SUBPART #1

Language to be added to the Borough'’s Anti-Discrimination Policy:

“In the case of an employee breastfeeding her infant child, accommodation shall be
made to include reasonable break time each day to the employee and a suitable room or other

location with privacy, other than a toilet stall, in close proximity to work area for the employee to
express breast milk for the child. “




SUBPART #2

Language to be added to the Borough’s Communication Media Policy/Social Media Policy:

1) “ Employees are restricted from accessing or using the company’s Communication
Media for personal purposes during company time on company eguipment without prior
authorization from the Administration to do so. ©

2) “ Pursuant to New Jersey iaw the Borough cannot require the employee to provide its
the password(s) to his/her personal account(s). "

3) “ Employees are hereby advised that if they conduct work-related business on their
personal emails, cell phones, or other personal Communication Media, it is subject to the
provisions of the Open Public Records Act. However, nothing in this social media policy
prevents employees from using his/her own personal Communication Media during the
employee’s non-working hours to engage or participate in protected concerted activities
pursuant to the National Labor Relations Act. Protected concerted activities include when an
employee addresses group concerns with the employer; forms, joins or helps a labor
organization; initiates, induces or prepares for group action; or speaks on behalf of or
represents other employees. Nevertheless, employees are encouraged to resolve workplace
grievances internally by discussing issues with their supervisor and/or the Administration, and
are asked to refrain from posting comments or materials on Communication Media that can be
viewed as malicious, obscene, threatening, intimidating, or that could create a hostile work
environment on the basis of race, sex, disability, religion or any other status protected by law if
the employee chooses to address their grievances using Communication Media. *

4} * Discriminatory remarks, harassment, bullying, threats of violence and similar
behavior that is not tolerated in the workplace are also not acceptable through Communication
Media, whether same is performed on the Borough's equipment or on the employee’s own
personal Communication Media. “

5) “ Information security is necessary to protect the Borough's information (data and
software) from accidental or intentional unauthorized disclosure, modification, or loss.
Information security is managed under guidelines dealing with identification, authentication,
authorization, production environment, and ability to audit. All employees should be familiar
with such security measures adopted by the Borough.

6) “ All Borough data must be stored centrally as required by the Borough. This provides
greater security, and ensures backup of all Borough data is performed. *

7) “ Employees may not install, modify, or remove ANY hardware device, software
application, program code, either active or passive, or a portion thereof, without the express
written permission from the Borough. *

8) “ Workstation settings and configurations and network settings must not be modified
by unauthorized employees. Internet security settings (where applicable) must not be changed.
The foregoing includes but is not limited to the systems Network ID {or Computer Name), IP
Address, Gateway and DNS addresses etc. "




9) “ Only those Employees directly authorized by (CEO)the Administration may engage
in social media activity during work time through the use of the Borough’s Communication
Media, as it directly relates to their work and it is in compliance with this policy. ©

10) “No Borough employee shall post internal working documents to social media sites.”

11) * No media advertisement, electronic bulletin board posting, or any other
communication accessible via the Internet about the Borough or on behalf of the Borough
through the use of the Borough's Communication Media may be issued unless it has first been
approved by the Borough's Administration. Specifically, employees are forbidden from using
the Borough’s Communication Media to impersonate the employer; to make statements on
behalf of the employer without authorization; and/or to make statements that can be construed
as establishing what the employer’s official position or policy is on any particular issue. In
addition, employees are prohibited from placing or posting on the Internet through the
employer's Communication Media or the employee’s own personal media, either during working
or non-working hours, any employer-related confidential, sensitive or other employer information
of a proprietary nature, including but not limited to employer records or documents, trade
secrets, internal reports, tips based on inside information that may be considered insider
trading, screenshots of computer stations, pictures of monitors and/or actual documents of the
employer, any photographs, pictures, digital images of any crime scenes, traffic crashes,
arrestees, detainees, people or job-related incidents or occurrences. ”

12) * If employees choose to identify themselves as a Borough employee on their
personal social media accounts and even those that do not should be aware that he or she may
be viewed as acting on behalf of the Borough, as such no employee shall knowingly represent
themseives as a spokesperson of the Borough, post any comment, text, photo, audio, video or
other multimedia file that negatively reflects upon the Borough, expresses views that are
detrimental to the Borough’s mission or undermine the public trust or is insulting or offensive to
other individuals or to the public in regard to religion, sex, race or national origin. Borough
employees are encouraged to exercise extreme caution posting photographs of themselves in
uniform or in situations where they can be readily identified as Township employees.

To the extent that employees use social media outside their employment while engaging in
protected concerted activities as defined above, employees will not be subject to discipline or
retaliation for expressing views, opinions, and/or facts surrounding the Borough's employment
policies. For all other communications by employees on personal social media sites in which
matters related to the Borough are discussed, employees must add a disclaimer on the front
page stating that the posting does not express the views of the Borough and that the employees
are expressing their own personal views. For example: ‘The views expressed on this
website/web log are mine alone and do not necessarily reflect the views of my employer.’ The
disclaimer must be placed in a prominent position and repeated for each posting that is
expressing an opinion related to the Borough or the Borough's business, with the exception of
postings and social media communications by employees engaging in protected concerted
activities. Employees are advised that if they post information on social media that is in violation
of either the terms and conditions of the within social media policy, or in violation of federal,
state, or local laws, the disclaimer will not shield them from disciplinary action. However, no
retaliation or discipline will result if and when employees are engaging in protected concerted
activity, andfor choose to report inappropriate social media activities to the Borough
Administration. “




J

13) “ Nothing in these policies is designed to interfere with, restrain, or prevent social
media communications by employees engaging in protected concerted activities regarding
wages, hours, or other terms and conditions of employment pursuant to the National Labor
Relations Act. All Borough employees have the right to engage in or refrain from such activities.




SUBPART #3

Language to be added to the Borough's Use of Internat Policy:

“ The Borough provides Internet access to its employees in order to make available a vast array
of information resources and to allow participation in and access to increasing county and state
resources.

Employees must comply with all policies adopted by the Borough, including but not fimited to
policies regarding prohibition of discrimination and harassment and all applicable federal, state
and local laws, including laws governing the transmission and dissemination of information while
accessing the Internet. '

Employees who are using Internet may not:

Use the network to make unauthorized entry into other computational, informational or
communication services or resources;

Distribute unsolicited advertising;

Invade the privacy of others;

Make any attempt to damage computer equipment or software:

Engage in any activity that is harassing or defamatory;

Use the Internet for any illegal activity, including violation of copyright or other rights of
third parties, or in a manner inconsistent with the Township’s tax-exempt status or its
proper operation; and/or

Download unauthorized software, fonts, templates or scripts.

As stated in the Communications Policy above, the Borough reserves the right to monitor the
employee’s Internet usage. In addition, the Borough has the right to restrict access to specific
types of prohibited content through the use of a content filtering system. *




SUBPART #4

Language to be added to the Borough's Overtime Compensation Policy:

“ Employees not exempt from the Federal Fair Labor Standards Act will receive overtime
compensation for hours worked in excess of forty in a weekly period at the rate of one and one-
half times the regular rate of pay. Employees may choose overtime compensation in the form of
overtime pay or compensating time off. *




