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State of New Jersey 

Executive Order #49 

 

Governor Christine Todd Whitman 

WHEREAS, violence in the workplace is a growing concern at all levels of government; and 

 

WHEREAS, violence against employees can take many forms including harassment, threats and physical acts of 

violence; and 

 

WHEREAS, the State of New Jersey recognizes its obligation to provide a safe, respectful and harmonious work 

environment for each of its employees; and 

 

WHEREAS, each employee has the right to a workplace free from violence and threats of violence; and 

 

WHEREAS, because of the unique nature of their work, government employees may be at increased risk of violence in the 

workplace; and 

 

WHEREAS, the Department of Personnel has conducted relevant research on workplace violence and is responsible 

for all aspects of employment and employee development on behalf of the citizen-employees in State departments, 

agencies and organizations; 

 

NOW, THEREFORE, I, CHRISTINE TODD WHITMAN, Governor of the State of New Jersey, by virtue of the 

authority vested in me by the Constitution and by the Statutes of this State, do hereby ORDER and DIRECT: 

 

1. The policy of the State of New Jersey shall be that harassment, intimidation, violence or threats of violence by or 

against its employees shall not be tolerated, and that the State of New Jersey shall not tolerate any violence or threats 

of violence against any State property or installation. 

 

2. The Commissioner of Personnel shall recommend strategies for prevention, action and reaction to incidents of 

workplace violence and provide each department, office, division or agency of State government with technical 

assistance and/or consultative services in order to implement this policy. 

 

3. This Order shall take effect immediately. 

 

GIVEN, under my hand and seal this 

17th day of April in the Year of Our 

Lord One Thousand Nine Hundred 

and Ninety-Six and of the 

Independence of the United States, 

the Two Hundred and Nineteenth. 

 

Christine Todd Whitman 
Governor 
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Diversity/Affirmative Action/Equal Opportunity 
 

The College of New Jersey continues its quest for excellence as a community of learners. That quest 

should achieve the highest ideals of academe. Thus, all of us-student, faculty, and staff-should 

contribute to this community’s efforts through our service, study, teaching and research. Our 

standing as one of the best colleges in the country requires no less. 

 

A key element of our contribution to our campus community is our responsiveness to the 

cultural diversity of American society. Here we should foster an environment that values 

its members as human beings and acknowledges their contributions without regard to race, 

sex, age, ethnic background, disability, marital status, affectional or sexual orientation. 

Toward this end, The College of New Jersey is committed to the following: 

 

 To foster an environment of equal access enriched through diversity for all employees; 

 To assure respect of person and privacy, so that no member of our community is 

subjected to sexual coercion, harassment, discrimination or ridicule; 

 To enroll, retain and graduate minority and female students in all fields and 

professions represented by the curriculum of The College and to assists their 

entry into productive careers and participatory citizenship; 

 To enroll, retain and graduate disabled students and to provide reasonable 

assistance so that they may pursue successfully all fields and professions 

represented by the curriculum of the College and enter upon productive careers and 

participatory citizenship; 

 To create a positive environment in which students and employees of both sexes of 

all races and backgrounds, and of a wide range of physical and intellectual talents, 

learn from a variety of role models to build and live in a truly pluralistic society 

where people are encouraged to achieve their full potential. 

 

Each semester The College offers workshops on diversity and affirmative action in support 

of its goals. All new employees are required to attend on of these workshops within the first 

year of their employment. Notices of scheduled workshops are mailed to new employees at 

the beginning of the Fall and Spring semester. 

 

The College of New Jersey Affirmative Action Program and related policy statements are 

available for review in The College Library and on the Affirmative Action Office’s Web 

Page. Students or employees experiencing treatment that they believe is not in accordance 

with the letter and spirit of The College’s policies should bring their concerns to the 

attention of the Affirmative Action Office (X3139). 
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THE COLLEGE OF NEW JERSEY 

Procedures for Internal Complaints Alleging Discrimination in the Workplace/Educational Environment 

 

I. Complaint Reporting: All employees and students have the right and are encouraged to immediately 

report suspected violations of this Policy. Employees and students should make every effort to report 

complaints promptly. Delays in reporting may not only hinder a proper investigation, but may also 

unnecessarily subject the individual to continued prohibited conduct. 

 

1. Employees can report incidents of discrimination to either the EEO/AA Office, Admin. Services 

Bldg., Room 102 609-771-3139 or to the Office of Human Resources or to any supervisor 

designated by the employee’s department head to receive workplace discrimination complaints at 

The College of New Jersey. Students may report such incidents to the EEO/AA Office, Green Hall 

207, 609-771-2734 or to a Dean or the Provost of the College. 

 

2. Supervisory employees should immediately report all alleged violations of the Policy, whether 

reported by an employee or observed directly, to the EEO/AA Office, Admin. Services Bldg., 

Room 102, 609-771-3139. 

 

3. If reporting a complaint to any of the persons set forth above presents a conflict of interest, the 

complaint may be filed directly to the New Jersey Department of Personnel, Division of EEO/AA, 

P.O. Box 315, Trenton, NJ 08625. An example of such a conflict would be where the individual 

against whom the complaint is made is involved in the intake, investigative or decision making 

process. 

 

4. While not mandatory, in order to facilitate a prompt, thorough and impartial investigation, all 

complainants should fill out a Discrimination Complaint Processing Form (DPF-481). 
 

II. Investigation Process 

 

1. During the initial intake of a complaint, the EEO/AA Officer or authorized designee will obtain 

information regarding the workplace discrimination, harassment or hostile environment complaint, 

and determine if intermediate protective measures are necessary to prevent continued violations of 

the Policy. 

 

2. At the EEO/AA Officer’s direction, when necessary, a prompt, thorough, and impartial 

investigation into the alleged harassment or discrimination will take place. All investigations of 

discrimination/harassment claims shall be conducted in a way that respects, to the extent possible, 

the privacy of all the persons involved. 

 

3. An investigatory report will be prepared by the EEO/AA Officer or his or her designee when the 

investigation is completed. The report will include: (a) a summary of the complaint; (b) a summary 

of the facts developed through the investigation and (c) an analysis of the
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allegations and the facts. The investigatory report will be submitted to the President who will 

issue a final determination. 

 

4. Where a violation of this Policy is found to have occurred, the College shall take prompt and 

appropriate remedial action to stop the behavior and deter its reoccurrence. The College shall also 

have the authority to take prompt and appropriate remedial action, such as moving two employees 

apart, before a final determination has been made regarding whether a violation of this policy has 

occurred. The remedial action taken may include counseling, training, intervention, mediation, 

and/or the initiation of disciplinary action up to and including termination of employment. 

 

III. Complaint Resolution 

 

1. The President will review the investigatory report issued by the EEO/AA Officer or authorized 

designee, and make a determination as to whether the allegation of a violation of the Policy has 

been substantiated. If a violation has occurred, the President will determine the appropriate 

corrective measures necessary to immediately remedy the violation. 

 

2. The President will issue a final letter of determination to all parties, containing the results  of the 

investigation and setting forth the complainant’s right of appeal to the Merit System Board. The 

Division of EEO/AA, Department of Personnel shall be furnished with a copy of the final letter of 

determination. 

 

a. The investigation of a complaint shall be completed and a final letter of determination shall 

be issued no later than 120 days after the initial intake of the complaint referred to in II. (1) 

Above. 

 

b. The time for completing the investigation and issuance of a final letter of determination 

may be extended by the President for up to 60 additional days in cases involving 

exceptional circumstances. The President shall provide the Division of EEO/AA and all 

parties with written notice of any extension and shall include in the notice an explanation 

of the exceptional circumstances supporting the extension. 
 

IV. Appeal Process: If the complainant disagrees with the determination of The College of New Jersey, 

depending on the complainant’s status as a career, unclassified, or senior executive service employee or 

applicant for employment, he or she may have the right to submit a written appeal, within twenty days of 

the receipt of the letter of determination from the College to the Merit System Board, P.O. Box 312, 

Trenton, NJ 08625. The appeal should contain a concise explanation of the disagreement. Regulations 

governing the appeal process are set forth at N.J.A.C. 4A: 7-3.2. 

 

V. Filing with External Agencies: Any employee can file a complaint directly with external agencies that 

investigate discrimination/harassment charges in addition to utilizing this internal procedure. The time 

frames for filing complaints with external agencies indicated below are provided for informational purposes 

only. You should contact the specific agency to obtain exact time frames. The deadlines run from the last 

date of unlawful harassment or discrimination, not from the date that the internal workplace 

discrimination/harassment complaint to the employer is resolved. 

 

Employees may file complaints with the following agencies: 
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Division on Civil Rights 

N.J. Department of Law and Public Safety 

180 days for violation of State Law 
 

Trenton Regional Office 

140 East Front Street  

6th Floor – P.O. Box 089 

Trenton, NJ 08625-0089 

(609) 292-4605 

 

Camden Regional Office 

One Port Center 

2 Riverside Drive, Suite 402 

Camden, NJ 08103 

(856) 614-2550 

 

 

 

 
United States Equal Employment 

Opportunity Commission (EEOC) 

300 days 

 

Philadelphia District Office  

The Bourse Building, Suite 400 

21 S. Fifth Street 

Philadelphia, PA 19106-2515 

(215) 451-5800 
 

Newark District Office 

1 Newark Center 

21st Floor 

Newark, NJ 07102-5233 
(973) 645-6385 

 

 

 
Issued: December 16, 1999 

Revised: August 20, 2007 

Revised: January 8, 2014 

See N.J.A.C. 4A:7-3.2 

Paterson Regional Office 

100 Hamilton Plaza 

Paterson, NJ 07505 

(973) 977-4500 

 

Atlantic City Satellite Office 

26 Pennsylvania Avenue 

Atlantic City, NJ 08401 

(609) 441-3100 

 

Newark Regional Office 

31 Clinton Street 

P.O. Box 46001 

Newark, NJ 07102 

(973) 648-2700 
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Federal Drug-Free Workplace Act 
 

The College of New Jersey employees are required, as a condition of their employment, to abide by the terms of 

the Drug-Free Workplace Act and Executive Order 204. As required by law, the College has certified to the federal 

Department of Education that it will take action against employees, including student employees, convicted of the 

unlawful manufacture, distribution, dispensing, possession or use of drugs. Such action may require the employee 

to participate in an approved drug abuse assistance or rehabilitation program, and /or may involve formal 

disciplinary action up to and including termination. The appropriate action must be taken within 30 days of 

receiving the conviction notification. 

 

Employees are required to notify the Office of Human Resources within five days of conviction for drug violations 

which occur in the workplace. In the case of employees working under grants, the College is responsible for 

notifying grant agencies within ten days after receiving notification of drug related convictions. The State Forfeiture 

of Public Office statute requires forfeiture of public employment if an employee is convicted of third degree crimes 

or higher. 

 

The College of New Jersey is committed to meeting all of the requirements stipulated in the Drug-Free Workplace 

Act to ensure that the campus is a safe and healthy environment, and to provide appropriate referrals to students, 

faculty or staff seeking assistance with substance abuse. 

 

Contact Information: 

Maribell Osnayo-Lytle 

Manager of Employee Benefits 

609-771-3306
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Executive Order No. 204 
 

WHEREAS, the problem of drug abuse is adversely affecting the lives and safety of our citizens; and 

 

WHEREAS, the abuse if drugs in the workplace, among other things, reduces job efficiency, increases absenteeism and sick leave, 

and, most importantly, jeopardizes the lives and safety of fellow employees and citizens; and 

 

WHEREAS, the State of New Jersey has a vital interest in promoting a safe and drug-free workplace and in ensuring our citizens 

that public safety employees do not threaten life and limb due to the abuse of drugs; and 

 

WHEREAS, the Federal Drug-Free Workplace Act of 1988, Public Law 100-690, Title V, Subtitle D, conditions receipt of Federal 

grant funds upon the grantee’s agreement to provide a drug-free workplace; and, 

 

WHEREAS, the Federal Drug-Free Workplace Act requires a grantee to prohibit the unlawful manufacture, distribution, 

dispensation, possession or use of a controlled substance, to specify actions that may be taken against employees who violate the 

prohibition, to establish a drug –free awareness program for employees, and to require employers to give notice of any conviction 

for a drug-offence committed in the workplace; and 

 

WHEREAS, the citizen of this State greatly benefit from the State government participation in Federally funded programs; 

 

NOW, THEREFORE, I, THOMAS KEAN, Governor of the State of New Jersey, by virtue of the authority vested in me by the 

Constitution and by the Statutes of this State, do I ORDER and DIRECT: 

 

1. The following “Policy for a “Drug-Free Workplace in New Jersey State Government” shall apply to all principle executive 

departments in New Jersey State Government, the Office of the Governor, and all agencies that are in, but not of, principal 

executive departments. 

 

This Policy establishes minimum standards for the imposition of discipline and for participation in drug abuse treatment 

programs in the limited context of convictions for drug offenses committed in the workplace. Nothing in this Policy precludes 

the application of other more comprehensive or more stringent provisions governing drug offenses committed by State 

employees. In fact, the Cabinet Task Force on Drug Testing in the Workplace, which was created in Executive Order No. 

191, will formulate a more comprehensive State policy regarding drug abuse and the workplace in the near future. 

 

2. The State of New Jersey is committed to maintaining a drug-free workplace for all State employees in order to protect the 

health and safety of State employees and the public. 

 

3. The unlawful manufacture, distribution, dispensation, possession or use of a drug in the workplace is prohibited. 

 

4. In addition to any other applicable civil or criminal penalty, any employee convicted of illegal manufacture, distribution, 

dispensation, possession or use of drug in the workplace shall be subject to the following consequences: 

 
a. The State Forfeiture of Public Office statute (N.J.S.2C:51-2) requires forfeiture of public office or employment 

upon conviction of a crime of the third degree or higher. All convictions of crimes of the third degree or higher 

listed in the Comprehensive Drug Enforcement Act of 1987, and all convictions for equivalent federal and out- 

of-State drug offenses, require forfeiture of public office or employment. 

 

b. The Forfeiture of Public Office statute also requires forfeiture of public office or employment upon conviction 

for an offense involving dishonesty or upon conviction for an offense involving or touching upon the convicted 

person's public employment irrespective of the degree of the offense. Consequently, convictions for any drug 

offense occurring in the workplace (including fourth degree, disorderly persons and petty disorderly person 

offenses) which are determined to involve or touch upon the office or employment of an individual may result in 

the statutory forfeiture of public office or employment. 
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c. In the case of a drug conviction for an offense occurring in the workplace that does not result in statutory 

forfeiture of public office or employment, disciplinary action shall be taken. The extent of disciplinary action 

shall be determined by the appointing authority. In addition, in the case of any disciplinary action other than 

removal, an employee shall be required to satisfactorily participate in a program for the treatment of drug abuse 

approved by both the appointing authority and any federal or State agency responsible for the approval or 

licensure of such programs. 

 

d. Each department head, agency head, or their designee who receives notice of a drug offense conviction shall, 

within 30 days of receipt of notice, take the administrative action necessary for removal where statutory 

forfeiture is required, and where statutory forfeiture is not required, take the administrative action necessary to 

impose discipline and require satisfactory participation in an approved program for drug abuse where 

appropriate. 

 
5. An employee who is convicted of a drug offense committed in the workplace must, within five days, report the conviction 

to his or her supervisor. 

 

6. Each supervisor who receives a report of a conviction for a drug offense in the workplace must immediately report the 

conviction, according to departmental or agency procedures, to the department head, agency head, or their designee. 

 
7. Within 10 days of the supervisor's receipt of notice of a conviction for a drug offense, the department head, agency head, 

or their designee shall ensure that notification of such conviction is provided to any federal agency providing funds for a 

program in which the convicted employee is employed. 

 

8. Each department head, agency head, or their designee must develop and implement procedures to ensure that reports, 

which are received by supervisors, concerning convictions for drug offenses in the workplace are reported promptly to the 

department head, agency head, or their designee. 

 
9. Each department head, agency head, or their designee must maintain records that contain the following information on 

each conviction for a drug offense committed in the workplace by an employee: 

 
b. Disciplinary action taken; 

c. Whether the employee is one whose duties involve the performance of a federal grant; and 

d. Date federal grantor was notified of the conviction, if applicable. 

 
10. Each department head, agency head, or their designee will distribute an Employee Notice and this Executive Order to 

each current employee. Each department head, agency head, or their designee shall distribute these documents to any 

employee who joins the work force after the initial distribution. A program entitled "Drug-Free Awareness" is being 

developed, and upon completion will be provided to all employees. 

 
11. Definitions for purpose of this policy: 

 

a. “Conviction” means a finding of guilt, or a plea of guilty, before a court of competent jurisdiction, and where 

applicable, a plea of nolo contendere. A conviction is deemed to occur at the time the plea is accepted or verdict 

returned. It does not include entry and successful completion if a pre-trial intervention program, pursuant to N.J.S. 

A.2C:43-12 et seq., or a conditional discharge, pursuant to N.J.S.A. 2C:36A-1. 

 

b. “Drug” means a controlled substance, analog, or immediate precursor as listed in Schedules I through V in the New 

Jersey Controlled Dangerous Substances Act, N.J.S.A. 24:21-2, et seq., and as modified in any regulation issued by 

the Commissioner of the Department of Health. It also includes controlled substances in schedules I through V 

Section 202 of the Federal Controlled Substance Act of (21 U.S.C. 812). The term shall not include tobacco or 

tobacco products or distilled spirits, wine, or malt beverages as they are defined or used in N.J.S.A. 33:1-1 et. seq. 
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c. “Employee” means all employees of the Office of the Governor or a department or agency within the scope of this 

Policy, whether full part-time, and whether in the career, senior executive or unclassified service. 

 

d. “Workplace” for the purpose of this Policy only, means the physical area of operations of a department or agency 

including buildings, grounds and parking facilities provided by the State. It includes any field location or site at 

which an employee is engaged, or authorized to engage, in work activity, and includes any travel between such sites. 

 

12. This policy is effective March 18, 1989 and shall remain in effect until superseded by statute, regulation or Executive Order. 
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The Americans with Disabilities Act (ADA) Policy 
 

 

Policy Statement 

The College of New Jersey is committed to ensuring equal opportunity and access to all members of the campus 

community in accordance with Section 503/504 of the Rehabilitation Act of 1973 and the Americans with Disabilities 

Act of 1990 (ADA). The College prohibits discrimination against any student, employee, or applicant on the basis of 

physical or mental disability, or perceived disability. The College will provide reasonable and appropriate 

accommodations to enable employees and students to participate in the life of the campus community. Individuals with 

disabilities are responsible for reporting and supplying documentation verifying their disability. Requests for 

accommodations must be initiated through the Office for Differing Abilities Services, Eickhoff Hall 159, (609) 771-

2571. 

 
The overall responsibility for The College's equal opportunity program has been assigned to the Director of Equal 

Opportunity and Affirmative Action. The ultimate responsibility for accomplishing The College's objectives depends on 

the understanding, acceptance, support and involvement of all members of The College of New Jersey community. 

 

ADA Definition of Disabled 

The ADA's protection applies primarily, but not exclusively, to "disabled" individuals. An individual is 

"disabled" if he or she meets at least any one of the following tests: 

 

1. He or she has a physical or mental impairment that substantially limits one or more of his/her major life 

activities; 

2. He or she has a record of such an impairment 

3. He or she is regarded as having such impairment. 

 

Persons with disabilities at TCNJ are encouraged to visit the Office for Differing Abilities to identify suitable 

accommodations and services. Any questions, difficulties, or concerns should be referred to the Office for Differing 

Abilities as soon as possible. 
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Notification Requirements and Service Criteria 

 Self-Disclosure - All students and employees seeking accommodation under section 504 of the Rehabilitation 

Act of 1973 et seq. or the Americans with Disabilities Act must self-identify with the Office for Differing 

Abilities. For accommodations, a written requisition must be submitted to this office. 

 Documentation - It is the responsibility of students and employees to submit documentation of physical or 

learning disabilities from qualified and licensed medical or testing personnel. Expenses incurred in obtaining 

the professional verification are the individual's responsibility. The following documentation criteria should 

be used in forwarding assessments to the Office for Differing Abilities for disabilities verification: 

 
Physical, Sensory, and Health-Related Disabilities 

 

1. Verification of the disabling condition must be obtained from a licensed health care professional that is 

qualified and currently or recently associated with the individual. 

2. The diagnosis must reflect the present level of functioning of the major life activity affected by the 

disability. 

 
Psychological Disorders or Attention Disorders 

 

1. Verification of diagnosis and severity of disabling condition from a qualified professional (e.g., 

psychiatrist for ADD/ADHD, psychologist or psychiatrist for other psychological disorders). 

2. A detailed description of how this impairment significantly limits a major life activity in an educational 

setting (for students) should be provided. 

 
Learning Disabilities 

 

1. A professional qualified to diagnose a learning disability (e.g., a licensed psychologist, learning disabilities 

specialist, neuropsychologist), must prepare the evaluation. Collaboration with speech and language 

clinicians, reading specialists and other educational professionals may be appropriate and necessary for a 

comprehensive assessment. 

2. Results of a clinical interview with the individual and descriptions of testing procedures, instruments used, 

test and sub-test results reported in standard scores should be included. 

3. Evaluations must be comprehensive and include test results in the following areas, where applicable; 

intelligence, reading, mathematics, spelling, written language, language processing and cognitive 

processing skills. Testing should carefully examine areas of concern/weakness as well as areas of 

strengths. 

4. A clear diagnostic statement based on test results and personal history must be included. 

5. An evaluation should be no more than three years old. This requirement may be waived if deemed not 

medically necessary. 
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Employee/Student Responsibilities - Employees and/or students with disabilities are obligated to utilize all 

adjustments and/or accommodations properly and responsibly. 

 

Reasonable Accommodation 

Students 
 

"Each institution of higher learning is a unique environment and the ADA is designed to allow for individual responses 

to the needs of students and the public. What may be a successful accommodation in one setting may not be appropriate 

or required in another. The ADA does not seek to change fundamental methods of ensuring a sound education and 

successful completion of an academic program. It is designed to ensure that students with disabilities have an equal 

opportunity to access academic programs and successfully complete their studies." (ADA Compliance Guide, 1990) 

 
The Office for Differing Abilities coordinates services for students with permanent disabilities including assistance in 

registration, advisement, parking, referrals, adapted classroom activities and other special needs. It is the responsibility 

of the student to identify him/herself as disabled and to request assistance from this office. The College does not 

provide specialized tutors or individual assistants for students. 

 
Academic requirements for majors may be examined for modification based upon the submission of appropriate 

documentation. Requests to modify academic requirements must be made to the Office for Differing Abilities. 

 

Employees 
 

The College of New Jersey has adopted the following as established by the U.S. Equal Employment Opportunity Commission: 

 
A qualified employee or applicant with a disability is an individual who, with or without reasonable accommodation, 

can perform the essential functions of the job in question. Reasonable accommodation may include, but is not limited 

to: 

 
 Making existing facilities used by employees readily accessible to and usable by persons with disabilities 

 Job restructuring, modifying work schedules, reassignment to a vacant position; 

 Acquiring or modifying equipment or devices, adjusting/modifying examinations, training materials, or 

policies, and providing qualified readers or interpreters. 

 
An employer is required to make an accommodation to the known disability of a qualified applicant or employee if 

it would not impose an "undue hardship" on the operation of the employer's business. Undue hardship is defined as 

an action requiring significant difficulty or expense when considered in light of factors such as an employer's size, 

financial resources and the nature and structure of its operation. 

 
An employer is not required to lower quality or production standards to make an accommodation, nor is an employer 

obligated to provide personal use items such as glasses or hearing aids. 
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Employers may not ask job applicants about the existence, nature or severity of a disability. Applicants may be asked 

about their ability to perform specific job functions. A job offer may be conditioned on the results of a medical 

examination, but only if the examination is required for all entering employees in similar jobs. Medical examinations of 

employees must be job related and consistent with the employer's business needs. 

 
Employers and applicants currently engaging in the illegal use of drugs are not covered by the ADA, when an 

employer acts on the basis of such use. Tests for illegal drugs are not subject to the ADA's restrictions on medical 

examinations. Employers may hold illegal drug users and alcoholics to the same performance standards as other 

employees. 

 

Undue Hardship 

For the purposes of this document, The College applies the ADA definition of "undue hardship" as an action 

requiring significant difficulty or expense. Factors to be considered in determining undue hardship may include, 

but are not limited to: 

 
 the cost of the accommodation required under ADA; 

 the financial resources of the facility involved in the provision of the reasonable accommodation; 

 the number of students and/or employers involved; 

 the financial impact on the facility; 

 the impact on the operation and geographic, physical, administrative, or fiscal relationship of the facility in 

question. 



 

             

 

CAMPUS ALERT POLICY 

 
When faced with a critical incident, the Department of College Relations will distribute pertinent information 

via any or all of the following: 

 

•Text-message 

•Mass e-mail 

•Voicemail 

•An alert on the College’s Web site (www.tcnj.edu) 

•Campus voicemail 

•TCNJ’s Hotline (609.637.6000) 

•Parents listserv 

•Faculty listserv 

•TCNJ Emergency Blog 

•Other available communication channels 
 

Please refer to the College Web site (www.tcnj.edu), TCNJ e-mail, and the text-message system as your first 

sources of information. They can be updated more rapidly than the other lines of communication. The College 

will, however, use whatever communication methods it deems appropriate upon assessment of all available 

information and risks in specific situations. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

             

 

 

Smoke-Free Campus Implementation Procedures 

 
In accordance with Section 5:23-11.3(a)2 of Subchapter 11, “Indoor Air Quality Standards and Procedures for 

Buildings Occupied by Public Employees” which specifically states that “the air from designated smoking areas 

shall not be re-circulated to non-smoking areas in buildings covered by this subchapter” and in accordance with 

the recommendations of both the United States Environmental Protection Agency and the United States Surgeon 

General regarding the public health hazard related to the inhalation of secondary smoke, The College of New 

Jersey has declared itself to be a smoke-free institution. Therefore, effective October 16, 1993, the following 

initiatives will be enforced: 

 

1. Smoking shall not be permitted in any public building on campus or in any state owned vehicle. Smoking is 

not permitted in residence halls. 

 

2. Smoking shall be permitted in designated smoking areas, which will be strategically located throughout the 

campus, outside and away from building entrances. (As paraphrased from N.J.A.C. 5:23-11.2) 

 

3. All members of The College community, including students, faculty, staff, administrators, volunteers, alumni, 

and their guests, who violate this policy are subject to the appropriate administrative action consistent with state 

regulations and applicable agreements between state and employee bargaining units. Violators of the law may be 

personally subject to penalties imposed by the New Jersey Department of Labor in accordance with the Public 

Employees Occupational Safety and Health Act in addition to any action taken by The College. (As paraphrased 

from N.J.A.C. 5:23-11.11b) 

 

4. Supervisors shall ensure that all employees under their supervision comply with this college smoking policy. 

Faculty shall ensure that students under their instruction in classrooms comply with this college smoking policy. 

Supervisors shall issue a recommendation to the Office of Human Resources for disciplinary action, consistent 

with state regulations and applicable agreements between state and employee bargaining units, to be taken for 

employees who fail to comply with this smoking policy. Faculty shall issue a recommendation to the Vice 

President of Student Life for disciplinary action, consistent with the student judicial code, to be taken for students 

who fail to comply with this smoking policy. 

 

5. Violations by persons not members of the college community may result in their being barred from The 

College of New Jersey Campus or from specific facilities and subject to arrest for trespass. If the smoker is a 

visitor who has failed to comply with this smoking policy, a campus police officer shall escort the visitor off the 

premises. Violators of the law may be personally subject to penalties imposed by the New Jersey Department of 

Labor in accordance with the Public Employees Occupational Safety and Health Act in addition to any action 

taken by The College. (As paraphrased from N.J.A.C. 5:23-11.11b.) 
 

 

 

 

 

 

 

 

 



 

             

 

 

New Jersey Smoke-Free Air Act 

 
In accordance with N.J.S.A 26:3D-55 et seq. which is known as the New Jersey Smoke-Free Air Act and 

as adopted in N.J.A.C. 8:6 Smoke-Free Air Regulations, smoking of any tobacco product or use of any 

electronic smoking devices in any indoor public place or workplace is prohibited. Additionally, smoking 

is prohibited at an exterior area if smoking in the exterior area results in migration, seepage, or re- 

circulation of smoke to an indoor public place or a workplace at which smoking is prohibited. 

 

The New Jersey Indoor Air Quality Standard (N.J.A.C. 12:100-13) does not allow any air contaminates to 

enter buildings and/or building systems. 

 

Therefore, The College of New Jersey prohibits smoking of any tobacco product or use of any electronic 

smoking devices in all residential buildings. 

 

The College of New Jersey also prohibits smoking a minimum of 10 feet from building entrances, 

openings, or air intakes. This distance may be greater if indicated by additional no smoking signage or if 

requested by The College’s administration. 

 

Anyone found smoking inside any facility or within designated no smoking areas outside a building are 

subject to a $250 fine from the health department for the first offense, and may be charged by law 

enforcement under any other applicable law, including N.J.S.A 2C:33-13. Students are also subject to 

action through The College of New Jersey’s student conduct process. 

 

Smokers are required to properly dispose of their smoking instruments using provided smoking receptacles 

located on the exterior of campus buildings. 
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Chapter 194, Laws of New Jersey, 2009, Relating to 

Employer Obligation to Maintain and Report Records 

Regarding Wages, Benefits, Taxes and Other Contributions  and Assessments Pursuant to State 

Wage, Benefit and Tax Laws 

 
Wage Payment Law (N.J.S.A. 34:11-4.1 et seq.) and 

Wage and Hour Law (N.J.S.A. 34:11-56a et seq.) 

 
Each employer must keep a record of each employee which contains the following information:  

 
1. The name of the employee; 

2. The address of the employee; 

3. The birth date of the employee if the employee is under the age of 18; 

4. The total hours worked by the employee each day and each workweek*; 

5. The earnings of each employee, including the regular hourly wage, gross to net amounts with itemized 

deductions, and the basis on which wages are paid; 

6. Regarding each employee who receives gratuities, the total gratuities received by the employee during the 

payroll week; 

7. Regarding each employee who receives gratuities, daily or weekly reports completed by the employee 

containing the following information: 

(a) the employee’s name, 

(b) the employee’s address, 

(c) the employee’s social security number, 

(d) the name and address of the employer, 

(e) the calendar day or week covered by the report, and 

(f) the total amount of gratuities received; and 

8. Regarding each employee for whom the employer claims credit for food or lodging as a cash substitute for the 

employee who receives food or lodging supplied by the employer, information substantiating the  cost of 

furnishing such food or lodgings, including but not limited to the nature and amount of any expenditures 

entering into the computation of the fair value of the food or lodging and the date required to compute the 

amount of the depreciated investment in any assets allocable to the furnishing of the lodgings, including the 

date of acquisition or construction, the original cost, the rate of depreciation and the total amount of 

accumulated depreciation on such assets. 

 

The employer may use any system of time keeping provided that it is a complete, true and accurate record. 

The employer must keep the wage and hour records described above for a period of six years.  

The employer must keep the wage and hour records described above at the place of employment  or in a central 

office in New Jersey. 

 

 

 

* This requirement does not apply with regard to those employees who are covered by the exceptions set forth at N.J.S.A. 34:11-‐4.6e. and 34:11-‐ 56a20, 

which includes but is not limited to individuals employed in a bona fide executive, administrative, professional or outside sales capacity. 

New Jersey Department of Labor and Workforce Development 
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Prevailing Wage Act (N.J.S.A. 34:11-56.25 et seq.) 

 
The Prevailing Wage Act applies to employers only under certain circumstances. 

 
Specifically, it applies only when an employer enters into a contract in excess of the prevailing wage contract 

threshold amount for any public work (as the term “public work” is defined at N.J.S.A. 34:11-56.26) to which any 

public body is a party or for public work to be done on a property or premises owned by a public body or leased 

or to be leased by a public body. 

 

Each public works contractor must submit to the public body or lessor which contracted for the  public works 

project a certified payroll record containing the following employee information: 

 

1. Name; 

2. Address; 

3. Social security number; 

4. Craft or trade; 

5. Actual hourly rate of pay; 

6. Actual daily, overtime and weekly hours worked in each craft or trade; 

7. Gross pay; 

8. Itemized deductions; 

9. Net pay paid to the employee; 

10. Any fringe benefits paid to approved plans, funds or programs on behalf of the employee; and 

11. Fringe benefits paid in cash to the employee. 

 
Each public works contractor must, within 10 days of payment of wages, submit the certified payroll record to the 

public body or the lessor which contracted for the public works project. 

 

Each public works contractor which employs one or more apprentices on a public works project must maintain 

with its records written evidence that the apprentice or apprentices are registered in an approved apprenticeship 

program while performing work on the project. 

 
 

Unemployment Compensation Law (N.J.S.A. 43:21-1 et seq.), 

Temporary Disability Benefits Law (N.J.S.A. 43:21-25 et seq.) and 

Family Leave Insurance Benefits Law, P.L. 2008, c. 17. 

Payroll records: Each employing unit must maintain a record for each worker engaged in employment, which 

record must contain the following information about the worker: 

 

1. Full name, address and social security number; 

2. Total remuneration paid in each pay period showing separately cash, including commissions and bonuses; 

the cash value of all compensation in any medium other than cash; gratuities received regularly in the course 

of employment if reported by the employee, or if not so reported, the minimum wage rate prescribed under 

applicable laws of this State or of the United States, or the amount of remuneration actually received by the 

employee, whichever is higher, and service charges collected by the employer and distributed to workers in 

lieu of gratuities and tips; 

3. An entry under the heading “special payments” of the amount of any special payments, such as bonuses and 

gifts, which have been paid during the pay period but which relate to employment in a prior period. The 

following shall be shown separately under this heading: cash payments, cash value of other remuneration, 

the nature of such payments, the period during which the services were performed for which special 

payments were payable; 

4. The date hired, rehired and returned to work after temporary layoff; 

5. The date separated from employment and the reason for separation; 
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6. Such information as may be necessary to determine remuneration on a calendar week basis;  and 

7. The number of base weeks (as the term “base week” is defined in N.J.S.A. 43:21-19(t)) and wages. 

 
All records referred to in 1. Through 7. above must be kept safe and readily accessible at the New Jersey place of 

business of the employing unit. 

 

All records referred to in 1. through 7. above must be retained for the current calendar year and for the four 

preceding calendar years. 

 

Once an employer becomes inactive, the employer must keep all records referred to in 1. through 7. above for the 

subsequent six quarters. 

 

Wage reporting: Each employer (other than employers of domestic service workers) must electronically file a  

WR-30, “Employer Report of Wages Paid,” with the Division of Revenue, within the Department of the Treasury, 

within 30 days after the end of each quarter. The WR-30 lists the name, social security number and wages paid to 

each employee and the number of base weeks worked by the employee during the calendar quarter. 

 

Each employer of domestic service workers (as the term “domestic service worker” is defined at N.J.A.C. 12:16- 

13.7(b)) must file an annual, rather than quarterly, WR-30 with the Division of Revenue, within the Department 

of the Treasury. 

 
Contribution reporting: Each employer (other than employers of domestic service workers) must electronically 

file an NJ-927, “Employer’s Quarterly Report,” with the Division of Revenue, within the Department of the 

Treasury, and remit the corresponding unemployment insurance, supplemental workforce fund, workforce 

development partnership fund, temporary disability insurance and family leave insurance contribution payments, 

within 30 days after the end of each quarter. The NJ-927 lists the total of all wages paid, the wages paid in excess 

of the taxable maximum, the taxable wages on which contributions are due, the number of workers employed 

during the pay period, the number of workers insured under a “private plan” for temporary disability insurance 

and the number of workers insured under a “private plan” for family leave insurance.  

 

Each employer of domestic service workers (as the term “domestic service worker” is defined in N.J.A.C. 12:16- 

13.11(c)) must file an annual, rather than quarterly, NJ-927H, “Domestic Employer’s Annual Report,” with the 

Division of Revenue, within the Department of the Treasury. 

 

Temporary Disability Insurance and Family Leave Insurance information: Each employer must retain all records 

pertaining to any election to discontinue a private plan for temporary disability insurance and/or family leave 

insurance benefits and must make such records available for inspection by the Division of Temporary Disability 

Insurance for a one-year period from the date that the private plan is terminated. 

 

Each employer having a private plan for temporary disability insurance and/or family leave insurance must, 

within 10 days after the Division of Temporary Disability Insurance has mailed the employer a request for 

information with respect to a period of disability, furnish the Division with any information requested or known to 

the employer which may bear upon the eligibility of the claimant. 

 
Each employer having two or more approved private plans in effect during a calendar half-year or any portion 

thereof must, on or before the 30th day following the close of the calendar half-year, file a report showing the 

amount of taxable wages paid during such calendar half-year to employees while covered under each such private 

plan. 

 

Each employer who provides temporary disability insurance to its employees through a self-insured private plan 

must, for the six-month periods ending June 30 and December 31 of each calendar year during which the self- 

insured private plan is in effect, file a statement with the Division of Temporary Disability Insurance, on or before 

the 30th day following the end of the respective six-month period showing: 
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1. The number of claims received during the six-month period, 

2. The number of claims accepted during the six-month period, 

3. The amount of benefits paid during the six-month period, and 

4. Such other information as the Division of Temporary Disability Insurance may require with respect to the 

financial ability of the self-insurer to meet the self-insured’s obligations under the plan. 

 

On or before the 30th day following the close of each calendar year during which a self-insured private plan for 

temporary disability insurance is in effect, the employer must file a report with the Division of Temporary 

Disability Insurance showing: 

 

1. The amount of funds available at the beginning of that year for payment of disability benefits, 

2. The amount contributed by workers during that year, 

3. The amount contributed by the employer during that year, 

4. The amount of disability benefits paid during that year, 

5. Direct cost of administration of the plan during that year, and 

6. The number of employees covered by the plan as of December 31. 

 
Each employer who provides family leave insurance to its employees through a self-insured private plan must for 

the one-year period ending December 31 of each calendar year during which a self-insured private plan is in effect 

file a statement with the Division of Temporary Disability Insurance, on or before the 30 th day following the end 

of the one-year period showing the following information with regard to each of the following types of claims: 

care of a sick child, care of a sick spouse, care of a sick domestic partner, care of a sick civil union partner, care of 

a sick parent, bonding by biological parent with a newborn child, bonding by domestic partner or civil union 

partner of biological parent with a newborn child, bonding by individual with newly adopted child: 

 

1. The number of claims for family leave insurance benefits received during the one-year period, 

2. The number of claims for family leave insurance benefits accepted during the one-year period, 

3. The number of workers who received family leave insurance benefits during the one-year period, 

4. The amount of family leave insurance benefits paid during the one-year period, 

5. The average weekly family leave insurance benefit during the one-year period, 

6. The amount of sick leave, vacation leave or other fully paid time, which resulted in reduced benefit duration 

during the one-year period, 

7. With regard solely to family leave insurance benefit claims to care for sick family members, the amount of 

intermittent family leave insurance benefits paid during the one-year period, and 

8. The average duration of family leave insurance benefits, in days, during the one-year period. 

 
The information reported in 1. through 8. above must be broken down by sex and by age group, beginning at 25 

years and under and increasing in increments of 10. 

 

On or before the 30th day following the close of each calendar year during which a self-insured private plan for 

family leave insurance is in effect, the employer must file a report with the Division of Temporary Disability 

Insurance showing: 

 

1. The amount of funds available at the beginning of that year for payment of family leave insurance  benefits, 

2. The amount contributed by workers during that year, 

3. The direct cost of administration of the plan during that year, 

4. The number of employees covered by the plan as of December 31, and 

5. Such other information as the Division of Temporary Disability Insurance may require with respect to the 

financial ability of the self-insurer to meet the self-insured’s obligation under the plan. 
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Workers’ Compensation Law (N.J.S.A. 34:15-1 et seq.) 

 
Upon the happening of an accident or the occurrence of any occupational disease, an employer who has insurance 

coverage or utilizes a third-party administrator shall promptly furnish the insurance carrier or the third-party 

administrator with accident or occupational disease information. 

 
Within three weeks after an accident or upon knowledge of the occurrence of an occupational disease, every insurance 

carrier, third-party administrator, statutory non-insured employer, including the State, counties, municipalities and 

school districts, and duly authorized self-insured employer not utilizing a third-party administrator must file a report 

designated as “first notice of accident” in electronic data interchange media  with the Division of Workers’ 

Compensation through the Compensation Rating and Inspection Bureau in a format prescribed by the Compensation 

Rating and Inspection Bureau. When filed by an insurance carrier or third-party administrator, the report must also be 

sent to the employer. If the employer disagrees with the report, the employer may prepare and sign an amended report 

and file the amended report with the insurance carrier or third-party administrator. The amended report must then be 

filed electronically with the Division through the Compensation Rating and Inspection Bureau. 

 

Every insurance carrier providing workers’ compensation insurance and every workers’ compensation self-insured 

employer shall designate a contact person who is responsible for responding to issues concerning medical and 

temporary disability benefits where no claim petition has been filed or where a claim petition has not been answered. 

The full name, telephone number, mailing address, email address and fax number of the contact person must be 

submitted to the Division of Workers’ Compensation utilizing the Division’s contact person form in the manner 

instructed on the form. 

 

Each employer, when directed to do so by the Division of Workers’ Compensation, must submit to the Division of 

Workers’ Compensation copies of such medical certificates and reports as it may have on file.  

 

 

Gross Income Tax Act (N.J.S.A. 54A:1-1 et seq.) 

 
Employer’s Quarterly Report: The Employer’s Quarterly Report, NJ-927, reports New Jersey Gross Income Tax 

withheld, unemployment insurance, supplemental workforce fund, workforce development partnership fund, family 

leave insurance and temporary disability insurance wage and withholding information. 

 
Each employer is required to electronically file an Employer’s Quarterly Report, NJ-927, for each calendar quarter, 

regardless of the amount of tax actually due for a particular quarter. Quarterly reports are due on the 30th day of the 

month following the end of each quarter. 

 
Employers of “domestic service workers” may report and pay New Jersey Gross Income Tax withheld on an annual, 

rather than quarterly, basis on an NJ-927H. 

 
Records to be kept: Every employer is required to keep all pertinent records available for inspection by authorized 

representatives of the New Jersey Division of Taxation. Such records must include the following: 

 
1. The amounts and dates of all wage payments subject to New Jersey Gross Income Tax; 

2. The names, addresses and occupations of employees receiving such payments; 

3. The periods of their employment; 

4. Their social security numbers; 

5. Their withholding exemption certificates; 

6. The employer’s New Jersey Taxpayer Identification Number; 

7. Record of weekly, monthly, quarterly remittances and/or returns and annual returns filed;  

8. The dates and amounts of payments made; and 

9. Days worked inside and outside of New Jersey for all nonresident employees. 
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Contact Information 

 

If an employee or an employee’s authorized representative wishes to contact a State representative in 

order to provide information to or file a complaint with the representative regarding an employer’s 

possible failure to meet any of the requirements set forth above, he or she may use the following contact 

information: 

 

For possible failure to meet the record keeping or reporting requirements of the Wage Payment Law, 

Wage and Hour Law or Prevailing Wage Act: 

 

Phone: 609-292-2305 

E-mail: wagehour@dol.state.nj.us 

Mail: New Jersey Department of Labor and 

Workforce Development Division of Wage 

and Hour Compliance 

P.O. Box 389 

Trenton, NJ 08625-0389 

 

For possible failure to meet the record keeping or reporting requirements of the Unemployment 

Compensation Law, Temporary Disability Benefits Law or Family Leave Insurance Benefits Law: 

Phone: 609-292-2810 

E-mail: emplaccts@dol.state.nj.us 

Mail: New Jersey Department of Labor and 

Workforce Development Division of 

Employer Accounts 

P.O. Box 947 

Trenton, NJ 08625-0947 

 
For possible failure to meet the record keeping or reporting requirements of the 

Workers’ Compensation Law: 

Phone: 609-292-2515 

E-mail: dwc@dol.state.nj.us 

Mail: New Jersey Department of Labor and 

Workforce Development Division of 
Workers’ Compensation 

P.O. Box 381 

Trenton, NJ 08625-0381 

 

For possible failure to meet the record keeping or reporting requirements of the Gross Income Tax Act: Phone:

 609-292-6400 

E-mail: nj.taxation@treas.state.nj.us 

Mail: New Jersey 

Department of 
the Treasury 

Division of 

Taxation 

Information and Publications Branch 

P.O. Box 281 

Trenton, NJ 08625-02 
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