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Subject: Employment

POLICY:

In order to provide the best possible servicedaré@sidents, Cumberland County
Government shall recruit and selectibst qualified applicants for employment.
Cumberland County Government shall dgmyith Title 4A, New Jersey Statutes which
establishes a personnel system thaigee a balance between managerial needs and
employee protection for the effectivativery of public services.

Il. DEFINITIONS: NONE

1. PROCEDURE

A. “Departmental Personnel Action Request” (SP-Department heads are required to
notify the Personnel Committee on form SPhEmwrequesting personnel action.
Personnel action includes:

1. New positions

2. Refill of vacancy

3. Salary change

4. Title change

5. Departmental transfer

6. Change in number of work hours

B. Department heads shall base requests on tlessigcto adequately service or as may

be required in an emergency fiblna Department heads shall justify each reqoest
the SP-1. Before employee adsanitiated, the request must be approved by the
Freeholder Liaison, Personnel @uottee Chairperson, County Administrator and

Director of Personnel.

C. Department heads shall be responsible for:
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1. Recruitment of qualified applicants

2. Interviewing of applicants

w

. Testing (where applicable, i.e. clerk typist)
4. Background and reference checks (see polidg¥1
D. The Cumberland County Department of PersonmglHuman Resources shall:

1. Verify the accuracy of information on the “Rareel Action Request” as
submitted by department head.

2. Assist departments in the hiring process.
3. Maintain appropriate employee files and recamdsccordance with the
“record retention sgbke” provided by the Division of Archives & Recard

Management.

4. Process all paperwork pertaining to the persbaction and forward same to
the New Jersey Departtof Personnel in accordance with N.J.A.C. H#e



