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Township of Middletown – Personnel and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 
5.1 EMPLOYMENT PROCEDURES 

 

Recruitment:  Middletown Township is a Civil Service town, which means that all but the 

highest level and lowest (entry) level positions are filled by the use of a certification list 

promulgated by the Civil Service Commission for current or newly created positions that are 

either vacant or have had a provisional employee placed in the position.  In all cases candidates 

will be interviewed by the appropriate supervisor or Department Head, a representative from 

Human Resources, and a representative from Administration.  For most positions, a second 

interview will be appropriate. 

 

For higher level positions the recruitment process will be decided by the Township 

Administrator in consultation with the Township Committee. 

 

For entry level positions the Township will usually first consider any internal employees who 

might be interested in applying for the position by posting the job description and announcement 

of the opening on the intranet and in each department for at least one work week (as well as 

providing a copy of the posting to the appropriate union representative).  Then, if no qualified 

internal applicants apply, Human Resources will forward the applications on file from qualified 

applicants to the Supervisor or Department Head in the department with the opening.  If no 

qualified and desired applicant is found from those sources, the position may be advertised on 

the Township’s website and on other media as necessary. 

 

For those positions that are certified (classified) by the Civil Service Commission, the Township 

will initially have the choice to make the position a promotional opportunity only, which means 

that only employees in the department with the opening who are in a lower position classification 

and who are qualified for the open position may apply.  For such a position, the job is posted in 

that department only.  The supervisor or Department Head will choose one of the departmental 

employees who have applied to be placed in the position as a Provisional Appointment.  This 

provisional appointment will trigger a posting of the position by Civil Service as a promotional 

opportunity, and departmental applicants will complete the Civil Service application process, 

which will lead to the promulgation of a certification list by Civil Service.  From that list the 

Department Head must choose one of the top three candidates to fill the position permanently, 

subject to Civil Service regulations. 

 

For those classified positions where a promotional opportunity is not appropriate, the Township 

will follow the general procedure outlined for entry level positions above:  first the position will 

be posted internally on the intranet and in each department, then current applications will be 
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considered, and finally, the position will be advertised.  For these certified positions, however, 

the candidates must be measured against the Civil Service job description because that is the 

standard the Commission will utilize when preparing the certification list.  Once a candidate has 

been chosen, that person will be placed in the position as a Provisional Appointment, which will 

lead to a certification list and a permanent appointment to the position as described above. 

 

The Township retains the right to simply call for a certification list from Civil Service for an 

open or newly created classified position rather than making a provisional appointment as 

outlined above.  It is important to note that for all certified positions – with the exception of 

promotional opportunities – all current employees, current applicants and others interested in the 

position(s) may apply through Civil Service procedures and will be considered equally by the 

Civil Service Commission in their evaluation and certification process.  The Township must first 

consider and offer the position to the top three candidates on a certification list who do not 

withdraw their names from consideration without regard to whether those individuals are current 

employees, current applicants or others who had not expressed interest in the position(s) until the 

certification list was promulgated. 

 

Applications:All candidates must fully complete an application.  This is a confidential document 

and will not be available to anyone who is not directly involved in the hiring process, except as 

required by law.  Applications for Township employment can be located on the Township 

website or picked up in HR and, upon completion, must be returned to Human Resources. 

 

Interviews:The Assistant Administrator, Personnel Tech or Department Head will coordinate 

the interview process, including the scheduling of applicants and the development of interview 

questions and standards.  All questions must be in accordance with the New Jersey Division of 

Civil Rights Guidelines for Pre-Employment inquiries.  The Township of Middletown will make 

reasonable accommodations to known physical and mental limitations of all applicants with 

disabilities, provided that the individual is otherwise qualified to safely perform the essential 

functions of the job and also provided the accommodation does not impose an unreasonable 

hardship on the Township. 

 

Job Offers:  The final decision will be made by the Township Administrator after all references 

and other information has been verified.  Every effort shall be made to offer reasonable 

accommodations to known physical and mental limitations of all applicants with disabilities, 

provided that the individual is otherwise qualified to safely perform the essential functions of the 

job and also provided that the accommodation does not impose an unreasonable hardship on the 

Township of Middletown.  Once the candidate is identified and approved by Administration, the 

Department Head/Supervisor will advise HR and will be advised to verbally offer the position, 

contingent upon the successful completion of a pre-employment physical exam.  If the external 

candidate accepts, they will be provided with Meridian’s Medical Services Authorization slip, 

and they will need to call Meridian at (732) 450-2930 to schedule an appointment for a pre-
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employment physical.  If an internal candidate is selected, then a transfer date will be 

determined. 

 

Upon notification from Meridian of the successful completion of the pre-employment physical, 

the Personnel Tech will contact the Department Head/Supervisor advising that the new employee 

may begin employment and a start date will be determined, preferably at the start of a pay 

period. 

 

The Department Head/Supervisor will then contact the new employee and advise them when and 

where they should report for their first day of employment and have them meet with the 

Personnel Tech to fill out their new-hire paper work. 

 

Pre-Employment Physical:Pursuant to the Americans with Disabilities Act, after an offer of 

employment is made and prior to commencing employment, the applicants will be required to 

pass a physical examination in order to insure that they can perform the duties of their position 

without injury to a particular position.  The Township Administrator may require periodic 

physical examinations to determine the employee’s continued ability to perform the duties of the 

position.  All physical examinations must be performed by a physician chosen by the Township 

of Middletown at the expense of the Township of Middletown.  All medical records of 

employees and prospective employees are confidential and are to be maintained by the Township 

Administrator, separate from the employee’s official personnel file.  Medical exams may include 

tests for drug and alcohol use. 

 

Acceptances and Rejections:  If the first offer is rejected, the Township Administrator will 

decide to hire another candidate or reopen the position.  A “thank you” note should go out to the 

candidates that were interviewed but not selected. 

 

The new hire will then be entered on the HR system and will be notified when they can go to the 

Finance Department to have their hand scanned for e-time purposes.  Also, if the new hire is 

eligible for medical benefits, their contact information will be given to the Benefits 

Administrator and they will then be notified when to come in to go over entitlements. 

 

Record Retention:  All applications, notes made during interviews and reference checks, job 

offers and other documents created during the hiring process must be returned to the Personnel 

Administrator.  Documents related to the successful candidate will be place in the employee’s 

official personnel file, except medical records including physical examinations must be 

maintained in a separate file.  All records and documents related to other candidates must  

be retained for at least three years.  Records and documents created during the hiring process are 

confidential and must be retained in a locked cabinet. 
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Township of Middletown – Personnel Policies and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 

5.2 PERSONNEL ACTIONS 

 

As part of our effort to bring some order and accountability to personnel actions, Middletown 

Township will utilize a Personnel Action Request form (PAR).  The Department Head fills out 

and signs the request for action and it is forwarded to Administration for approval before being 

forwarded to the appropriate place for the action to be taken.  Supporting documentation should 

be attached to the request, and the completed form will also be placed in the employee’s 

personnel file.  The use of these forms will facilitate accountability and ensure that all personnel 

actions are documented as to when they were requested, when they were completed, and under 

whose authority they were taken. 

 

No personnel action, including pay increases, will be taken until and unless a PAR form is 

completed and signed off on by the appropriate Department Head.  Please make sure that MIS is 

notified when changes that require a change to system access are concerned. 
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Township of Middletown – Personal Policies and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 

5.3  EMPLOYMENT VERIFICATION AND REFERENCE PROCEDURES 

 

To ensure that individuals who join the Township of Middletown are well qualified and have 

strong potential to be productive and successful, it is the policy of the Township of Middletown 

to check the employment references of all applicants. 

 

Inquiries and written requests for reference or employment verification regarding a current or 

former employee must be referred to Human Resources. 
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Township of Middletown – Personnel Policies and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 

5.4  NEPOTISM/HIRING OF RELATIVES  

 

The employment of relatives in the same area of an organization may cause serious conflicts and 

problems with favoritism and employee morale.  In addition to claims of partiality in treatment at 

work, personal conflicts from outside the work environment can be carried into day-to-day 

working relationships. 

 

Subject to the requirements of the N.J. Department of Personnel rules and regulations, relatives 

of persons currently employed by the Township may be hired only if they will not be working 

directly for or supervising a relative.  A Township of Middletown employee cannot be 

transferred into such a reporting relationship.  In an effort to ensure compliance with the Hiring 

of Relatives Policy, the following will be enforced: 

 

1.  No Township Committee member shall hire or cause to be hired any person who is a 

relative of the Committee member for an unclassified (non-Civil Service) position 

with the Township over which the Township Committee member shall influence or 

attempt to influence the hiring, firing, promotion, demotion, or transfer of a relative 

of the Committee member who is employed or could potentially be employed by the 

Township. 

 

2. No Department Head shall hire or cause to be hired any person who is a relative of 

the Department Head for a position with the Township in the Department over which 

the Department Head has direct oversight.  No Department Head shall influence or 

attempt to influence the hiring, firing, promotion, demotion, or transfer of a relative 

of the Department Head who is employed by the Township. 

 

For the purposes of this policy, a “relative” shall be defined as a parent, child, sibling, 

grandparent, grandchild, domestic partner or any person who is related by blood or marriage.  If 

the relative relationship is established after employment, the individuals concerned will decide 

who is to be transferred, subject to the approval of the Department Head.  If the relative 

relationship involves the Department Head, the transfer will be subject to the approval of the 

Township Administrator.  If that decision is not made within 30 calendar days, management will 
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decide.  In other cases where conflict or the potential for conflict arises, even if there is no 

supervisory relationship involved, the parties may be separated by reassignment. 

Human Resources shall be responsible for the dissemination of this policy to all employees of 

the Township.  The Township Administrator, as Chief Executive Officer, shall be responsible for 

the resolution of any issues regarding implementation of the policy.  If the Township 

Administrator should be disqualified due to personal interest in the specific matter, the 

responsibility for resolving any issue shall pass to the Assistant Administrator. 

This policy shall not affect the continuing employment of any person presently employed by the 

Township.  This policy shall not affect or preclude normal consideration as to the employment, 

promotion, or transfer of any person or employee pursuant to a bonafide Civil Service list of 

eligibles and process or pursuant to existing Collective Bargaining Agreements and requirements 

set forth therein.  This policy shall also not preclude the routine consideration and hiring of the 

child of a Township Committee Member or Department Head for a part-time or seasonal 

temporary position.  
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Township of Middletown – Personnel Policies and Procedures 

Part 5 – Managerial/Supervisory Procedures 

5.5  OPEN PUBLIC MEETINGS ACT CONCERNING PERSONNEL MATTERS 

Discussions by the governing body or any official body of the Township of Middletown 

concerning appointment, termination, terms and conditions of employment, performance 

evaluation, promotion or discipline of any current or prospective officer or employee shall be in 

closed session unless the individual requests in writing that the discussion be held in open 

session.  Such request must be granted.  Prior to the discussion by the governing body or any 

official body of the Township of Middletown concerning such matters, the Clerk shall notify the 

affected person(s) of the meeting date, time and place, the matters to be discussed and the 

person’s right to request that the discussion occur in open session.  In the event more than one 

person is affected by the discussion and one of the affected persons does not request that the 

discussion be in open session, then the discussion shall be in closed session.  If the individual(s) 

does/do not request that the discussion be held in open session, the governing body or other body 

of the Township of Middletown may, at its sole discretion, invite the affected individual(s) to 

attend the applicable portion of the closed session. 
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Township of Middletown – Personnel Policies and Procedures 

Part 5 – Managerial/Supervisory Procedures 

5.6  PROCESSING AND ORIENTATION OF NEW EMPLOYEES PROCEDURE 

All new permanent and provisional full-time and permanent part-time employees will be 

scheduled to meet with the Personnel Officer/EEO, and Department Head for a general 

orientation.  Copies of all forms and acknowledgements must be returned to the Personnel 

Officer/EEO for inclusion in the employee’s official personnel file.  The orientation will include: 

 A tour of the appropriate facilities to acquaint the new employee with overall operations 

as they relate to the specific position. 

 

 The completion of all pertinent personnel, payroll, insurance and pension forms. 

 

 A review of the Policy and Procedure Manual/Employee Handbook and 

acknowledgement of receipt. 

 

 A safety orientation and acknowledgement if applicable. 

 

 Arrangements for the new employee to complete required PEOSHA safety training may 

be required. 
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Township of Middletown – Personnel Policies and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 

5.7  WORKING TEST PERIOD 

 

Subject to the provisions of any collective bargaining units and/or the rules and regulations of 

Civil Service, a 90 day  introductory or “working test” period is intended to give new entry level 

employees the opportunity to demonstrate their ability to achieve a satisfactory level of 

performance and to determine whether the new position meets their expectations.  The Township 

of Middletown uses this period to evaluate employee capabilities, work habits, conduct, and 

overall performance to determine if permanent status is merited. 

 

The Department Head of each Department will prepare a progress report on all new entry level 

regular appointed employees at the end of two months and a final report at the conclusion of the 

introductory or working test period.  The Department Head will furnish the Township 

Administrator with each of these progress reports. 

 

During the introductory period, new employees are eligible for those benefits that are required by 

law, such as Workers’ Compensation Insurance and Social Security.  They may also be eligible 

for other Township of Middletown provided benefits, subject to the terms and conditions of each 

benefits program and any collective bargaining agreements or employment contracts.,  

Employees should read the information for each specific benefits program for the details on 

eligibility requirements , except as provided by Civil Service or Collective Bargaining 

Agreement. 

 

Nothing in the procedure set forth in this section shall alter the Township of Middletown’s 

employment at will policy.  Employment with the Township of Middletown is at will and may be 

terminated at any time with or without cause or notice by the NJDOP or the employee. 
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Township of Middletown – Policies and Procedures 

 

Part 5 – Managerial/Supervisory Procedures 

 

5.8  POLICIES AND PROCEDURES 

 

Township Policies and Procedures are designed to provide employees of the Township of 

Middletown with a general understanding of our personnel policies and provide information 

about working conditions, employee benefits, and some of the policies affecting employment.  

Employees must read, understand, and comply with all the provisions of the policies and 

procedures.  It describes many responsibilities as an employee and outlines the programs 

developed by the Township of Middletown to benefit employees.  One of our objectives is to 

provide a work environment that is conducive to both personal and professional growth, and 

employees will be required to sign an acknowledgement of receipt that will be placed in 

employees’ personnel file. 

 

No Policy and Procedure Manual can anticipate every circumstance or question about policy.  

This documentation of our policies and procedures is not an employment contract and is not 

intended to create contractual obligations of any kind.  As time passes and circumstances change, 

the need may arise and the Township of Middletown reserves the right to revise, supplement, or 

rescind any policies or portion of the manual from time to time as it deems appropriate, in its 

sole and absolute discretion.  Employees will, of course, be notified of such changes to the 

manual as they occur.  
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Township of Middletown – Policies and Procedures  

 

Part 5 – Managerial/Supervisory Procedures 

 

5.9  EMPLOYEE COMPLAINT PROCEDURE 

 

The Township of Middletown is committed to providing the best possible working conditions for 

its employees.  Part of this commitment is encouraging an open and frank atmosphere in which a 

problem, complaint, suggestion, or question receives a timely response from the Township of 

Middletown Supervisors and Management.  Employees who wish to complain of any workplace 

concerns are requested to immediately report the matter to their Supervisor, or if they prefer, or 

do not think that the matter can be discussed with their Supervisor, they should contact the 

Department Head, the Township Administrator, the Assistant Township Administrator or the 

Personnel/EEO Officer.  Employees are encouraged to complain in writing using the Employee 

Complaint Form, but may make a verbal complaint at their discretion.  If the employee has any 

questions about what constitutes harassment, sexual harassment, or any other workplace 

wrongdoing, they may ask their Supervisor or one of the individuals listed above.  All reports of 

harassment, sexual harassment, or other wrongdoing will be promptly investigated by a person 

who is not involved in the alleged harassment or wrongdoing.   

 

The Administrator will seek the advice of the Township Labor Attorney when planning the 

investigation of a serious matter.  The investigation will be conducted by county prosecutor if it 

involves potential criminal charges.  The investigation should establish the frequency and nature 

of the alleged conduct and whether the complaint coincides with other employment events such 

as a poor performance evaluation.  The investigation should also determine if other employees 

were subjected to similar misconduct.  It is important to protect the rights of both the person 

making the complaint and the alleged wrongdoer 

 

If the validity of a complaint cannot be determined or the complaint is groundless, the 

complaining employee should be notified in writing.  Care should be taken to avoid being too 

specific, confrontational or accusatory and to avoid any language that might be construed as 

defamatory.  A general statement is usually more appropriate that the claim was thoroughly 

investigated, but could not be sufficiently documented or confirmed to justify taking formal 

action.  The employee should be assured that future complaints will be investigated and that the 

Township is committed to eliminating wrongful employment practices when they are found to 
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exist.  If the investigation reveals that the complainant intentionally and maliciously levied false 

charges against the alleged wrongdoer, the complainant must be notified of the seriousness of 

filing a false complaint, and the appropriate disciplinary penalty under the circumstances, up to 

and including termination. 

 

If the investigation reveals that the complaint is justified and substantiated, Township 

Administration will formulate with the advice of the Township Labor Attorney a corrective 

action plan as well as possible disciplinary action.  The complaining employee will be notified, 

in writing that it appears that the complaint was justified and an appropriate response plan has 

been formulated.  A copy of the response plan should be attached to the letter.  The response plan 

should provide for appropriate remedial action to prevent a recurrence of the wrongful act or 

behavior. 

 

The Township of Middletown strives to ensure fair and honest treatment of all employees.  

Supervisors, Managers, and employees are expected to treat each other with mutual respect.  

Employees are encouraged to offer positive and constructive criticism. 

 

No employee will be penalized, formally or informally, for voicing a complaint with the 

Supervisors of the Township Administration in a reasonable, business-like manner. 
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