shall be at least the amounts specified in (a)l 
and (a)2 above. Thereafter their vacation leave shall be at 
least: 

1. From the beginning of the first full calendar year of 
employment and up to 10 years of continuous service, 12 
working days; 

2. After 10 ·years of service and up to 20 years of 
continuous service, 15 working days; and 

3. After 20 years of continuous service, 20 working 
days. 

(c) Continuous service, for purposes of this section, shall 
mean employment for the same jurisdiction without actual 
interruption due to resignation, retirement or removal. 

1. An employee who has been appointed from a special 
reemployment list shall be credited with any continuous 
service prior to the layoff in addition to continuous 
service subsequent to reemployment. 
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2. Periods of employment before and after a suspension 
or leave without pay shall be considered continuous ser­
vice. However, the period of time on a suspension or 
leave without pay, except for military leave, furlough 
extension leave and voluntary furlough, shall not be in­
cluded in calculating years of continuous service. 

3. An unclassified State employee, who is reappointed 
following a layoff under the provisions of a collective 
negotiations agreement, shall be credited with service 
prior to the layoff and shall continue to accrue service 
upon reappointment. 

(d) Part-time and 10-month employees shall be entitled 
to a proportionate amount of paid vacation leave. See 
N.J.A.C. 4A:3-3.8(e) for paid vacation leave to which State 
employees in intermittent titles are entitled. 

(e) In State service, vacation leave may be granted and 
shall be recorded and tracked in hours. 

(f) Appointing authorities may establish procedures for 
the scheduling of vacation leave. Vacation leave not used 
in a calendar year because of business necessity shall be 
used during the next succeeding year only and shall be 
scheduled to avoid loss of leave. 

(g) An employee who leaves State government service or 
r· service with a local jurisdiction shall be paid for unused 
\~ earned vacation leave. 

I . 

'"'-"-

(h) An employee who exhausts all paid vacation leave in 
any one year shall not be credited with additional paid 
vacation leave until the beginning of the next calendar year. 
See N.J.A.C. 4A:6-1.5(b)2 for State service.· 

(i) Upon the death of an employee, unused vacation leave 
shall be paid to the employee's estate. 

(j) See N.J.A.C. 4A:6-1.22 for the donated leave pro­
gram. 

Amended by R.1990 d.48, effective January 16, 1990. 
See: 21 N.J.R. 3337(a), 22 N.J.R. 166(b). 

In (d): revised text to include citation to N.J.A.C. 4A:3-3.8(e). 
Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

Redesignated existing ( e )-(h) as (f)-(i); added new (e). 
Amended by R.1994 d.73, effective February 7, 1994. 
See: 25 N.J.R. 4824(a), 26 N.J.R. 795(b). 
Amended by R.1995 d.12, effective January 3, 1995. 
See: 26 N.J.R. 4126(a), 27 N.J.R. 145(a). 
Amended by R.1996 d.368, effective August 5, 1996. 
See: 28 N.J.R. 2107(a), 28 N.J.R. 3781(a). 

Case Notes 

State Department of Personnel regulations did not relate to school 
district employees. City Ass'n of Sup'rs and Adm'rs v. State Operated 
School Dist. of City of Newark, 709 A.2d 1328, 311 N.J.Super. 300 
(N.J.Super. 1998). 
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4A:6-1.3 Sick leave 

(a) Full-time State employees shall be entitled to annual 
paid sick leave as set forth in (a)l and 2 below. Full-time 
local employees shall be entitled to a minimum of annual 
paid sick leave as follows: 

1. New employees shall only receive one working day 
for the initial month of employment if they begin work on 
the 1st through the 8th day of the calendar month, and 
one-half working day if they begin on the 9th through the 
23rd day of the month. 

2. After the initial month of employment and up to the 
end of the first calendar year, employees shall be credited 
with one working day for each month of service. There­
after, at the beginning of each calendar year in anticipa­
tion of continued employment, employees shall be credit­
ed with 15 working days. 

(b) Part-time and 10-month employees shall be entitled 
to a proportionate amount of paid sick leave. See N.J.A.C. 
4A:3-3.8(e) for paid sick leave to which State employees in 
intermittent titles are entitled. 

(c) Paid sick days shall not accrue during a leave of 
absence without pay or suspension but shall continue to 
accrue during a voluntary furlough or furlough extension 
leave. 

(d) Sick leave credits shall not accrue after an employee 
has resigned or retired although his or her name is being 
retained on the payroll until exhaustion of vacation or other 
compensatory leave. 

(e) An employee who exhausts all paid sick days in any 
one year shall not be credited with additional paid sick leave 
until the beginning of the next calendar year. 

(f) Unused sick leave shall accumulate from year to year 
without limit. 

(g) Sick leave may be used by employees who are unable 
to work because of: 

1. Personal illness or injury (see N.J.A.C. 4A:6-21B for 
Federal family and medical leave); 

2. Exposure' to contagious disease (see N.J.A.C. 
4A:6-1.21B for Federal family and medical leave); 

3. Care, for a reasonable period of time, of a seriously 
ill member of the employee's immediate family (see 
N.J.A.C. 4A:l-1.3 for definition of immediate family, see 
N.J.A.C. 4A:6-1.21A for family leave under State law and 
see N.J.A.C. 4A:6-1.21B for Federal family and medical 
leave); or 

4. Death in the employee's immediate family, for a 
reasonable period of time. 

(h) Sick leave may be used by an employee with a 
disability for absences related to the acquisition or use of an 
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aid for the disability when the aid is necessary to function 
on the job. In such cases, reasonable proof may be re­
quired by the appointing authority. 

(i) See N.J.A.C. 4A:6-1.22 for the donated leave pro­
gram. 

Amended by R.1990 d.48, effective January 16, 1990. 
See: 21 N.J.R. 3337(a), 22 N.J.R. 166(b). 

In (b): revised text to include citation to N.J.A.C. 4A:3-3.8(e). 
Amended by R.1990 d.387, effective August 6, 1990. 
See: 22 N.J.R. 1300(b), 22 N.J.R. 2263(a). 

In (g)3: added family leave N.J.A.C. citation. 
Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

Added new (i). 
Amended by R.1994 d.72, effective February 7, 1994. 
See: 25 N.J.R. 4821(b), 26 N.J.R. 794(b). 
Amended by R.1994 d.620, effective December 19, 1994. 
See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 
Amended by R.1995 d.12, effective January 3, 1995. 
See: 26 N.J.R. 4126(a), 27 N.J.R. 145(a). 
Amended by R.1996 d.368, effective August 5, 1996. 
See: 28 N.J.R. 2107(a), 28 N.J.R. 3781(a). 

Case Notes 

Portion of court reporters' unused sick time which accrued during 
time they were paid by counties was subject to reimbursement upon 
retirement. Matter of Wargo, 229 N.J.Super. 284, 551 A.2d 205 
(A.D.1988). 

Restoration of teacher's sick leave due to harassment by principal 
affirmed. Dorfman v. Board of Education of the Township of Nep­
tune, Monmouth County, 97 N.J.A.R.2d (EDU) 512. 

Cessation of continued sick leave injury benefits was proper. Shaub 
v. North Princeton Developmental Center, 94 N.J.A.R.2d (CSV) 521. 

Aggravation of preexisting back condition was not compensable 
where it was reasonably foreseeable. Gilmartin v. Division of State 
Police, 93 N.J.A.R.2d (CSV) 288. 

4A:6-1.4 Sick leave procedures: State service 

(a) The provisions in this section are applicable to State 
service. 

(b) An employee whose work schedule is other than a 
24-hour or shift coverage shall, by the scheduled reporting 
time, notify a contact person designated by the agency of 
any absence due to illness. 

(c) An employee whose work unit requires 24-hour or 
shift coverage shall, at least one hour before the scheduled 
starting time, notify the designated contact person of any 
absence due to illness. In case of sudden illness or emer­
gency, exceptions may be granted by the designated contact 
person. 

(d) An appointing authority may require proof of illness 
or injury when there is a reason to believe that an employee 
is abusing sick leave; an employee has been absent on sick 
leave for five or more consecutive work days; or an employ­
ee has been absent on sick leave for an aggregate of more 
than 15 days in a 12-month period. 
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(e) When an illness is of a chronic or recurring nature 
causing occasional absences of one day or less, one proof of ·.·.. . -l 
illness shall be required for every six month period. The ~ 
proof of illness must specify the nature of the illness and 
that it is likely to cause periodic absences from employment. 

(f) In case of sick leave due to exposure to a contagious 
disease, a death in the employee's immediate family or to 
care for a seriously ill member of the employee's immediate 
family, reasonable proof may be required. 

(g) An appointing authority may require an employee to 
be examined by a physician designated and compensated by 
the appointing authority as a condition of the employee's 
continuation of sick leave or return to work. 

1. Such an examination shall establish whether the 
employee is capable of performing his or her work duties 
and whether return to employment would jeopardize the 
health of the employee or that of other employees. 

2. The appointing authority shall set the date of the 
examination to assure that it does not cause undue delay 
in the employee's return to work. 

(h) Failure to follow sick leave notification and verifica­
tion procedures may result in a denial of sick leave for that 
specific absence, be considered an abuse of sick leave and/or 
constitute cause for disciplinary action. 

(i) An appointing authority shall provide the Department 
of Personnel with a record of an employee's unused sick 
leave when the employee separates from State service. The 
Department of Personnel shall provide an appointing au­
thority with a record of an employee's unused sick leave if 
an employee is reemployed. Upon reemployment, an em­
ployee is entitled to utilize any unused sick leave from the 
previous period of employment. Such unused leave carried 
over shall be used before any leave accrued after reemploy­
ment. However, such unused leave carried over shall not 
be counted for purposes of Supplemental Compensation on 
Retirement. See N.J.A.C. 4A:6-3.2. 

G) In accordance with the Americans with Disabilities 
Act, 42 U.S.C. 12101 et seq., information obtained pursuant 
to this section regarding the medical condition or history of 
an employee shall be collected and maintained on separate 
forms and in separate medical files and treated as a confi­
dential medical record, except that: 

1. Such information shall be available to appropriate 
appointing authority representatives in connection with 
inquiries into the ability of an employee to perform job­
related functions; 

' 2. Supervisors and managers may be informed regard-
ing necessary restrictions on the work or duties of the 
employee and necessary accommodations; 

Next Page is 6-4.1 
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Amended by R.1994 d.73, effective February 7, 1994. 
See: 25 N.J.R. 4824(a), 26 N.J.R. 795(b). 
Amended by R.1994 d.620, effective December 19, 1994. 

Next Page is 6-5 
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See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 

Law Review and Journal Commentaries 

Sick Leave Benefits. Judith Nallin, 133 N.J.L.J. No. 8, 50 .(1993). 

Case Notes 

Merit System Board acted within its statutory mandate in making 
policy determination to limit sick-leave injury benefits to. one year from 
date of disability and did not abuse its discretion in applying such policy 
to employee who suffered from carpal tunnel syndrome. Matter of 
Musick, 143 N;J. 206, 670 A.2d i1 (1996). 

Long· hiatus between stages of treatment which extends its entire 
course beyond one year maximum will not cause loss of benefits where 
it is the result of medical necessity. Matter of Dykas, 261 N.J.Super. 
626, 619 A.2d 660 (A.D.1993). 

The initial date of the injury or illness referred to date disability 
began. Matter of Dykas, 261 N.J.Super. 626, 619 A.2d 660 (A.D.1993). 

Initial report filed by state employee did not begin running of one­
year time limitation for second surgery on right wrist for same condi­
tion. Matter of Dykas, 261 N.J.Super. 626, 619 A.2d 660 (A.D.1993). 

Eligibility requirement for sick leave injury benefits could be met 
without specific work-related accident. Matter of Dykas, 261 N.J.Su­
per. 626, 619 A.2d 660 (A.D.1993). 

Sick leave-injury off work premises not covered (citing former 
N.J.A.C. 4:1-17.9). Appleby v. Civil Service Comm'n., 190 N.J.Super. 
249, 463 A.2d 346 (App.Div.1983). 

Injury suffered off employment premises during lunch hour was not 
compensable under sick leave statute or regulation (citing former 
N.J.A.C. 4:1-17.9). Morreale v. State Civil Service Comm'n, 166 
N.J.Super. 536, 400 A.2d 126 (App.Div.1979), certification denied 81 
N.J. 275, 405 A.2d 819. 

Employee entitled to sick leave injury benefits for psychological 
injury arising from telephone call she received in response to filing sex 
discrimination action against employer. Leeds v. New Jersey State 
Prison, 96 N.J.A.R.2d (CSV) 326. 

Sick leave injury benefits were not available for injury sustained 
outside of work. Wills v. Department of Community Affairs, 95 
N.J.A.R.2d (CSV) 506. 

Prison nurse was not entitled to sick leave benefits absent evidence of 
sufficient preponderance to establish that alleged injury was work 
related. White v. Riverfront State Prison, 95 N.J.A.R.2d (CSV) 384. 

Equipment operator entitled to sick leave-injury benefits. Heggan v. 
Department of Transportation, 92 N.J.A.R.2d (CSV) 680. 

Sick leave injury benefits for wrist pain. Bokor v. New Jersey 
Department of Human Services, 92 N.J.A.R.2d (CSV) 643. 

4A:6-1.7 Sick Leave Injury (SLI) reporting and appeal 
procedures: State service 

(a) An employee is required to report to his or her 
supervisor any work accident or condition claimed to have 
caused disability upon occurrence or discovery, and is re­
sponsible for completing a written report on the matter 
within five days or as soon as possible thereafter. The 
report shall include a statement of when, where and how the 
injury or illness occurred, statements of witnesses and copies 
of all medical reports concerning the injury or illness. 

(b) The appointing authority shall review the request for 
SLI benefits based on the standards in N.J.A.C. 4A:6-1.6, 
and within 20 days of receipt of the request: 
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1. Grant the request, notify the employee in writing 
and forward its recommendation to the Department of 
Personnel which, upon review, shall notify the employee 
and appointing authority whether or not the benefits have 
been approved; or 

2. Deny the request and advise the employee in writ­
ing of the reasons for the denial and of the right to appeal 
to the Merit System Board within 20 days of receipt of the 
determination. 

(c) The appointing authority's recommendation for ap-
proval of SLI benefits must be accompanied by: 

1. All personal injury reports; 

2. A record of the employee's lost time; 

3. A detailed explanation of the incident; 

4. All pertinent physician reports; and · 

5. A completed "Request for Employment Disability 
Leave." 

(d) The appointing authority may require the employee 
to be examined by a physician designated and compensated 
by the appointing authority. 

(e) An employee may appeal an appointing authority 
denial of SLI benefits to the Merit System Board in accor­
dance with N.J.A.C. 4A:2-1.1 et seq. 

(f) An employee or appointing authority may appeal a 
Department of Personnel denial of SLI benefits to the Merit 
System Board in accordance with N.J.A.C. 4A:2-1.1 et seq. 

(g) In all appeals, copies of all materials submitted to the 
Merit System Board shall be provided to all other parties. 

(h) The burden of proof is on the appellant to establish 
entitlement to SLI benefits by a preponderance of the 
evidence. 

(i) In accordance with the Americans with Disabilities 
Act, 42 U.S.C. 12101 et seq., information obtained pursuant 
to this section regarding the medical condition or history of 
an employee shall be collected and maintained on separate 
forms and in separate medical files and treated as a confi~ 
dential medical record, except that: 

1. Such information shall be available to appropriate 
appointing authority and Department of Personnel repre­
sentatives in connection with inquiries into the eligibility 
of the employee for benefits under this section; 

2. Supervisors and managers may be informed regard­
ing necessary restrictions on the work or duties of the 
employee and necessary accommodations; 

3. Authorized first aid and safety personnel may be 
informed, when appropriate, if the condition might re-
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quire emergency treatment, or if any specific procedures 
are needed in the case of fire or other evacuation; and 

4. Government officials investigating compliance with 
the Americans with Disabilities Act, or any other Federal 
or State law prohibiting discrimination on the basis of 
disability or handicap, shall be provided relevant informa­
tion on request. 

Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

Added new (i). 

Case Notes 
Delay in filing accidental injury form; sick leave injury benefits. 

O'Brien v. Hunterdon Developmental Center, 94 N.J.A.R.2d (CSV) 
617. 

4A:6-1.8 Pregnancy-disability and child care leave: State 
service 

(a) A State employee in the career, senior executive or 
unclassified service who requests leave with or without pay 
for reason of disability due to pregnancy shall be granted 
leave under the same terms and conditions as those applica­
ble to such employees for sick leave or leave without pay. 
The appointing authority may request acceptable medical 
evidence that the employee is unable to perform her work 
because of disability due to pregnancy. For medical leave 
under Federal law, see N.J.A.C. 4A:6-1.21B. 

1. An employee may use accrued sick, vacation or 
administrative leave for pregnancy-disability purposes but 
shall not be required to exhaust accrued leave before 
taking a leave without pay. 

2. An employee must exhaust all accrued sick leave to 
be eligible for New Jersey Temporary Disability Insur­
ance. 

(b) Child care leave may be granted to State employees 
under the same terms and conditions as all other leaves 
without pay. See N.J.A.C. 4A:6-1.10. For family leave 
under State law, see N.J.A.C. 4A:6-1.21A. For Federal 
family and medical leave, see N.J.A.C. 4A:6-1.21B. 

Amended by R.1990 d.387, effective August 6, 1990. 
See: 22 N.J.R. 1300(b), 22 N.J.R. 2263(a). 

In (b): added family leave N.J.A.C. citation. 
Administrative Correction to (b). 

See: 22 N.J.R. 2682(a). 
Amended by R.1994 d.620, effective December 19, 1994. 
See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 

4A:6-1.9 Administrative leave: State service 
(a) Full-time State employees in the career and senior 

executive service and those employees of Rutgers, the State 
University, New Jersey Institute of Technology, and the 
University of Medicine and Dentistry of New Jersey who 
perform services similar to those performed by employees of 
the New Jersey State Colleges who are in the career service 
shall be granted three days of administrative leave in each 
calendar year for personal business, including emergencies 
and religious observances. 
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1. Priority in granting such leave requests shall be: 

i. Emergencies; 

ii. Religious holidays; 

iii. Personal matters. 

2. Employees hired during the calendar year shall be 
granted one-half day of administrative leave for each full 
calendar month of employment up to a maximum of three 
days' leave for the remainder of the calendar year. 
Thereafter, administrative leave shall be credited at the 
beginning of each calendar year. 

3. Administrative leave may be granted and shall be 
recorded and tracked in hours. See N.J.A.C. 4A:6-1.5(f) 
for adjustments in the administrative leave entitlement 
when an employee's workweek changes. 

(b) Unclassified employees may be granted up to three 
days of administrative leave in each calendar year, at the 
discretion of the appointing authority. 

(c) Part-time employees shall be entitled to a proportion­
ate amount of paid administrative leave. See N.J.A.C. 
4A:3-3.8( e) for paid administrative leave to which employ­
ees in intermittent titles are entitled. 

(d) Use of administrative leave must be approved by the 
appointing authority and cannot be unreasonably denied. 

(e) Administrative leave that is not used during the calen­
dar year shall be forfeited. An employee who leaves State 
service shall not be required to reimburse the State for days 
already used. 

(f) Administrative leave may be taken in conjunction with 
other t)ipes of paid leave. 

Amended by R.1990 d.48, effective January 16, 1990. 
See: 21 N.J.R. 3337(a), 22 N.J.R. 166(b). 

In (c): revised text to include citation to N.J.A.C. 4A:3-3.8(e). 
Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

Revised (a)3. , 
Amended by R.1999 d.346, effective October 4, 1999. 
See: 31 N.J.R. 1553(a), 31 N.J.R. 2877(a)~ 

In (a)3., added the second sentence. 

4A:6-1.10 Leave without pay: State service 

(a) In State service, an appointing authority may, with 
Department of Personnel approval, grant leaves of absence 
without pay to permanent employees for a period not to 
exceed one year unless otherwise provided by statute. A 
leave may be extended beyond one year for exceptional 
situations upon request by the appointing authority and 
written approval by the Department of Personnel. 

I 

\______) 



LEAVES, HOURS & EMPLOYEE DEVELOPMENT 

(c) Except for emergency situations of limited duration, 
adjustments in hours of daily or shift operation shall not 
become effective without the approval of the Commissioner. 

~ Requests for these actions should be submitted at least 30 
days in advance of the proposed effective date to the 
Department of Personnel and shall include: 

1. Justification which relates the change to operation­
al and employee needs; 

2. Statement of impact on services to the public or 
agency clientele, employees and the community, that is, 
traffic flow; 

3. Details of adjustments; 

4. Work locations and approximate number of em­
ployees affected; 

5. Provisions for giving employees at least two weeks 
written notice of adjustments; and 

6. N arne, address and telephone number of the pro­
gram administrator. 

(d) Appointing authorities should consult with affected 
negotiations representatives regarding adjustments in hours 
of daily or shift operations before implementation. 

'------/ SUBCHAPTER 3. SUPPLEMENTAL 
COMPENSATION ON RETIREMENT 

4A:6-3.1 Eligibility: State service 

(a) The following employees shall be eligible for supple­
mental compensation on retirement ("SCOR"): 

1. State employees in the career service and employ­
ees in the senior executive service with underlying perma­
nent career service status; 

2. State employees in job titles in the senior executive 
service without permanent career service status and in the 
unclassified service who have been granted sick leave 
under the following standards: 

i. All employees in that job title are granted sick 
leave days in the same number and manner as set forth 
for State career service employees in N.J.A.C. 4A:6-1.3; 

ii. Sick leave for all employees in that job title is 
used, reported, and subject to verification in the same 
manner required for State career service employees in 
N.J.A.C. 4A:6-1.4 and 1.5. 

3. Employees of Rutgers, the State University; the 
New Jersey Institute of Technology; and the University of 
Medicine and Dentistry of New Jersey, who perform 
services similar to those performed by employees of the 
New Jersey State Colleges who are in the career service, 

4A:6-3.2 

or who have been granted sick leave under the standards 
set forth in (a)2 above. 

(b) Employees in the categories in (a) above shall be 
eligible for SCOR upon separation from employment based 
on retirement from a pension system administered by the 
State of New Jersey. 

1. Employees removed for cause after an opportunity 
for a hearing, who retire in lieu of removal, or who retire 
under circumstances which would warrant removal, shall 
not be eligible for SCOR. However, the Commissioner 
may allow SCOR in such cases where removal was based 
on a medical disability or where the Commission finds 
sufficient mitigating circumstances to warrant supplemen­
tal compensation. 

2. Employees who retire as a result of accidental or 
ordinary disability, and who meet all other applicable 
rules, shall be eligible for SCOR. 

3. Employees of the University of Medicine and Den­
tistry of New Jersey who are members of the Newark 
Employees' Retirement System, and who meet all other 
applicable rules, shall be eligible for SCOR. 

4. Employees who elect deferred retirement, or whose 
separation from employment is not based on retirement, 
shall not be eligible for SCOR. 

5. Faculty members of the State Colleges; Rutgers, 
the State University; the New Jersey Institute of Technol­
ogy; and the University of Medicine and Dentistry of 
New Jersey who have served in an administrative capacity 
may be eligible for SCOR based on the time served in 
that administrative capacity only. Such employees, if 
deemed eligible, shall be entitled to payment based on 
sick leave and salary earned while serving in an adminis­
trative title. 

Case Notes 

Portion of court reporters' unused sick time which accrued during 
time they were paid by counties was subject to reimbursement upon 
retirement. Matter of Wargo, 229 N.J.Super. 284, 551 A.2d 205 
(A.D.1988). 

4A:6-3.2 Break in service: State service 

(a) Employees who incur a break in service due to resig­
nation, retirement or removal shall have sick leave comput­
ed for SCOR purposes only from the date of return to 
employment. 

1. Employees who have retired and received the maxi­
mum SCOR payment shall not be eligible for further 
supplemental compensation. 

2. Employees who have retired and received less than 
the maximum SCOR payment shall be eligible for an 
amount no greater than the difference between the pay­
ment received and the maximum payment upon reenter­
ing State employment and again retiring from State ser­
vice. 
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(b) Employees who incur a break in service due to layoff 
shall be credited for SCOR purposes with sick leave accrued 
both before separation and after return to employment. 

4A:6-3.3 Computation of payment: State service 

(a) SCOR shall be computed at the rate of one-half the 
employee's daily rate of pay for each day of earned and 
unused accumulated sick leave at the effective date of 
retirement. The daily rate of pay shall be based upon the 
average annual compensation received during the last full 
year of active employment prior to the effective date of 
retirement. 

1. Overtime pay or other supplemental pay shall be 
excluded from the computation. 

2. Periods of leaves of ab&ence without pay shall be 
excluded from the computation. 

(b) If an employee changes from 12 month to 10 month 
employment during the last year of employment, the aver­
age annual compensation must be weighted accordingly. 

(c) Ten month employees who have received sick leave 
without proration shall have their unused accumulated sick 
leave reduced by one-sixth for purposes of calculating 
SCOR. 

(d) The maximum amount of SCOR for any employee 
shall be $15,000. 

Case Notes 

Portion of court reporters' unused sick time which accrued during 
time they were paid by counties was subject to reimbursement upon 
retirement. Matter of Wargo, 229 N.J.Super. 284, 551 A.2d 205 
(A.D.1988). 

4A:6-3.4 SCOR procedures: State service 

(a) An employee may file an application form DPF-279, 
within one year of the effective date of retirement, request­
ing supplemental compensation after receiving a copy of the 
official notice of retirement approval issued by the appropri­
ate pension board or authority. 

(b) The appointing authority shall not process the SCOR 
application form until it has received the employer's copy of 
the notice of the retirement approval. If the appointing 
authority has not received the employer's copy of the notice 
of retirement approval, it shall, within 45 days after receipt 
of the employee's application form DPF-279, notify the 
employee accordingly. 

(c) After receipt of the notice of retirement approval and 
SCOR application, the appointing authority shall forward to 
the Department of Personnel within 45 days: 

1. A personnel action request certifying the number of 
days of earned and unused accumulated sick leave and 
the amount of SCOR to be paid; 
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2. A copy of the notice of retirement approval; and 

3. Completed application form DPF-279. 

(d) The Department of Personnel shall review the re­
quest to ensure that eligibility criteria as set forth in 
N.J.A.C. 4A:6-3.1 have been met. 

1. If eligibility criteria have been met, the request 
shall be approved. 

2. If eligibility criteria have not been met, the request 
shall be disapproved and the employee shall be provided 
written notice of the reasons for disapproval and the right 
to appeal to the Commissioner. 

(e) Following approval of the SCOR application, pay­
ment shall be made by the appointing authority in accor­
dance with established payroll procedures. The appointing 
authority shall be responsible for withholding payment 
should the employee cancel the retirement. 

(f) In the event of an employee's death after the effective 
date of retirement but before payment of SCOR is made, 
payment shall be made to the employee's estate. 

(g) Payment of SCOR shall in no way affect any pension 
or retirement benefits for which a retired employee is 
eligible under any other program. 

SUBCHAPTER 4. HUMAN RESOURCE 
DEVELOPMENT: TRAINING, EDUCATION, 
CAREER DEVELOPMENT AND EMPLOYEE 
ASSISTANCE PROGRAMS 

4A:6-4.1 General provisions 

(a) In local service, appointing authorities may implement 
Human Resource Development (HRD) programs and may, 
subject to the terms and approval of the Commissioner, 
participate in programs set forth in this subchapter. 

(b) In State Service, the Commissioner shall establish 
training and education, performance evaluation and assis­
tance programs for employees. The Commissioner shall 
also review and approve career development programs for 
employees. These responsibilities may be delegated to 
agencies other than the Department of Personnel only by 
written order of the Commissioner. 

Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

·~· 

Revised (b). Subchapter 4 title also revised to reflect textual ~' 
changes. 
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