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Department of Human Resources: Policies and Procedures

Accommodation

The College is committed to the letter and spirit of the Americans with
Disabilities Act (ADA) which is a federal anti-discrimination statute designed to 
remove barriers which prevent qualified individuals with disabilities from 
enjoying the same employment opportunities that are available to persons 
without disabilities. Every reasonable effort will be made to accommodate 
special needs and the College has set aside funds for this purpose. Requests 
for accommodation due to medical disability should be referred to the 
Department of Human Resources.

Ramapo College of New Jersey • 505 Ramapo Valley Road • Mahwah, NJ 07430 •
201-684-7500

http://www.ramapo.edu/



COPYRIGHT 
 
All graphics, photographs, and text on the Ramapo College home page and connected 
pages displaying the Ramapo College logo, unless otherwise stated, are copyrighted by 
Ramapo College of New Jersey. Redistribution or commercial use is prohibited without 
express written permission. 
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Interim State of New Jersey Policy
Prohibiting Discrimination, Harassment or Hostile
Environments in the Workplace
 

Affirmative Action Home1.
Affirmative Action Advisory Council2.
Interim State of New Jersey Policy Prohibiting Discrimination, 
Harassment or Hostile Environments in the Workplace

3.

Interim State of New Jersey Model Procedures For Processing Internal 
Complaints Alleging Discrimination, Harassment or Hostile 
Environments in the Workplace

4.

Search Process5.

I. POLICY         

a. Protected Categories

The State of New Jersey is committed to providing every State 
employee and prospective employee with a work environment free 
from discrimination or harassment. Under this policy, all forms of 
employment discrimination/harassment based upon the following 
protected categories are prohibited and will not be tolerated;  race,
creed, religion, color, national origin/nationality, ancestry, age, 
sex/gender (including pregnancy), marital status, familial status, 
affectional or sexual orientation, gender identity or expression, 
domestic partnership status, atypical hereditary cellular or blood trait, 
genetic information, disability, (including perceived disability, physical, 
mental, and/or intellectual disabilities), or liability for service in the 
Armed Forces of the United States. 

b. Applicability

Discrimination/harassment undermines the integrity of the
employment relationship, compromises equal employment
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opportunities, debilitates morale and interferes with work productivity. 
Thus, this policy applies to all employees and applicants for
employment in State colleges/universities, departments, commissions
and agencies (“State entities”). The State of New Jersey will not
tolerate harassment or discrimination by anyone in the workplace
including supervisors, co-workers, or vendors and/or contractors.

This policy also applies to both conduct thatoccurs in the workplace, 
and conduct that occurs at any location which can be reasonably 
regarded as an extension of the workplace (i.e., any field location, any 
off-site business-related social function, or any facility where State 
business is being conducted and discussed). 

It is a violation of this policy to engage in any employment practice or 
procedure that treats an individual less favorably based upon any of 
the above protected categories.This policy pertains to all employment 
practices including, but not limited torecruitment, selection, hiring, 
training, promotion, transfer, assignment, layoff, return from layoff, 
termination,demotion, discipline, job assignment, compensation, 
fringe benefits, working conditions, and career development.

[ return to top ]

II. PROHIBITED CONDUCT

a. Defined

It is a violation of this policy to engage in conduct relating to any of the 
protected categories outlined in paragraph (I)(a) which has the effect 
of harassing an individual or creating a hostile work environment. 
Harassment or the creation of a hostile work environment can occur 
even if there was no intent on the part of an individual to harass or 
demean another. 

Examples of Behaviors That Constitute A Violation Of This Policy 
Include, But Are Not Limited To: 

Treating an individual differently because of the individual’s race, color,
national origin or other protected category, or because an individual has
the physical, cultural or linguistic characteristics of a certain racial,
religious orother protected category.
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Treating an individual differently because of marriageor partnership
status to, or association with, persons of a certain racial, religious, or
other protected category; or due to the individual’s membership in, or
association with, an organization identified with the interests of a certain
racial, religious or other protected category; or because an individual's
name or spouse's /partner’s name is associated with a certain racial,
religious or other protected category.
Calling an individual by an unwanted nickname that refers to one or more 
of the above protected categories, or telling jokes pertaining to one or 
more of the above protected categories. 
Using derogatory references with regard to any of the above protected 
categories. 
Engaging in threatening, intimidating, or hostile acts towards another 
individual in the workplace because that individual belongs to, or is 
associated with any of the above protected categories.  
 Displaying or distributing material (including electronic communications)
in the workplace that contains derogatory or demeaning language or 
images pertaining to any of the above protected categories. 

b. Third Party-Harassment 

Third-partyharassment is unwelcome behavior involving any of the
protected categories outlined in paragraph (I)(a) that is not directed at
an individual but exists in the workplace and interferes with an
individual’s ability to do the job.  Third-party harassment based upon
any of the protected categories is prohibited by this policy.

c. Sexual Harassment

It is also a violation of this policy to engage in sexual harassment of 
any kind (including hostile work environment harassment, quid pro 
quo harassment or same-sex harassment).  For the purposes of this
policy, sexual harassment, with or without sexual conduct, is defined, 
as in the Equal Employment Opportunity Commission Guidelines to 
include: unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature when, for 
example:

Submission to such conduct is made either explicitly or implicitly a term 
or condition of an individual's employment.
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Submission to, or rejection of, such conduct by an individual is used as 
the basis for employment decisions affecting such individual.
Such conduct has the purpose or effect of unreasonably interfering with 
an individual's work performance or creating an intimidating, hostile or 
offensive work environment.
Suggesting or implying that failure to accept a request for a date or sex 
would   result in an adverse employment consequence with respect to
any employment practice such as performance evaluations or 
promotional opportunity. 
Generalized gender-based remarks and comments.
Unwanted physical contact such as intentional touching, grabbing, 
pinching, brushing against another's body, or impeding or blocking 
movement.
Verbal, written or electronic sexually suggestive or obscene comments,
jokes or propositions including letters, notes, e-mails, text messages,
invitations, gestures or inappropriate comments about a person’s
clothing. 
Visual contact, such as leering or staring at another's body, gesturing, 
displaying sexually suggestive objects, cartoons, posters, magazines or 
pictures of scantily-clad individuals. 
Explicit or implicit suggestions of sex by a supervisor or manager in 
return for a favorable employment action such as hiring, compensation, 
promotion, or retention. 
Continuing to engage in certain behaviors of a sexual nature after an 
objection has been raised by the target of such inappropriate behavior.
The display of pornographic material on a bulletin board, on a locker 
room wall, or on a screen saver. 

[ return to top ]

III.  EMPLOYEE RESPONSIBILITIES

Any employee who believes that she or he has been subjected to any form of
prohibited discrimination/harassment, or who witnesses others being subjected
to such discrimination/harassment, is encouraged to promptly report the
incident(s) to either a supervisor or manager, or directly to their State
employer’s Equal Employment Opportunity/ Affirmative Action Officer, or to any
other persons designated by their State employer to receive workplace
discrimination complaints. 
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All employees are expected to cooperate with investigations undertaken 
pursuant to this policy.  Failure to cooperate in an investigation may result in
administrative and/or disciplinary action, up to and including termination of 
employment.

IV. SUPERVISOR RESPONSIBILITIES

Supervisors must make every effort to maintain a work environment that is free
from any form of discrimination/harassment. Supervisors must immediately
refer any and all allegations of discrimination/harassment to their State
employer’s Equal Employment Opportunity/Affirmative Action Officer, or any
other individual designated by the employer to receive complaints of workplace
discrimination/harassment.

A supervisor’s failure to comply with these requirements may result in
administrative and/or disciplinary action, up to and including termination of
employment.

A supervisor is defined broadly to include any individual who has authority to 
control the work environment of any other staff members (e.g., a project 
leader).

V. DISSEMINATION

Each State entity shall distribute this Policy, or a summarized notice of it, to all
state employees (including part-time, seasonal, and contract employees)
annually.  It must also be posted in conspicuous locations throughout each
State entity (i.e., bulletin boards, or the agency’s intranet site).

VI. COMPLAINT PROCESS  

Each State entity shall follow the State of New Jersey Model Procedures for 
Processing Internal Complaints Alleging Discrimination, Harassment or Hostile 
Environments in the Workplace with regard to reporting, investigating, and 
where appropriate, remediating claims of discrimination/harassment.  Each
State entity is responsible for designating an individual or individuals to receive 
complaints of discrimination/harassment (including sexual harassment), 
investigating such complaints, and recommending appropriate remediation of 
such complaints.

In addition to the Equal Employment Opportunity/Affirmative Action Officer, 
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each State entity must designate an alternate person to receive claims of
discrimination/harassment. 

All investigations of discrimination/harassment claims shall be conducted in a 
way that respects, to the extent possible, the privacy of all persons involved. 
The investigations shall be conducted in a prompt, thorough and impartial
manner.  The results of the investigation shall be forwarded to the respective
appointing authority head to make a final decision as to whether a violation of 
the policy has been substantiated. Prompt remedial action will be taken when
appropriate. 

The remedial action taken may include counseling, training, intervention, 
mediation, and/or the initiation of disciplinary action, up to and including 
termination of employment.

Each State entityshall maintain a written record of the 
discrimination/harassment complaints received.  Written records shall be
maintained as confidential records to the extent practicable and appropriate.

[ return to top ]

VII. PROHIBITION AGAINST RETALIATION        

This policy prohibits retaliation against any person who either: (1) alleges that 
she or he was the victim of discrimination/harassment; or (2) who provides 
information during the course of an investigation into a claim of 
discrimination/harassment. No person bringing a complaint, providing 
information for an investigation, or testifying in any proceeding under this 
policy, shall be subjected to adverse employment consequences based solely 
upon such involvement. 

Appropriate administrative and/or disciplinary action, up to and including 
termination of employment, will be taken against any individuals who are found 
to have retaliated against a complainant, witness, or participant involved in an 
investigation.

Examples of Behaviors That Constitute Retaliation In Violation Of This Policy 
Include, But Are Not Limited To:

Terminating someone for filing a complaint of discrimination, participating 
in an investigation, or objecting to an unlawful activity prohibited by this
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policy.  
Failing to promote someone because they filed a complaint, or 
participated in an investigation.
Suddenly altering a work assignment for reasons other than legitimate 
business reasons.
Unwarranted disciplinary action, or the threat thereof.
Ostracizing an individual for filing a complaint or participating in an 
investigation.

VIII.  FALSE ACCUSATIONS AND INFORMATION

An employee who knowingly makes a false accusation of prohibited 
discrimination/harassment, or whoknowingly provides false information in the 
course of an investigation of a complaint, may be subjected to administrative 
and/or disciplinary action, up to and including termination of employment.  
Complaints made in good faith, however, even if found to be unsubstantiated, 
will not be considered a false accusation.

IX. CONFIDENTIALITY

All complaints and investigations shall be handled, to the extent possible, in a 
manner that will protect the privacy interests of those involved.  To the extent
practical and appropriate, confidentiality shall be maintained throughout the 
investigatory process.  In the course of an investigation, it may be necessary to
discuss the claims with the person against whom the complaint was filed and 
other persons who may have relevant knowledge or those who have a 
legitimate need to know about the matter.  All persons interviewed, including
witnesses, shall be directed not to discuss any aspect of the investigation with 
others in light of the important privacy interests of all concerned. 

Failure to comply with this confidentiality directive may result in administrative 
and/or disciplinary action, up to and including termination of employment.

X.  ADMINISTRATIVE AND/OR DISCIPLINARY ACTION

Any employee found to have violated any portion(s) of this policy may be 
subjected to appropriate administrative and/or disciplinary action which may 
include, but is not limited to:  referral for training, referral for counseling, written
or verbal reprimand, suspension, reassignment, demotion or termination of
employment. 
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XI.  TRAINING

All State entities shall provide all new employees with training on the within 
policies and procedures within a reasonable period of time after the date of 
hire. 

Refresher policy training shall be provided to all employees, including 
supervisors and managers, within a reasonable period of time.

All State entities shall provide supervisors and managers with training on their 
obligations and duties under the within policies and procedures on a regular 
basis. 

Issued: December 16, 1999
Revised: June 3, 2005             
See N.J.A.C. 4A:7-3.1

[ return to top ]
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Department of Human Resources: Policies and Procedures

Accommodation

The College is committed to the letter and spirit of the Americans with
Disabilities Act (ADA) which is a federal anti-discrimination statute designed to 
remove barriers which prevent qualified individuals with disabilities from 
enjoying the same employment opportunities that are available to persons 
without disabilities. Every reasonable effort will be made to accommodate 
special needs and the College has set aside funds for this purpose. Requests 
for accommodation due to medical disability should be referred to the 
Department of Human Resources.
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Drug-Free Workplace

Ramapo College is committed to maintaining a drug-free workplace in 
compliance with applicable laws.  The unlawful possession, use, distribution,
dispensation, sale or manufacture of controlled substances is prohibited on 
College premises.

Responsible Unit: Administration and Finance
Date Adopted: June 14, 1989

Drug-Free Workplace Procedures

Ramapo College is committed to maintaining a drug-free workplace in 
compliance with applicable laws. The unlawful possession, use, distribution, 
dispensation, sale or manufacture of controlled substances is prohibited on 
College premises.

Violation of this policy may result in the imposition of employment discipline as 
defined for specific employee categories by existing College policies, statutes, 
rules, regulations, employment contracts and labor agreements.  At the
discretion of the College, any employee convicted of a drug offense involving 
the workplace shall be subject to employee discipline and/or required to 
satisfactorily complete a drug rehabilitation program as a condition of 
continued employment.

The illegal use of controlled substances can seriously injure the health of 
employees; adversely impair the performance of their responsibilities; and 
endanger the safety and well-being of fellow employees, students and 
members of the general public.  Therefore, the College urges employees
engaged in the illegal use of controlled substances to seek professional 
advice and treatment.  Anyone who is employed at Ramapo who has a drug
problem is invited to contact the Department of Human Resources for 
information about available assistance.  Faculty and staff can also contact the
Employee Consulting Associates at 973-761-5303.

As a condition of employment, an employee of Ramapo College will notify 
his/her supervisor if he or she is convicted of a criminal drug offense involving 
the workplace within five days of the conviction.  In the event any such
conviction involves an employee working on a federal contract or grant, the 
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College will notify the granting or contracting federal agency within ten days of 
receiving notice of a conviction.  A statement to this effect shall be given to all
employees.

This statement and its requirements are promulgated in accordance with the 
requirements of the Drug-Free Workplace Act of 1988 enacted by the United 
States Congress.  The College will continue its efforts to maintain a drug-free
environment by adhering to the above policy and providing on-going drug 
awareness programs.

Responsible Unit: Administration and Finance
Date Adopted: June 14, 1989
Date Updated: March 23, 2005

[ return to top ]
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DRUG-FREE WORKPLACE

Ramapo College is committed to maintaining a drug-free w orkplace in compliance w ith
applicable law s.  The unlaw ful possession, use, distribution, dispensation, sale or
manufacture of controlled substances is prohibited on College premises.

Responsible Unit: Administration and Finance
Date Adopted: June 14, 1989
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DRUG-FREE WORKPLACE PROCEDURES

Ramapo College is committed to maintaining a drug-free w orkplace in compliance w ith
applicable law s. The unlaw ful possession, use, distribution, dispensation, sale or
manufacture of controlled substances is prohibited on College premises.

Violation of this policy may result in the imposition of employment discipline as defined for
specif ic employee categories by existing College policies, statutes, rules, regulations,
employment contracts and labor agreements.  At the discretion of the College, any
employee convicted of a drug offense involving the w orkplace shall be subject to employee
discipline and/or required to satisfactorily complete a drug rehabilitation program as a
condition of continued employment.

The illegal use of controlled substances can seriously injure the health of employees;
adversely impair the performance of their responsibilities; and endanger the safety and
w ell-being of fellow  employees, students and members of the general public.  Therefore,
the College urges employees engaged in the illegal use of controlled substances to seek
professional advice and treatment.  Anyone w ho is employed at Ramapo w ho has a drug
problem is invited to contact the Department of Human Resources for information about
available assistance.  Faculty and staff can contact the College’s employee assistance
program and for more information the w eb address below :
http://guide.ramapo.edu/hr/EAP/index.html.

As a condition of employment, an employee of Ramapo College w ill notify his/her
supervisor if  he or she is convicted of a criminal drug offense involving the w orkplace
w ithin f ive days of the conviction.  In the event any such conviction involves an employee
w orking on a federal contract or grant, the College w ill notify the granting or contracting
federal agency w ithin ten days of receiving notice of a conviction.  A statement to this
effect shall be given to all employees.

This statement and its requirements are promulgated in accordance w ith the requirements
of the Drug-Free Workplace Act of 1988 enacted by the United States Congress.  The
College w ill continue its efforts to maintain a drug-free environment by adhering to the
above policy and providing on-going drug aw areness programs.

Responsible Unit: Administration and Finance
Date Adopted:             June 14, 1989
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Date Updated:             March 23, 2005



INSURANCE AND INDEMNITY: 
1. The Contracting party shall secure and maintain in force for the term of the contract, insurance coverage provided 

herein. All insurance coverage is subject to the approval of the College and shall be issued by an insurance 
company authorized to do business in the State of New Jersey and which maintains an A.M. Best rating of A- 
(VII) or better. The contracting party shall provide the College with current Certificates of Insurance for all 
coverage and renewals thereof which must contain the provision that the insurance provided in the certificate shall 
not be canceled for any reason except after thirty (30) days written notice to the College. All insurance required 
herein shall contain a waiver of subrogation in favor of the College.  

 
 All insurance required herein, except Workers' Compensation, shall name Ramapo College, the State of 

New Jersey and the New Jersey Educational Facilities Authority, as additional insureds.  
 
2. Commercial General Liability insurance written on an occurrence form including independent contractor liability, 

products/completed operations liability, contractual liability, covering but not limited to the liability assumed 
under the indemnification provisions of this contract. Coverage for bodily injury and property damage claims 
arising out of the professional acts of the contractor and subcontractors shall also be included should the events or 
activities require the attendance of a practitioner of the medical arts.   The policy shall not include any 
endorsement that restricts or reduces coverage as provided by the ISO CG0001 form without the approval of the 
College.  The minimum limits of liability shall not be less than a combined single limit of one million dollars 
($1,000,000) per occurrence, two million dollars ($2,000,000) general aggregate, two million dollars ($2,000,000) 
product/completed operations aggregate.  A “per location endorsement” shall be included, so that the general 
aggregate limit applies separately to the location that is the subject of this contract.  

 
3. Comprehensive Automobile Liability covering owned, non-owned, and hired vehicles.  The limits of liability shall 

not be less than a combined single limit of one million dollars ($1,000,000) per occurrence. 
 
4. Worker's Compensation Insurance applicable to the laws of the State of New Jersey and other State or Federal 

jurisdiction required to protect the employees of the contracting party and any subcontractor who will be engaged 
in the performance of this contract.  The certificate must so indicate that no proprietor, partner, executive officer 
or member is excluded.  This insurance shall include Employers' Liability Protection with a limit of liability not 
less than one million dollars ($1,000,000) bodily injury, each occurrence, one million dollars ($1,000,000) 
disease, each employer, and one million dollars ($1,000,000) disease, aggregate limit. Lower primary limits will 
be accepted if employer’s liability insurance is included under umbrella insurance and the umbrella limit exceeds 
the above employer’s liability limit requirements. 

 
5. The contracting party shall require all subcontractors, agents and franchisee to comply with all of the insurance 

requirements described above.  The contracting party shall be responsible for obtaining certificates of insurance 
for all coverage and renewals thereof for each subcontractor, agent and franchisee prior to their beginning work at 
College.  The contracting party shall provide copies of all subcontractor, agents and franchisee certificates of 
insurance to the College upon request.  

 
6. Indemnification and Hold Harmless 
 The contracting party shall assume all risk of and responsibility for, and agrees to defend, indemnify and hold 

harmless the College, the State of New Jersey and the New Jersey Educational Facilities Authority, including their 
trustees, officers, employees, volunteers and agent from and against any and all claims, demands, suits, actions, 
recoveries, judgments, costs and expenses (including reasonable attorney’s fees) in connection therewith on 
account of the loss of life, property, or injury or damage to the person, body or property, of any person or persons 
whatsoever, which shall arise from or result directly or indirectly from the use of  the premises under this contract.  
This indemnification obligation is not limited by, but is in addition to the insurance obligations contained in this 
agreement. 

 
7. Safety and Security 

The contracting party is responsible for providing for the safety and security for all spectators, participants and 
employees at all times while using the College’s facilities.  It is the contracting party’s sole obligation to inspect 
the facilities prior to each use. To identify any unsafe conditions and take appropriate action to repair, warn and 
give notice.  If the unsafe condition is the College’s responsibility, the contracting party must give notice to the 
College but continue to take action to warn and /or safeguard all spectators, participants and employees of the 
unsafe condition until the College makes the necessary repairs.  

 
 



 
 
CABINET                                                                                                                              605 
RAMAPO COLLEGE OF NEW JERSEY                 ADMINISTRATION AND FINANCE 
  

  
 
 
 

SMOKING POLICY 
 
 
Smoking is prohibited in all academic, office and physical plant buildings, college owned 
vehicles, and in all residence halls on campus.  Further, smokers must be at least 25 feet 
from the entrance to any campus building when smoking. 
 
 
 
 
 
 
 
 
Responsible Unit: Administration and Finance 
Date Adopted:   September 12, 1990 
Date Revised:  June 7, 1995 

    October 24, 2001 
December 3, 2001 
February 22, 2006 

 
  



PRESIDENT’S CABINET  ENVIRONMENTAL HEALTH AND SAFETY 

RAMAPO COLLEGE OF NEW JERSEY  STERNO FUEL USE POLICY 
 

 

I. Definition: Users in the context of this policy are defined as persons who use Sterno 
on campus. 

II. Purpose  
Ramapo College is committed to making every possible effort to provide all members of 
the campus community with a safe environment. 
 
Accordingly, the following Sterno Fuel Use Guidelines were prepared by the Campus 
Fire Marshal to assist members of our Ramapo College Community in maintaining an 
environment that will help to: 

A. Minimize the possibility of a fire occurring due to the use of Sterno Fuel or like 
products on our Campus.  

B. Create a consistent standard procedure when Sterno is used.   
C. Provide a copy of the Sterno Fuel Handling Safety Tips to Sterno users.   A 

reproducible copy of the Sterno Fuel Handling Safety Tips is located on page 3 
of 4 of this policy.  

D. Inform our Ramapo College Community about the College's regulations in 
connection with the use of Sterno.  

This policy was developed with references to the Sterno Manufacturer's guidelines for 
their Sterno Fuel products and the New Jersey Uniform Fire Safety Act, N.J.S.A. 
52:27D-192 et seq. approved November 12, 1983. 

III. Scope  
This policy should be distributed to approved food vendors and members of the campus 
community.  

IV. Policy  
A. The Sterno Fuel Handling Tips should be followed at all events that utilize 

Sterno. See Page 3 of 4 for a copy of the Sterno Fuel Handling Tips.  
 

B. Decorative materials on the tables with sterno should be flame resistant.  
 

C. Flammable items such as napkins, paper and plastic cups and plastic table wares 
and similar products should be separated a minimum of three feet from Sterno. 

 
D. A Sterno Fuel Use Registration Form must be completed by anyone who 

requests to use Sterno with a non-approved vendor.  A reproducible copy of the 
Fuel Use Registration Form is located on page 4 of this policy. 
 

E. All food preparation staff that are employees of the following approved food 
vendors and who may operate Sterno on the campus of our College shall 
provide to the College upon request written certification that their respective 
employees are trained in the proper use of Sterno and fire extinguishers. The 
attached Sterno Fuel Handling Tips are available on page 4 of 5 to be used as a 
training guide, at the sole discretion of those vendors.  
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1. Ramapo Dining Services  
2. Chicken and Rib Crib 
3. ChopStix 
4. NY Pizza 
5. Mac West Indian 

Restaurant 
6. Fil-City 

7. Jun Lung 
8. La Fe 
9. Veggie Heaven 
10. Market Basket 
11. Bagel Train 

 

Note: It shall not be necessary to seek Cabinet approval to revise this policy to reflect changes in the above approved 
vendors provided that the all changes in vendors are properly approved prior to inclusion in this policy. 
 

F. The Director of Student Activities/Greek Affairs will distribute a cover letter 
and copy of the Sterno policy to any restaurant that they certify after August 18, 
2005. 

 
G. Users who do not utilize approved food vendors for Sterno in any building shall 

obtain a copy of the Sterno Policy, complete the Sterno Registration Form and 
submit the form to the College Fire Marshal for review. The College Fire 
Marshal will return reviewed forms to the users. Then, the users will submit the 
forms to the Office of Events and Conferences along with their requests for 
reservations. 

 
H. The Fire Marshal will consult with the users, the Office of Events and 

Conferences and any other appropriate department(s) or individual(s) regarding 
all Sterno Fuel Use Registration forms that may require further review and 
actions to ensure fire safety.  

 
I. Users may obtain Sterno Fuel Use Registration forms from the College Fire 

Marshal for all events that are not required to be booked through the Office of 
Events and Conferences. This includes but is not limited to birthday and holiday 
parties and other like events that are held in individual units. 

 
J. In the event that any fire ensues, pull the fire alarm, exit the building, then call 

9-911 immediately, and report the fire. It is the preference of the Mahwah Fire 
Chief that the Fire Department be dispatched, even if the fire is extinguished 
before they arrive. Campus Security shall also be notified at 6666.  

 
This policy does not override in whole or in part any policies that are currently applicable 
to Residence Life and Housing.  
 
Dennis Harrington, College Fire Marshal is available to assist you with this policy and all 
other fire safety matters. He can be reached at extension 6252 or by email at 
dharring@ramapo.edu
 

 
Approved by:   President’s Cabinet 
Responsible Unit:  Administration and Finance 
Date Adopted: 10/12/05 
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Ramapo College
Sterno Fuel Use Registration Form

This form shall be completed for all events on campus involving the use of any Sterno or like devices that are not booked 
through the approved vendors listed in Section E of the Sterno Fuel Use Policy. Users should not purchase or pre-contract for 
foods that require Sterno use until they are informed that their Sterno Fuel Use Registration Form has been reviewed. Return 
completed forms to the College Fire Marshal at the above location. The Fire Marshal will communicate the status of this request 
to the phone number indicated in the space below. Refer to the Sterno Fuel Use Policy for further details.

Please print clearly and legibly to avoid delays in processing
To be completed by the user.

First Name

Last Name

Organization/Event

Location of Event

Date of Event Telephone No.

Start Time of Event End Time of Event

1. Describe the type of event and use of sterno at the event:

2. Indicate approximately how many sternos will be used.

 Please indicate the location of the nearest fire extinguisher where your event will be held.

I have read and understand the Sterno Fuel Use Policy and the Sterno Fuel Handling Safety Tips 
included in the policy and will comply with the policy. Special care will be taken to ensure that the use 
of Sternos will be supervised and that College community and property will be protected from harm 
and damage.

Date Signed

If Applicable Date Signed

Date Reviewed
OFM122104001 Rev. 072105001 Page 4 of 4 Rev. 082205 Rev. 100705

Department of Environmental
 Health & Safety                      

Office of the Fire Marshal
 Room D107 Ext. 6252
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QUESTIONS CAN BE REFERRED TO: 
 
JASON HUGHES at (201) 684-7283 e mail: jhughes@ramapo.edu 
or 
LUC STAMPLEMAN at (201 684-7286: lstample@ramapo.edu 
 
 
Stage Specifications (Sharp Theatre) 
Measurements: 
 
37’ - 4”  Proscenium Opening Width. 
26’ - 0”  Proscenium Height. 
35’ - 6”  Plaster Line to Back Wall at Center Line. 
6’ - 2”   Plaster Line to Lip of Apron at Center Line. 
28’ - 0”  Stage Floor to Midrail.  (Height Clearance)  
60’ - 0”  Stage Floor to Grid. 
30’ - 6”  Stage Floor Plaster Line to Upstage Midrail Gallery. 
29’ - 0”  Center Line to Stage Right Midrail Gallery. 
29’ - 6”  Center Line to Stage Left Midrail Gallery. 
10’ - 0”  Stage Floor Plaster Line to First Row in the Orchestra. 
46’ - 6”  Stage Floor Plaster Line to Last Row in the Orchestra. 
    
Stage Floor: 
-The stage is a sprung floor with a masonite surface cover.                                                                                                                                                                                    
Black marly is available upon advance request.  Marly covers from plaster line (back of 
proscenium wall) to black scrim line. 
 
The rep set up is 5 wings with a cyc and black scrim upstage.  You may have a lit cyc or 
black behind your performance.  An additional full stage black velour curtain is available 
20’ from plaster line. 
 
Backstage cross-over can be behind cyc if necessary.  Additional cross-over is directly 
accessible through backstage doors. 
 
LIGHTING AND SOUND 
 
A standard house lighting plot is to be used.  Plot provides full front, side, down, and 
backlight coverage.  Several color and/or template washes are built in.  Additionally there 
are multiple downlight, backlight, and front specials that can be focused to your needs.  
Please discuss these needs in advance if possible or upon arrival. 
 
Up to 3 booms stage left and right are available upon advance request.   Each boom has 
2 lights, a head and a shin.  Color changes may be made in the booms. 
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Two follow spots available with advance notice.  You must make advance 
arrangements with Assistant Technical Director (Luc Stampleman) to provide 
sufficient crew. 
 
We will not be able to recolor or refocus any lights other than those indicated in the rep 
plot.  If you have something very specific that you need please let us know and we will 
try to accommodate you. 
 
We have a stock of templates (gobos).  Please ask in advance if you would like to use 
something from our supply.  If you require anything specific please arrange to purchase it 
ahead of time.  We will not accommodate requests for templates we do not own. 
 
Please let us know what media your sound will be on.  We have a cassette tape player, a 
CD player, and a minidisk player.  Source material will be used as provided.   
 
We do not have the facilities for recording audio or video.  Should you choose to have an 
outside party record your performance, we can provide a low-line level feed from our 
sound board. 
 
We can provide a variety of microphones, including wire-less.  Please let us know your 
needs ahead of time to insure we can accommodate your request. 
 
We can provide up to 4 stage monitors on 2 mixes. 
 
SCENERY AND COSTUMES 
 
Only very minimal scenery can be accommodated because of the number of different 
performances.   Please let us know your needs.  Do not assume that you will be able to 
use your normal scenery. 
 
At the discretion of the technical supervisor, the scene shop and/or costume shop may be 
made available for minimal repairs of scenery and/or costumes.   
 
Dressing rooms hold 25 performers.  Room is L shaped and may be split into 2 smaller 
spaces each with its own bathroom.  Larger side holds 17, smaller holds 8. The two 
bathrooms include showers. 
 
Up to 5 costume racks available upon request. 
 
If a private, lit backstage dressing area is required, please discuss with technical 
supervisor in advance. 
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CREW 
 
Berrie Center technical supervisor will determine your crew needs based on the 
complexity of the performance.  A minimum of 3 crew members (plus the supervisor) 
will be standard for all rentals.  Use of fly system, follow spots, or moving scenery and 
props may necessitate a larger crew. 
 
Light board, soundboard, follow spot(s), and rigging system will be operated by Berrie 
Center staff only.  Proper use of equipment for safety of persons and equipment will be at 
the sole discretion of Berrie Center staff. 
 
During load-ins and rehearsal periods the crew will receive a paid 10 minute break every 
2 hours.  An unpaid one hour meal break will be given after 4 hours.  Please arrange your 
schedules accordingly.  Adjustments to this break schedule may be negotiated with 
technical supervisor if necessary. 
 
Crew will arrive to clean and prepare the stage no less than 2 hours before performance.  
Stage must be clear or house curtain down ½ hour before performance to allow ample 
time for house management to seat the audience. 
 
NO FOOD IS ALLOWED ON STAGE OR IN THE AUDIENCE AT ANY TIME.  
BOTTLED WATER IS ALLOWED ON STAGE AT ANY TIME AND IN THE 
AUDIENCE DURING REHEARSALS ONLY. 
 
 
GENERAL 
 
All spaces must be left in reasonable condition.  Remove all company belongings from 
dressing rooms and backstage, including costumes, scenery, props, sheet music, water 
bottles, etc. (even if you do not want them any longer).  Failure to do so will result in the 
forfeiture of a portion or all of your damage deposit. 
 
Members of your company must stay in assigned spaces.  Please do not wander into 
academic and administrative areas.  Minors must have adequate supervision.  Discuss 
supervision needs with Events and Conferences. 
 
 
 
 
 
WE WANT TO MAKE THIS AS ENJOYABLE AND EFFICIENT AS POSSIBLE.  
THE MORE INFORMATION WE HAVE, THE BETTER WE CAN 
ACCOMMODATE YOUR NEEDS.  PLEASE CONTACT US IF YOU HAVE ANY 
QUESTIONS OR CONCERNS. 



 
 
 

TRUSTEES PAVILION ROOM USAGE POLICY 
2007 

 
In order to better serve those who schedule events in the Trustees Pavilion, the 
following room use guidelines have been established.  It is important that anyone 
hosting an event in the Pavilion pays particular attention to this information. 
Character serious   
 
If anyone has any questions about this policy, please contact Gene Ritchie, Director 
of the Trustees Pavilion and the Associate Director of Facilities at 201-684-7664 
(voice mail), or via e-mail: gritchie@ramapo.edu. 
 

• On the light blue or beige panels in the middle third of the rooms' walls, "push pins," 
thumbtacks, or staples are permitted to temporarily mount postings.  All postings and 
fasteners must be removed at the end of the event.  Please do not write on the panels 
or mount newsprint or any other paper and then, using a marker, write on the panels.  
Marker ink will bleed through and mar the finish on the panels.  It is not permitted to 
attach anything to the top third (gray speckled painted area) and bottom third (light 
blue corded patterned fabric).   They are special finishes, and not designed for such 
attachments.  (The Office of Events and Conferences can make arrangements to have 
flipcharts (with paper) made available for such needs. 
 

• No tape, staples, pushpins or any other means of attaching handbills is permitted on 
the walls inside the meeting rooms and absolutely nothing is permitted to be 
mounted on the fabric-covered partitions. 
 

• Nothing is permitted to be mounted on the ceiling, light fixtures, walls, doors, fire 
alarm pull lecterns, projection screens or any of the 'multi-media' equipment. 
 

• Only those decorations that can be held in place by a weight (usually sand covered 
with gift wrap) or another weighted means that causes no permanent damage will be 
permitted on the tabletops. 
 

• While food and drink are permitted in the rooms and lobby, it is expected that care 
will be taken to minimize spills.  In the event of an accidental spill, it is expected that 
Housekeeping Services (ext. 7289) will be notified immediately so that the problem 
can be taken care of while still fresh so as to prevent permanent damage. 
 

• Clean-up after an event will be the sole responsibility of the group sponsoring the 
event(s).  A meeting held between the Office of Events and Conferences, 
Housekeeping Services and the group sponsoring the event is expected to occur well 
enough in advance of the actual date, so that all logistics, needs, etc., can be 
discussed and addressed and otherwise planned for with all required Housekeeping 
support service staff scheduled and in place.  Final decisions regarding 
Housekeeping support services will rest solely with that department. 
 
 
 
 



• Lecterns may only be moved by Housekeeping Services.  Once set in place, as per 
the specification outlined into the "set up" sheets they may not be moved, unless 
request to do so is received in advance, so that Housekeeping Services may respond 
accordingly. 
 

• Staging is assembled and dissembled by Housekeeping Services.  No one other than 
Housekeeping employees is permitted to operate the staging. 
 

• Partitions are motorized and may not be moved by anyone other than Ramapo 
College Housekeepers.  Personal injury or damage to the partitions could result from 
someone attempting to move them who have not been trained in those procedures. 
 

• Fire exit doors located in rooms 1 and 3 must not be propped open for any reason.  
These are emergency exits and are not to used for access.  The only authorized 
access is via the main entrance doors or side door immediately off the main dining 
room lobby. 
 

• Extreme care must be taken for anything transported though the room door, so that 
the woodwork is not damaged. 
 

• No candles are permitted anywhere within the confines of the Trustees Pavilion.  
Barbecues may only be used in full accordance with the College's policy on barbecue 
use.  No propane powered grills are permitted, inside or outside the Pavilion. 
 

• Exit signs must remain on at all times.  The New Jersey Fire Code prohibits turning 
off any such life/safety device.  Emergency exits may not be blocked under any 
circumstance.  Free and easy access to those exits must be maintained at all times. 
 

• Maximum occupancies: Entire room:  240  -  individual rooms:  room #1 – 90, room 
#2 – 49, room #3 – 90 
 

• Smoking is prohibited anywhere inside the Pavilion and within 25 feet of its 
entrance. 
 

• Automatic doors may not be propped open.  If automatic doors need to be left in the 
wide open mode in order to facilitate an event – please contact the Security Office 
for those services.  In most cases, this is only necessary when moving items in or out 
of the Pavilion. 
 

• No tape or staples or any other means of attaching handbills is permitted on the 
lobby walls.  Housekeeping has two message boards which can be used for general 
information purposes.  Please contact Gene Ritchie in advance of your event.  A full 
listing of Pavilion furnishings is also available by contacting him. 

 
• No furnishings are to be taken outside the Pavilion. 

 
• An ABC fire extinguisher must be in the room and readily available in the event food 

is being heated with sterno on chaffing dishes. 
 

• Access to storage is restricted to authorized personnel (i.e., "Housekeeping") and 
access is absolutely denied to others.  Unauthorized access to storage for the purpose 
of obtaining additional tables, chairs, etc., will not be permitted.  Contact the 
Security Office to unlock those doors. 

 
 
 



 
 
 
 

• Anyone needing "AV" or "media type" equipment (overhead projectors, public 
address systems, PowerPoint, music, etc.) must make those arrangements with the 
Media Center, in accordance with their policies and procedures.  Access to that 
equipment is prohibited to anyone other than the members of the Media Center staff.  
Therefore, please contact Media Center for any and all such needs. 
 

• Room(s) will be inspected at the end of each event and if problems are discovered, 
the group sponsoring the event(s) will be back-charged accordingly for any damages 
and/or extra clean-up required.  Groups found to be repeat offenders will lose future 
privileges to use the Pavilion. 
 

• No extension cords are permitted, and all users must comply with the Facilities 
"electric use policy." 
 

• If a group's sponsor wishes to use any special effect theatrical-type equipment 
(strobe lights, smoke or fog making machines, etc.) – these needs must be presented 
at the planning meeting (cited above) and the final decision for permission to use any 
special equipment will rest solely with the Director of Health and Safety, the 
Director of Facilities of his/her designee and selected senior administrators. 
 

• Facilities reserve the right to modify or alter these policies at any time. 
 

• The baby grand piano (on loan to the College) is only to be used when scheduled 
through the Office of Events and Conferences.  No food beverages are to be placed 
directly on the ebony finish or on the cover.  The cover is to remain in place 
whenever piano is not being used.  The piano is not to be moved without the prior 
knowledge and permission of the Office of Events and Conferences and may not be 
place on top of any staging. 
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UNIFORM ETHICS CODE 

FOREWORD 

Pursuant toNJS.A. 52: 13D- , the StateEthics Commission has adopted this Unifonn 
Ethics Code to govern and guide the conduct of State officers and employees and special State 
officers and employees in State agencies in the Executive branch of State Governent. 

The Unifonn Ethics Code shall be the primary code of ethics for State agencies. It shall 
be supplemented by an agency code of ethics fonnulated with respect to the paricular needs and 
problems of the agency to which said codeis to apply. Each agency, in consultation with the 
Attorney General's Office must review its enabling legislationto ensure that any agency-
specific conflicts provisionsare included in any supplementalagency code. An agency code 
must be approved by the Commission. 
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I. DEFINITIONS 

As used in this Unifonn Ethics Code, and unless a different meaning clearlyappears from the 
context , the followingtenns shall have the followingmeanings. 

Commission" means the State Ethics Commission, established in but not of the Deparment 
Law and Public Safetypursuant to NJS.A. 52: 13D-21. 

Conflcts Law" means the New Jersey Conflicts ofInterest Law, NJS. A. 52:l3D- l2 et seq. 

Ethics Liaison Officer" means the individual(s) designated by the agency head to assist the 
State Ethics Commission in implementing and enforcing the Conflicts Law and relatedethics 
codes. 

Event" means a meeting, conference, seminar, speaking engagement, symposium training 
course , ground-breaking, ribbon-cutting, meal, open house, cocktail pary, fundraiser, holiday 
party, social function, or similar event that takesplace away from the State official's work 
location, is sponsoredor co-sponsored by a supplier or a non- State governent source and the 
invitation for which is extended to the State official because of his or her official position. 

Gift" means any fee , commission, service, compensation, gratuity, or other thingof value of 
any kind. If an item has more than a nominal monetary value , it wil be characterized as a gift.
A gift includes admission to an event for which a member of the general public would be 
charged, a meal, transportation, or offer of employment. 

Head of a State agency " means , in the case of the Executivebranch of governent , except with 
respect to interstate agencies, the department head or if the agency is not assigned to 

department, the Governor. 

Immediate Family Member " means an individual' s spouse, child, parent or sibling residing 
the same household. NJ.S. A. 52:13D- 13(i). 

Interest" means (1)the ownership or control of more than 10% of the profits or assets of a finn 
association , or parnership, or more than 10% of the stock in a corporation for profit otherthan a 
professional service corporation organized under the "Professional Service Corporation Act , II 

L. 1969, c. 232 (C.14A:17-1 et seq.); or(2)the ownership or control of more than 1% of the 
profits of a finn, association, or partnership,or more than 1% of the stockin any corporation 
which is the holder of or an applicant for , a casino licenseor in any holding or intennediary 
company with respect thereto , as definedby the " Casino Control Act" P. L. 1977, c. 110 (C. 
5: 12-1 et seq.). Theprovisions of this act governing the conductof individuals are applicable 
shareholders associates or professional employeesof a professional service corporation
regardless ofthe extent or amount of their shareholder interest in such a corporation. 

Interested party" means: l. Any person, or employee , representative or agent thereof, who is or 
may reasonably be anticipated to be subjectto the regulatory, licensing or supervisory authority 
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of the State official's agency; 2. Any supplier, or employee, representativeor agent thereof; 3. 
Any organization that advocatesor represents the positions of its members to the State offcial' 
agency; or 4. Any organizationa majorityof whose members are as described in paragraphs 1 
through3 above. 

Person" means any natural person, association or corporation. 

Published work" means any tangiblemedium of expression, including, but not limited to 
lierar, pictorial , graphic and sculpturalmatter; sound recordings; and software. NJ.A. C. 19:61­
6.2. 

Relative " as used in section XIII, means an individual's spouse, and the individual's or hislher 
spouse s parent, child, sibling, aunt, uncle, niece, nephew, grandparent, grandchild, son- in-law 
daughter-in-law, stepparent, stepchild, stepbrother, stepsister, half-brother, or half-sister, whether 
the relative is related to the individual or the individual's spouse by blood, marrage or adoption. 

Special State officer or employee " means (1)any person holding an office or employment in a 
State agency, excluding an interstate agency, for which office or employmentno compensation is 
authorized or provided by law , or no compensation other than a sum in reimbursement 
expenses , whether payableper diem or per annum, is authorized or providedby law; (2)any 
person , not a memberof the Legislature, holding a part-time elective or appointiveoffce 
employment in a State agency,excluding an interstate agency, or (3)any personappointed as 
New Jersey member to an interstate agency the duties of which membership arenot full-time. 

State agency" means any of the principal departents in the Executive branchof the State 
Governent , and any division , board, bureau , offce , commission or other instrumentalitywithin 
or created by such department , and, to the extent consistent with law, any interstate agency to 
which New Jersey is a party and any independent State authority, commission , instrumentality or 
agency. A county or municipality shall not be deemed an agency or instrumentality of the State. 

State offcer or employee" means any person, other than a special State officer or employee (1) 
holding an office or employment in a State agency,excluding an interstate agency, other than a 
member of the Legislature or (2)appointed as a New Jersey member to an interstate agency. 

Supplier" means any person that is providingor is seeking to provideor may reasonably 
expected to provide goodsand/or servicesto the Stateofficer or employees or special State 
officer or employee s agency, including, but not limited to, consultants, vendors and lessors. 

Unclassified office or position" means any offce or position in the unclassified service of the 
civil service of the Executivebranch of State governent. 

II. GENERAL STANDARDS OF CONDUCT 

It is essentialthat the conductof public officials and employeesshall hold the respect and 
confidence of the people. Public offcials must, therefore, avoid conduct that is in violation of 
their public trust or that creates ajustifiableimpression among the publicthat such trustis being 
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violated. Accordingly, Stateofficers and employeesand specialState officers and employees 
shall confonn their conduct to the following standards. 

l. 	 No State officer or employee or special Stateofficer or employee should have any interest 
financial or otherwise, direct or indirect , or engagein any business or transaction or professional 
activity, which is in substantialconflict with the properdischarge of his/her duties in the public 
interest. 

2. 	 No State officer or employee or special State officer or employee should engage in any particular 
business, profession, trade or occupation which is subjectto licensing or regulation by a specific
agency of State Governent without promptly filing notice of such activity with the 
Commission. 

3. 	 No State officer or employeeor specialState officer or employee should act in his/herofficial 
capacity in any matter wherein he/she has a direct or indirect personalfinancial interestthat 
mightreasonably be expected to impair his/her objectivityor independence of judgment. 

4. 	 No Stateofficer or employeeor special Stateofficer or employeeshould knowingly act in any
way that might reasonablybe expectedto create an impressionor suspicion amongthe public 
having knowledge of his/her acts that he/she may be engaged in conduct violative of his trust as 
a State officer or employee or special State offcer or employee. 

Misuse of Official Position or Infonnation 

5. 	 No Stateofficer or employeeor specialState officer or employee should use or attempt to use 
his/her official position to secure unwarranted privileges or advantage for him/herself or others. 

6. 	No State officer or employee or special State officer or employee , shall willfully disclose to any 
person , whether or not for pecuniary gain , any infonnation not generally available to members of 
the public which he/shereceives or acquires in the courseof and by reasonof his/her official 
duties. No State officer or employee or special State officer or employee shall use for the 
purpose of pecuniary gain , whether directly or indirectly, any information not generally available 
to membersof the public which he/shereceives or acquires in the courseof and by reason 
his/her official duties. 

Representation!Appearance Before a State Agency 

7. 	 No State officer or employee, nor any partnership,finn or corporation in which he/she has 
interest, nor any parner , officer or employeeof any suchpartnership, firm or corporation , shall 
represent , appear for , or negotiateon behalf of , or agreeto represent, appear for , or negotiate
behalf of, any person or pary other thanthe Statein connection with any cause, proceeding, 
application or other matter pending before any Stateagency. Nothing contained herein shall be 
deemed to prohibit any such partnership, finn or corporationfrom appearing on its own behalf. 
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8. 	 No special Stateofficer or employee, nor any partnership, finn or corporation in which he/she 
has an interest , nor any parner, officer or employee of any such partnership, finn or corporation
shall represent, appear for, or negotiate on behalf of, or agree to represent , appear for or negotiate 
on behalf of, any person orpary other thanthe State in connection with any cause, proceeding,
application or other matter pending before the paricular office , bureau, board, council 
commission , authority, agency, fund or system in which such special State officer or employee 
holds offce or employment. 

Nothing containedin this section shallbe deemedto prohibit any Stateofficer or employee 
special State officer or employee from representing, appearng for or negotiating on behalf of , or 
agreeing to represent, appear for or negotiate on behalf of , any person or party other than the 
State in connection with any proceeding: 

1. 	 Pending before any court of record of this State 
11. In regardto a claim for compensationarising under chapter 15 of Title 34 of the 

Revised Statutes (WorkersCompensation), 
111. In connection with 	the detenninationor review of transfer inheritanceor estate 

taxes 
IV. 	 In connection with the filing of corporateor other documentsin the office of the 

Secretary of State 
v. 	 Before the Division on Civil Rightsor any successor thereof 

VI. Before the New Jersey State Board of Mediation or any successor thereof 
V11. Before the New Jersey Public Employment Relations Commission or any 

successor thereof 
V11. Before the Unsatisfied Claim and Judgment Fund Board or any successor thereof 

solely for the purpose 	of filing a notice of intention pursuant to P .L.1952 , c. l74 
5 (C.39:6­65), 

IX. 	 Before any State agency on behalf of a county, municipality or school district , or 
any authority, agencyor commission of any thereof except where the State is an 
adverse party in the proceedingand provided he is not holding any office or 
employment in the State agency in which any such proceeding is pending. 

III. ACCEPTANCE OF GIFTS 

No State officer or employee or special State officer or employee shall accept any gift 
favor, service or other thing of value related in any way to the State official's public duties. 

Upon the recommendation of the Special Counsel for Ethics Review and Compliance , the 
Commission has adopteda zero tolerancepolicy for acceptance of gifts. (SeeReport of the 
Special Ethics Counselto the Governor of theState ofNew Jersey, dated March 14, 2005. 
Accordingly, any giftthat is offered to or received by a State officer or employee or special State 
officer or employee or , his/her spouse, immediate family member , partner or associateshall be 
immediately reported to the agency s Ethics Liaison Officer ("ELO"). Unlessthe State offcer
employee or special State officer or employee is permitted to receive the giftor thing of value in 
accordance with the Commission s rules on attendanceat events (see sectionIV),no State 
officer or employeeor special Stateofficer or employee or , hislher spouse, immediatefamily 
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member, parner or associateshall accept, either directly or indirectly, any gift, favor, service or 

other thing of valuerelated in any wayto the State offcial's public duties. 

The exceptions tothe zero tolerancerules for acceptance of giftsare set forth below. 

1. Unsolicited giftsor benefits of trivial ornominal value, such as complimentar aricles offered to 
the public in general, and giftsreceived as a result of mass advertising mailings to the general 

business public may be retained by the recipient or the recipient's deparment for general use if 
such use does not create an impression of a conflict of interest or a violation of the public trst. 
The receipt of such complimentar aricles is not required to be reported to the ELO. 

2. A State officer or employee or special State offcer or employee may receive a gift, favor, service 

or other thing of valuefrom a vendor under the same tenns and conditions as areoffered or made 
available to membersof the general public. 

3. A Stateemployee is pennitted to giveor receive a giftfrom a co-worker, a supervisor or a 
subordinate. The giftshould not be excessiveor inappropriate for a business environment. Such 

giftshall not be reportedto the ELO. 

4. In accordance with N.J.S.A. 52: 13D- , gift provisions do not apply to the acceptance 
contributions to the campaign of an announced candidate for elective public office. 

The procedures for reporting receipt of a gift are set forth in Appendix A. 

IV. ATTENDANCE AT EVENTS 

Attendance at an event that is sponsored or co-sponsored by an entity other than the State 

must be approved by the agency s ELO. 

A Stateemployee must complete the form identified as "Request For Approval For 
Attendance At Event " prior to attendance. 

A Stateemployee shall not attend an event in his or her offcial capacity unless a 
legitimate State purposewil be served. 

Costs associated with attendanceat an event shall be paid or reimbursedin accordance 
withNJS.A. 52:13D-24andN.J.A.C. 19:6l- l etseq. 

A Stateemployee is prohibited from accepting honoraria in connection with hislher 
attendance or participation at an event. NJS.A. 52: l3D-24. 

A Stateemployee is prohibited from accepting entertainment, or reimbursement for 

entertainment , that is collateral to an event , such as a golf outing, tickets to a sporting event or a 

meal taken other than in a groupsetting with all attendeespresent. 

The Commission s rules on attendance at an event and the form that must be completed 
prior to attendance at an event are set forth in Appendix 
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V. POLITICAL ACTIVITY


Upon givingnotice to the agency ELO a State employee may be involved in political 
activities unless: 

1. 	 the State employee isprohibitedfrom such activitiesby State or federal statuteor agency rule; or 

2. 	 the political activity conflcts with the employee s official duties. 

Pursuant to NJ. S.A. 52: 13D-l4 and NJS. A. 52: 13D- , a State employee may accept 
contribution to the campaign of an announced candidate for elective public offce provided the
contribution is not knownto be givenin lieu of a paymentthat is prohibitedby the Conflicts 
Law. Further, a State employee is subjectto the Deparent of Personnel's Administrative Code 
provisions governingpolitical activity, NJA. C. 4A: 10-1.2. Note that a Stateemployee is not 
pennitted toserve as a campaign treasurer on any campaign that is subjectto thejurisdiction 
the Election Law Enforcement Commission. 

The Commissions Guidelines on Political Activities and the provisions of NJA.C. 
4A: 10- 2 are set forth in Appendix C. 

VI. OUTSIDE ACTIVITIES AND BUSINESS INTERESTS 

No State officer or employee or special State officer or employee should undertake any 
employment or service, whether compensatedor not, which mightreasonably be expected to 
impair hislher objectivityand independence of judgmentin the exercise of hislher official duties. 

A State officer or employee s participation in any service , activity or employmentthat is 
outside hislher official State duties may be prohibited by the Conflicts Law, other State or 
Federal law or regulation , or the code of ethics adopted by the employee s agency. Accordingly, 
a State officer or employee shall obtain the approval of the ELO prior to engagingin any of the 
following outside activities. 

1. 	 Commencement of any business , trade, profession or other compensated employment , including 
the acceptance of compensation for a speech or published work; 

2. 	 Uncompensated or volunteer work for or with any entity; or 

3. 	 Holding office or title in the governing or advisory board of any entity. 

Notwithstanding the requirement to discloseoutside employment and activities, a State 
agency may exempt disclosureof specific kinds of outside employment or activities if the agency 
is satisfied that such activityor employment does not present a conflict of interest. 

A State officer or employee is not pennitted to hold employment with, hold an interest in 
or represent, appear for , or negotiateon behalf of a holder of or applicantfor a casinolicense 
unless the Commission grants a waiver. A waiveris granted in circumstanceswhere it 
detennined by the Commission that such casino activity wil notinterfere with the 
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of interest or the responsibilties of the State officer or employee and wil not create a conflct 
appearance of such conflict. A special State officer or employee is prohibited from holding 
interest in or representing, appearing for or negotiating on behalf of aholder of or applicantfor a 

casino license, or any holding or intennediar company with respect thereto, in connection with 

any matter. However , a specialState officer or employeewithout responsibility for matters 

affecting casino activity may hold employmentwith a casino license holder or applicant and, if 

so employed, may hold an interestin or represent, appear for or negotiateon behalf of hislher 
casino employer. NJ.S. A. 52:l3D- 17.2(b) 

All State officers and employees shall complete the Outside Activity Questionnaire 
attached to this document as Appendix D, in accordance with the procedures adopted by hislher 
agency. Theseprocedures shall, at a minimum , require that each current employeecomplete the 

questionnaire and that each new employee complete the questionnaire upon commencement of 

employment with the agency. The procedures shall also require that a State officer or employee 
amend hislher Outside Activity Questionnairewhenever there is a change in the employee 

State agencyshall require disclosureof additional outside activity or State employment. A 
infonnation regarding the outside activitiesof its employees as necessary to address the 

particular needs and problems of the agency. 

The agencyELO shall review all outsideactivityquestionnaires and detennine whether 

the outside activity is pennissible in accordancewith the Conflcts Law , the Unifonn Ethics 

Code, the agency code of ethics or anyother authority. A Stateofficer or employee may appeal 
s decisionto disapprove an outside activity. Such appeal shall be submitted in an agency ELO'

writing to the Commissionwithin 60 days of the employees receipt of the agencys decision. 
, agencyThe appeal shall cite the relevant section(s)ofthe Conflcts Law , Unifonn Ethics Code

code of ethics or other authority which supportsthe position of the employee that such outside 
activity should be pennitted. 

Each State agencyshall developa Conflict of Interest questionnairefor special State 

officers and employees of that agency. Each State agency shall develop a process for the review 
and retention of bothOutside Activity Questionnairesand Conflct ofInterest Questionnaires. 

The Commission s Guidelines Governing Outside Activities are set forth in Appendix E. 

Blind Trusts 

offcer 
A blindtrust may be used by a State offcer or employee, a special State
employee, hislher spouse or domestic partner or dependent children to avoid conflcts situations

caused by financial interests. The trust must confonn to the standardsset forth in the Blind Trust


Guidelines, Appendix F.


VII. OFFICIAL STATIONERY 

Offcial stationery shall be used only in connectionwith the State agency'soffcial


business. The limitationson use of official stationery also applyto personal stationery paid for
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by an officer or employee if it is imprinted with the agency offce or the title of the State officer 
or employee. 

A State officer or employeeor special Stateofficer may not useofficial stationery to
promote a candidate for elective office, endorse a State vendor or contractor, express a personal
opinion on a matter that is not related to hislher official duties, or to promote hislher financial
other self-interest. 

Exceptions: A State officer or employeeor special Stateofficer or employee may use 
official stationery to wrte a letter of recommendation for , or respond to an inquiry about, a 
curent or fonner colleagueor employee. These pennissible uses are only acceptable so long as
the use of offcial stationery does not create an impression that the State officer or employee
engaged in an unwarranted use of his /her position. For example, it would not be appropriate for a 
State employee to recommendan individual for inclusionin a program over which the State 
employee has supervisory or regulatory authority. In addition there must be a reasonable 
connection between the officers or employees offcial duties andthe use andpurpose of the 
letter. 

A Stateagency may not use official stationery to solicit a contribution from any

interested party. Solicitation of any other entity must be reviewed and approved by the agency

ELO.


The Commission s Guidelines with respect to the use of official stationery are set forth in 
Appendix G. 

VIII. POST- EMPLOYMENT RESTRICTIONS 

Seekig Future Employment 

State officers or employeeswho have direct andsubstantial contact with any interested
parties must refrain from circulatingresumes or in any mannerseeking employment with those 
individuals or entities while stil in State service. If an employeeis solicited for potential
employment by an entity with which he/shehas direct and substantial contact , that solicitation
must be disclosed immediately to the employees management and to the agencys ELO. 
Employees who do not havedirect and substantial contact with interested parties may circulate 
resumes and enterinto discussionsregarding potential employment with those individuals 
entities so long as they avoid any situations that may give rise to an unwarranted advantage. All 
employees are cautioned that discussions , interviews, and negotiationsshall not takeplace on
State time. 

Solicitation or discussionof employmentwith regulated entities , or their representatives
that have a specific cause, proceeding, application or other matter pending before the employee
agency is not permitted. There may be circumstances when solicitation or discussion 
employment with respect to regulated entities , or their representatives, could beapproved if no
specific cause, proceeding, applicationor other matter is pendingbefore the agency.These 
situations must be reviewed on a case-by-case basis before the employee proceedswith anyjob-
seeking activities. 
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Lifetime Ban 

At no time subsequentto the termination of hislher office or employment in any State 
agency may a fonner Stateoffcer or employeeor specialState officer or employee represent 
appear for, negotiate on behalf of, or provide infonnation or services not generally available to 
members of the public, or agreeto perform any of those activities, for any party other than the 
State in connection with a specific cause, proceeding, applicationor matter with which the State 
officer or employeeor special Stateofficer or employee hadbeen substantially and directly 
involved at any time duringthe course of hislher office or employment.N.J.s.A. 52:13D-17. 
This lifetime banapplies not only to the Stateofficer or employeeor special Stateoffcer 
employee personally,but also to the partnership,finn or corporation under the following 
circumstances: (1)if the former State officeror employee or special State officer or employee is 
a shareholder, associate or professional employee of a finn organizedas a professional service 
corporation or (2)if the former State officer or employee or special State offcer or employee 
owns or controls more than lO% of the stock of a corporation or more than 10% of the profits 
assets of a firm, association or parnership. 

One- Year Ban - Certain State Offcials 

In accordance with the recommendation of the SpecialCounsel for Ethics Review and 
Compliance a one- year ban on the activitiesdescribed in this section shallapply to any head 
deputy head or assistant head of any principal departent , board, commission or authority, the 
Superintendent of State Police the Governors Chief of Staff Chief of Management and 
Operations, Chief of Policy and Communications, Chief Counsel, Director of Communications
Policy Counselor, and any deputy or principal administrative assistant to any of the 
aforementioned members of the staff of the Offce of the Governor. 

For one year after the tennination of the State office or employment of any of the 
individuals noted above, he/she shall not represent, appear for, or negotiateon behalf of, or agree 
to represent, appear for , or negotiate on behalf of any person or party other than the State with or 
before anyofficer or employeeof the Stateagency in which he/she served. The provisions 
this subsectionshall not apply to any partnership,firm or corporation in which he/shehas an 
interest or is employed , or to any partner, officer, director or employeeof such partnership, finn 
or corporation. Nothing containedin this section shall prohibit a State agency from contracting 
with a fonner State officer or employeeto act on behalf ofthe State. 

In addition, the governor and each head of a principal department in the Executive branch 
are prohibited , for one year after the termination of office or employment, from registering as 
governental affairs agent" as that term is definedin NJS. A. 52:13C-20. NJS. A. 52:13C­

21.4. 

Two- Year Casino EmploymentRestriction 

NJ.S.A. 52: l3D- l7. 2 sets forth post-employment restrictions applicableto State officers 
or employeessubjectto financial disclosureby law or executive order , and Stateofficers or 
employees or special State officersor employees with responsibilityfor matters affectingcasino 
activities. 
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Such persons areprohibited from holding, directlyor indirectly, an interest in, or holding 
employment with a casinolicensee or applicant for a casino license for a period of two years 
following the tennination of their State employment. In addition such personsmay not 
represent , appear for, or negotiate on behalfof a casino. This prohibition applies to any business 
entity in which the person holds an interest or is otherwise associated, including the officers or 
employees of such business entity. This prohibition applies to the person s immediate family 
members unless granted a waiver by the Commission. See Section XIV, below. NJS.A. 
52:13D- 17.2(c). 

Waivers 

In accordance with NJS.A. 52:13D- 17. , the Commission may grant an exceptionfrom 
the above casinoemployment restrictions for a person s immediate family member or an 
employee who was tenninated as a result of a reduction in force, (providedthat the employee did 
not hold a policy-making managementposition during the five years prior to tennination of
employment) whenever it determines that such waiver wil not create a conflict of interest or the
appearance of a conflict of interest: 

The Commission s Guidelines with respect to Post-Employment Restrictions are set forth 
in Appendix H. 

IX. RECUSAL ON OFFICIAL MATTERS 

A Stateofficer or employeeor special Stateofficer or employeeis required to recuse 
himlerself on an official matter that involvesany individual , association, corporation or other 
entity that employed or did business with the State officer or employee or special State officer or 
employee during the one year prior to the employee s commencement of State service. 

A Stateofficer or employee or special Stateofficer or employee is requiredto recuse 

himlerself on an official matter if he/she had any involvementin that matter, other than on 
behalf of the State, prior to commencement of his/her State service. 

A Stateofficer or employee or special Stateofficer or employee is requiredto recuse 

himlerself on an official matter if he/she has a financial or personal interest that is incompatible 
with the proper discharge of his/her public duties. 

An incompatible personal or financial interest includes, but is not limited to , outside 
employment; a debtor/creditor relationship; a fiduciary relationship; a sourceof income; any 
matter pertaining to or involving a relativeor cohabitant; a relationship with a person providing 
funds, goods or services without compensation; any matter pertaining to or involving a business 
associate or business investment; and a leadership role in a professional or trade organization 
which interest mightreasonably be expected to impair a Stateofficial's objectivityand 
independence of judgmentin the exerciseof hislher official duties or might reasonably 
expected to create an impression or suspicion among the public having knowledge of his or her 
acts that he/she may be engaged in conductviolative of his/her trust as a State official. 
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Upon detennining that a State offcial shall recuse hirnerself on any matter, the State 
official shall execute the recusal in wrting, and shallhave no involvementwith the subject 
matter of the recusal. If a State offcial canot determinewhether he/sheshould execute a letter 
of recusal in any matter, the State official shall contacthislher agency ELO or the Commission 
for guidance. A State official shall seek the advice of the State agencys counsel, agency ELO or 
the Commission as to the proprietyof paricipation in a matter if anyperson requests that a State 
official recuse hirnerself from that matter. Oral advice, followed up by a writing, shall be 
provided by the agencys counsel, the agency ELO or the Commission to avoid delay. Oral 
advice shall subsequentlybe memorialized by awriting or by inclusionin public minutes. 

The Commissions regulations governing recusal NJ.A.C 19:61- 1 et seq. which 

include the required elements for a written recusal, are set forth inAppendix 1. 

x. CONTRACTS 

With few exceptionsa Stateemployee may not enter into a contractual agreement with 
the State. 

An agency head, deputy head or assistant head is prohibited from engagingin any private 

business transactions with anyemployee in hislheragency. 

Limitation on contracting by State officer or employee 

Pursuant to N.J.S.A. 52:13D-19, no State officer or employee shall knowingly undertake 
or execute , in whole or in part, any contract, agreement, sale or purchase of the value of $25. 
or more , made, entered into , awarded or granted by any State agency. The exceptionsto this 
prohibition areset forth below. As usedin this section, State officer or employeealso includes 
his or her partners , any other person for the use or benefit of the State employee or on his or her 
account or any corporation which he/she controls or in whichhe/she owns or controls more than 

% of the stock. 

Limitation on contracting by special Stateoffcer or employee 

Pursuant to N.J.S.A. 52: 13D- , no special State officer or employee who has duties 
responsibilities in connectionwith the purchase or acquisition of property or servicesby the State 
agency where he/she is employed or an offcer shall knowingly undertakeor execute , in whole or 

in part, any contract, agreement, sale or purchase of the value of $25.00 or more, made, entered 
forth into, awardedor granted by that State agency.The exceptionsto this prohibitionare set 

below. As used in this paragraph, special State officer oremployee also includeshis/her partners 
any other person for the use or benefit of the special State employee or on hislher account or any 
corporation which he/she controls or in which he/she owns or controls more than % of the 
stock. 
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The restrictions contained above shall apply to the contracts of interstate agencies to the 
extent consistentwith law only if the contract, agreement, sale or purchaseis undertaken or 
executed by a New Jersey member to that agency or by hislherparners or acorporation in which 
he/she owns or controls more than 1% of the stock. 

Permissible Contracts with the State 

(1)With the prior approval of the Commission, a State officer or employeeor special State 
offcer or employee ispennitted to enter into the following: 

(a) purchases, contracts , agreementsor sales which aremade or let after public notice
and competitive bidding or which in accordance with public bidding laws or regulations 
applicable to other State agencies may be made negotiated or awarded without public 
advertising for bids, or 

(b)any contract of insurance entered into by the Director of the Division of Purchaseand 
Property pursuantto N.J.s.A. 52:27B-62. 

(2) A Stateofficer or employee or a specialState officer or employeeor his partnersor any 
corporation or firm in which he/she owns or controls more than 1% of the stock, assets or profits 
may enter into a contract or agreement with a State agency where the contract or agreement is for 
the development of scientific or technologicaldiscoveries or innovations in which the State 
agency has a property right, if the State agencyhas a procedure in its code of ethics for
authorizing these contracts or agreements that minimizes actual conflicts of interest , and the code 
of ethics was approved in accordance with N.J. A. 52:13D- , and the contractor agreement 
complies with that code procedure. 

(3)A State offcer or employeeor a specialState officer or employee or hislher partners or any 

corporation or finn in which he/she owns or controls more than 1% of the stock, assets or profits 
may enter into a rental agreement with a State agency which operates a facility which rents space 
or provides servicesto assistsmall businesses which employ 50 people or less, pursuant to the 
same tenns and conditions as those offered to members of the public generally. 

Please note that the Commission has never approved a request by a State offcer 
employee , or special State officer or employee, to enter into a contractwith his/her own 
agency. 

The Commission s Guidelines on Privatization, set forth in Appendix J , are applicable to 
a State employees participation in an open competitive bid process for the privatization of 
services currentlybeing provided by hislher agency. 

XI. RETIREMENT GIFTS 

A gift can be given to a State employee upon hislher retirement from State service.There 
are specific limits to the value of a pennissible retirement gift. A State employee shall refer to 
Appendix K for the provisionsgoverning retirement gifts. 
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XII. COMPENSATION FOR PUBLISHED WORK 

A State officer or employee or special Stateofficer or employee may not solicit, receive 

or agree to receive, compensation fromsources other thanthe State for publishedwork(s)created 

as par of his /heroffcial duties on Statetime and/or usingState resources. 

However , a State officer or employee or special State officer or employee, other than a 

designated State officer " (the Governor, cabinet-level officers and otherprincipal 

administrative officers of the State)may, in connection with any service, advice, assistance 
appearance , speech or other matter related to hislher official duties, receive or agreeto receive 
whether directly or indirectly, from sources other than the State, reasonable fees for published 
works on matters within hislher official duties not createdon State time and/orusing State 
resources. 

In addition, a State offcer or employee or special State officer or employee may accept 
compensation from sources other than the State for published work(s)on mattersunrelated to 

hislher official duties createdon hislher own timeand with non-State resources. 

Before agreeingto accept or acceptingany compensationfrom a sourceother thanthe 

State for any published work a State officer or employee or special State officer or employee 
must secure hislher State agencys approval to do so. 

In detennining whetherto grant such approval, the Stateagency shall consider , among 

other things whether the compensationis offered by an interestedpary, and whether the 
published work uses or discloses information not generally available to the public. The 

detennination shall be consistent with applicable law and agency policy. 

No State officer or employeeor special State officer or employee may use hislher official 
title in soliciting compensation for a published work. 

The Commission s Guidelines with respect to Published Works are set forth in Appendix 

XIII. FAMILY MEMBERS - CONFLICTS OF INTEREST 

1. No relative of the Governormay be employedin any unclassified offce or position 
within the State. 

2. No relativeof a commissioner or department headmay be employed in any

unclassified offce or position within the department over which the department head exercises 
authority. 

of an assistant or deputy departmenthead may be employedin 3. A relative 

unclassified office or position within the departmentin which the assistantor deputy serves 
provided that he/she is not assigned to a position over which the assistant or deputy department 
head exercises authority. 
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4. A relative of a heador assistanthead of a division within a deparent may be
employed in an unclassified office or position within the deparent in which the division head 
or assistant division head serves, provided that he/she is not assignedto a position over whichthe 
assistant or deputy department head exercises authority. 

5. A relative of anappointed memberof a governing or advisorybody of an independent 
authority, board, commission, agency or instrmentality of the State may not be employed in any 
office or position inthat entity. 

6. A relative of an appointed New Jersey member of a governing body of a bi-state or 
multi-state agency may not be employedin an offce or position in thatbi-state or multi-state 
agency, unless otherwise pennitted by law. 

7. No State officer or employeeor special State officer or employee may supervise 
hislher relative, or exercise any authority with regard to personnelactions involving hislher 
relative 

8. Each Stateagency shall require State officers and employees and special State officers 
and employeesto disclose information sufficient for the agency to determinewhether the 
employment of any individual within the agency is prohibited. 

Cohabitation 

The Commissionhas determined that the prohibition regarding personnel actions and the 
supervision of family members set forth in paragraph 7 above, is applicable to non-related 
individuals who share the samehousehold with the same financial interdependencethat the 
Commission views as creating a conflict in spousal situations. 

Dating Relationship 

In the case of individuals involved in dating relationships, the Commissionhas found 
violations of the Conflicts Law in situations wherethe State employee had official involvement 
in a matter affecting the individual with whom he/she had a dating relationship. Accordingly, a
State offcer or employee or special State officer or employee shall not have any involvement 
hislher official capacity in any matter that pertains to or involves an individual with whom he/she 
has a dating relationship. 

The Commissions guidelines with 
 respect to " Official Interactions with Family 
Members/Cohabitants and Dating Relationships" is attached hereto as Exhibit M.


XIV. CASINO- RELATED FAMILY MEMBER RESTRICTIONS 

Concurrent Employment Restriction 

An immediate family member of a State offcer or employee, or of any " person " as
defined at NJ.S. A. 52:l3D- l7. 2(a),may not hold directly or indirectly, an interest in, hold 
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or applicant for employment with, or represent , appear for, or negotiate on behalf of a holderof,
a casino license, or any holdingor intennediate company withrespect thereto. 

person" may However, an immediate family member of a State officer or employee or " 
be employed by a casino in circumstances where it is determinedby the Commissionthat such 

employment wil not interfere with the responsibilties of the State officer or employee 
person" and wil not create a conflct of interest or the appearance of such conflict. NJS.A. 

52:13D-17.2(b). 

Post- Employment Restriction 

17.2(a), mayAn immediate family member of a "person," as definedat NJS. A. 52:13D-

not hold, directly or indirectly, an interest in, hold employment with, or represent, appear for , or 

negotiate on behalf of, anyholder of or applicant for a casino license in connection with any 

phase of casino development pennitting, licensure , or any other matter related to casino activity, 

for a period of two yearsfollowing the tennination of the office or employmentof such person. 

by a casino However an immediate family member of a " person " may be employed
circumstances where it is determined by the Commission that such employmentwil not interfere 

with the responsibilitiesof the " person and wil not create a conflict of interest or the 

appearance of such conflict. NJ.S.A. 52:13D-17.2(c)(I). 

Casino post-employment restrictions that apply to State officials defined as "persons " are 

noted in section VIII. 

XV. REPORTING COMPLAINTS 

Allegations that a Stateofficer or employee or special Stateofficer or employee has 

violated a provision of this Unifonn Code , the Conflicts Law, the Commission s rules, an agency 

code of ethics or any otherstandard within thejurisdictionof the Commission should be reported 

to the appropriate agencyELO or the Commissionstaff. Allegations should contain as much 

detailed infonnation as possible and , if the complainantchooses to identify himlerself, should

include contact information so that the ELO or Commission staff can obtain additional 
is not required to disclose hislher identity wheninfonnation if necessary. A complainant 

reporting an alleged ethics violation. 

XVI. PENALTIES 

in accordance with The Commissionis empoweredto impose the following penalties
specific provisions of the Conflcts Law. Note that violations committedby a fonner State 

officer or employee or special State officer or employee may be subjectto penalties so long as 

s investigation of same was initiated not later than two years following the Commission
tennination of service. 

1. 	 N.J.S.A. 52: 13D-17 provides that any personwho wilfully violates the general post-
to aemployment restrictions set forth in that provision is a disorderly person, and shall besubject 

fine not to exceed $lOOOor imprisonment not to exceed six months, or both. In addition, for 
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violations occurrng after March 15, 2006, any fonner State officer or employeeor fonner 
special Stateofficer or employee found by the Commissionto have violated any of the 
provisions of this section shall be assessed a civil penalty of not less than $500 or morethan 
$10000. 

2. NJS.A. 52: 13D-17.2(h)provides that any person who wilfully violates the casino-related 
post-employment restrictions set forth in Section 17.2 (c)is a disorderly person , and shall
subjectto a fine not to exceed $1000 or imprisonmentnot to exceedsix months or both. In 
addition, for violations of Section 17 .2(c) occurrngafter March 15, 2006, any fonner State 
officer or employee or fonner special State officeror employee found tohave violated any of the 
provisions of this sectionshall be assesseda civil penalty of not lessthan $500or more than 
$10000. 

3. N.Js.A. 52:l3D- 21(i)provides that any current or fonner State officeror employee or special 
State officer or employee found guilty by the Commissionof violating any provision of the 
Conflicts Law, the Unifonn Ethics Code or any agencycode of ethics, shall be fined not less 
than $500nor more than $10000, and may be suspended from office or employment by order of 
the Commissionfor a period notto exceedone year. In addition, for violations occurrng after 
March 15, 2006, the StateEthics Commission may also order restitution, demotion censure or 
reprimand. 

This subsectionfurther provides that if the Commissionfinds that the conductof the 
officer or employee constitutes a wilful and continuous disregard of the provisions of the 
Conflicts Law, the Uniform EthicsCode or anyagency code of ethics, it may order that person 
removed from office or employment andmay further bar theperson from holding any public 
office or employmentin this State in any capacity whatsoever for a period not exceedingfive 
years from the date on which the person was found guilty by the Commission. 

This subsectionfurther provides that the Commission may impose a penalty of $50 per 
day of violation for failure to file an appropriatefinancial disclosurestatement required to 
submitted to the Commission by law, regulation or executive order. 

(Seepenalty provisions set forth at NJA.C. 19:6l- 3.1(j andN.JA.C. 19:61- 6(c). 

4. N.Js.A. 52:13D-23(d)provides that violations of the Unifonn Ethics Codeor any agency 
code of ethics shall be causefor removal, suspension, demotion or other disciplinary action 
the State officer or agency having the power of removal or discipline. With respect to a person 
who is in the classified civil service , the procedure leading to such removal or discipline shall be 
governed by the Civil Service Act NJS.A. lIA:l- et seq.and the Rules of the Department of 
Personnel. No action for removalor discipline shall be taken under this subsection except upon 
the referral or with the approvalof the Commission. 

5. NJS.A. 52: 13D-26 providesthat any personwho wilfully induces or attempts to induce a 
State offcer or employee or special State officer or employee to violate any of the provisions 
the Conflcts Law is a disorderly person, and shallbe subjectto a fine not to exceed$500 
imprisonment not to exceed 6 months , or both. 
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APPENDIX A


GUIDELINES GOVERNING RECEIPT OF

GIFTS AND FAVORS 

1. Eachdepartent shall requirefull disclosure by employeesto the office of the department headthroughthe Ethics 
Liaison Offcer upon receipt of a giftor any other thing of value related in any way to the State officer or 
employee s or special State officer or employees public duties. 

2. Eachdepartment should designate an Ethics Liaison Officerto monitor compliance with specific procedures under 
which officers and employees shall proceed upon receipt of a giftor any other thing of value related in any way to 
their public duties. 

3. Allofficers and employees should be instructed that any giftor other thing of value offered to or by an officer or 
employee that is related in any way to hislher public duties must be reportedand remitted immediately to the 
Ethics Liaison Officer. Similarly, any favor, service, employment or offer of employmentfrom such person 
corporation must be reported immediately. 

4. TheEthics Liaison Officer shallreturn a giftor thing of value that is related in any way to an officer or employee 
public duties to the donor or shall otherwise appropriately dispose of it. 

gifts or benefits of trivial or nominal value, such as complimentaryarticles offered to the public in 5. Unsolicited 

general, and gifts received as a result of mass advertising mailings to the general business public may be retained 
by the recipient or the recipient' s department for general use if such use does not create an impression of a conflct 

of interest or a violation of the public trst. An impression of a conflict may be created, for example, if 
employee of a regulatory agency uses a pocket calendar conspicuouslymarked with the name of a company that it 

regulates or if an offce in a Stateagency displays a wall calendar from a vendor , creating the impression of an 
endorsement. 
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6. TheEthics Liaison Officerwil have the responsibilityof keeping the records ofall such occurrences; namesof the 
employees, individuals, and companies involved, and the finaldisposition of thegiftor thing of value. 

7. Theassistance of the Directorof the State Ethics Commissionwil be availableto all Ethics Liaison Officersto aid
them in individual cases. 

Revised March 1990 
May 25, 2006 
September2006 
AppendixA.doc 
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APPENDIX B


SUBCHAPTER 6. ATTENDANCE AT EVENTS ACCEPTANCE OF HONORARIA ACCEPTANCE OF 

COMPENSATION FOR PUBLISHED WORKS, AND ACCEPTANCE OF THINGS OF VALUE 

19:61 1 Applicability 

The rules in this subchapterapply to all Stateofficialsin the Executive branch of State governent. 

19:61- 2 Definitions 

The following words and tenns, as used in this subchapter , shall have the following meanings, unless the context 

clearly indicates otherwise. 

Allowable entertainment expenses " means the costs for a guest speaker incidental music and other ancilar 
elaborate or excessive, but does not include entertainment at any meal at an event , provided they are moderate and not 

the costs of personal recreation , such as being a spectator at or engagingin a sportingor athletic activity whichmay 

occur as par of that event. 

Approval" means, for the purposes of N. A.C. 19:6l- 6.4 and 6. , written pennission from the department head to 

attend and/or participate in an event; and/or to accept direct or indirect benefits in connection with attendance. 

Department head" means the administrative or executive head of the State official's agency or his or her designee. 

Direct benefit" means acceptance by a State official ITomthe sponsor of an event or any other person of travel , meals 

accommodation , waiver of conference or event fee or any other costs associatedwith attending the event for which no 

payment is madeby the Statebut is not intendedto mean nominalrefreshments such as nonalcoholic beverages and 

snacks (doughuts, pastries and cookies). 

Event" meansa meeting, conference, seminar, speaking engagement , symposium, training course, ground-breaking, 

, open house, cocktail party, fundraiser , holiday party, social function , or similar eventthat takes ribbon-cutting, meal
place away from the State official's work location, is sponsored or co-sponsoredby a supplier or a non- State 

governent source and the invitationfor which is extended to the State official because of his or her offcial position. 

Indirect benefit" means acceptance by a State offcial ITomthe event sponsor or any other person of reimbursement for 
event for which no costs of travel , meals, accommodation, event fees , or any other costs associated with attending the 

reimbursement is made by the State but is not intended to mean nominal refreshments such as nonalcoholic beverages 

and snacks (doughnuts, pastries and cookies).

Interested party " means: 
to be 1. Any person or employee, representativeor agent thereof, who is or may reasonablybe anticipated

subjectto the regulatory, licensing or supervisory authority of the State official's agency; 

2. Any supplier, or employee, representative or agent thereof; 

that advocates orrepresents the positionsof its members tothe State offcial' s agency; 3. Any organization 

4. Any organization a majorityof whose members are as described in paragraphs 1through3 above. 

Personal funds" means fundsof a Stateoffcial. It does not include funds that are loaned, advanced,promised or 

reimbursed to a State offcial for any purposeby an interested party. 
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Published work" means any tangiblemedium of expression, including, but not limited to , literary, pictorial, graphic 
and sculptural matter;sound recordings; andsoftare. 

Reasonable expenditues for travel or subsistence" means commercial travel rates directly to and from an event and 
food and lodgingexpenses which are moderate and neitherelaboratenor excessive. 

Supplier" means anyperson that is providing or is seekingto provide or may reasonablybe expected to providegoods 

and/or services to the Stateofficial's agency, including,but not limited to, consultants, vendors and lessors. 

Thing of value" includes , but is not limited to, compensation; money; a stock, bond, note or other investment in an 
entity; employment, offer of employment; gift;reward; honorarium;favor; goods service; loan; forgiveness 
indebtedness; gratuity;property or real property; labor;fee; commission; contribution;rebate or discount inthe price of 

any thing of value; an automobile or othermeans of personal transportation; entertainment;meal; or any other thing of 
value offered to or solicitedor accepted by a State offcial in connection with his or her offcial position. 

19:61- 3 Granting of approval 

(a)For the purposes ofNJ. C. 19:61-6.4 and 6. , when a departent head grants approval to attend an event 
the deparment head shall determine whether a legitimateState purpose wil be served by attendance and shall consider 
the provisions of the Conflicts of Interest Law, the unifonn ethicscode and the agency code of ethics , any applicable 

Executive Orders, the guidelines and rules of the Commission , any deparmentaladministrative policies and anyother 

relevant considerations. Relevant considerations include, but are not limited to: 

1. The identityof the sponsor; 

2. The purpose of the event; 

3. The identity of other expected participants; 

4. Whetherattendance and/or participationin the eventwil assist the State official in carring out his or her 
official duties and supportthe mission of the agency; and 

5. The monetaryvalue and character of the costs and benefits provided by the sponsor , including whether the 
costs and benefits are comparable to those offered to or purchased by other attendees. 

(b)Approval shall berequested in writing on the fonn providedin NJ. C. 19:61- 8. Such forms shall be 
retained by the State agency for a period of five years from thedate of approval of the fonn. 

(c)When an agency has numerous divisions or similar subunits with very diverse missions, the department head 
may request that the Commissionpennit that such divisions rather than the departmentState agency be treated as 

agencies for the purposesof this subchapter. The departmenthead shall provide the Commission with infonnation 
identifyngthe diversity of the missions of the divisions and justifyngtheir separate treatment as agencies. 

19:61-6.4 Attendance at an event sponsored by an interestedparty 

(a)The State offcial shall secure the prior approval of the departmenthead to attend suchan event. 

(b)Except as provided in c)below: 
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1. The State shall pay the reasonableexpenses of the Stateofficial associatedwith attending theevent. 

2. Neither the Stateofficial nor the State shallreceive any direct or indirect benefit from any othersource. 

(c)The requirement and prohibition in (b)above need not apply if the event is designed to provide training,
dissemination of infonnation, or the exchangeof ideas and the State official is making a speech , is paricipating in a 
panel at the event or is anaccompanying resource person for the speaker and/or paricipant , subjectto the reasonable 
approval of the department head. The direct or indirect benefitprovided to the State officialby the sponsor of the event

may include the following:


1. Reimbursement or payment of actual and reasonable expenditures for travel or subsistenceand allowable 
entertainment expenses associated with attending an event in New Jersey if expenditures for travel or subsistence and
entertainment expenses are not paid for by the State of New Jersey; 

2. Reimbursementor payment of actual and reasonableexpenditures for travel or subsistenceoutside New

Jersey, not to exceed $500.
00 per trip, if expenditures for travel or subsistence and entertainment expenses are not paid

for by the State of New Jersey. The $500.
00 per trip limitation shall not apply if the reimbursement or payment is made

by:


i. A nonprofit organizationof which the Stateoffcial is , at the time of reimbursementor payment an active 
member as a result of the payment of a fee or charge for membership to the organization by the State; 

ii. A nonprofit organization that doesnot contract with the State to provide goods, materials, equipment
services; or 

iii. Any agency of the federal governent , any agency of another state or of two or more states , or any political
subdivision of another state. 

(d)If an actual conflct or the appearance of a conflict could arse under the application of (c) above, (b)above 
shall govern. 

(e)Approvals granted under (c)above must be forwarded to the Commission for review. 

(f)The State official may pay his or her own expenses with his or her personal funds. 

(g)The State official shall not accept anhonorarium or fee for aspeech or presentation at an event covered 
this section. 

Examples 

An employeeof the Departmentof EnvironmentalProtection has been invited to attend a conferenceof the 
Association of Environmental Authorities and has been asked to present a short programto explain a new series
fonns beingproposed by the Department. The Association hasoffered to waive the $200.00 conferencefee; the
conference program includes morning and afternoon refreshments and lunch. If the Departmenthead approves the 
employee s attendanceand participation in the conference, the employeemay accept the waiver of the fee andthe 
refreshments and meal included in the program. A copy of theDepartment head' s approval must be forwarded to the 
Commission. 

The Motor VehicleCommission (MVC)is considering the purchase of new pollution testing equipment. One 
of the companies that plans to submit a bid invites several MVC employeesto a demonstration of the equipment to be
held at a hotel conference center. A seafood buffet wil be served after the demonstration. With proper approval, the 
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employees may attend the demonstration, but because the companyplans to submit a bid to provide this equipmentand 
is therefore an interested pary with respect to the MVC, the employees may not parake of the seafood buffet at the 
expense of the vendor. The employees may, however, pay the cost ofthe buffet personally. 

Thee employeesfrom different units of the Deparent of Transportation are responsiblefor weekly
monitoring of a construction project.Each Friday morning, they meet with the contractor s representative at the site
field offce to review the week's progress and to assess projectedschedules. The meetings generally last one to two
hours; coffee is available , but no otherrefreshments or meals are served or offered. Becauseno direct or indirect 
benefits are offered or provided and because the meetingsare par of the employees ' job responsibilities, the meetings 
are not " events " for the purposes ofthis subchapter. 

19:61- 5 Attendance at an event sponsored by an entity other than an interested pary 

(a)The State offcial shall secure the prior approval of the departent head to attend such an event. 

(b)The State may pay the reasonable expenses of the State official associated with attending the event or may 
pennit the State official to accept direct or indirect benefits. Direct or indirect benefits may include the following: 

1. Reimbursement or payment of actual andreasonable expenditures for travel or subsistenceand allowable 
entertainment expenses associated with attending an event in New Jersey if expenditures for travel or subsistence and 
entertainment expenses are not paid for by the State of New Jersey; 

2. Reimbursementor payment of actual andreasonable expenditures for travel or subsistence outside New 
Jersey, not to exceed $500.00 per trip, if expenditures for travel or subsistence and entertainment expenses are not paid
for by the State of NewJersey. The $500.00 per trip limitation shall not apply if the reimbursement or payment is made 
by: 

i. A nonprofit organizationof which the Stateofficial is , at the time of reimbursementor payment an active 
member as a result ofthe payment of a fee or charge for membership to the organization by the State; 

ii. A nonprofit organizationthat does not contractwith the State to provide goods, materials, equipment
servIces; or 

iii. Any agency of the federal govemment , any agencyof another state or of two or more states, or any political
subdivision of anotherstate. 

(c)An interestedparty shall not provide a direct or indirect benefit to the State offcial in order to facilitate his 
or her attendance. 

(d)A State official making a speech or presentationat the event shall not accept an honorarium or fee from the 
sponsor. 

(e)Under no circumstancesshall a Stateofficial accept entertainment collateral to the event, such as agolf
outing, or meals taken other than in a group setting with all attendees, or reimbursement therefore. 

Examples 

An employee of the Commerce , Economic Growth and Tourism Commission has been invited, by the Mexican
Tourist Bureau an agencyof the Mexican government, to attend a seriesof meetings on promoting tourism in both 
countries. The employee wil be giving a speechat dinner on the final day of themeetings and has been offered a 
$500.00 honorarium. The employeemay attend the meetingsbut is not pennitted to accept an honorarium 
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connection with his speech. He may accept , directly or by reimbursement, actual expendituresfor traveland reasonable 
subsistence forwhich no payment orreimbursement is madeby the State, not to exceedthe statutory limitof $500.00. 

A local non-profit organization would like to hold a dinner/fundraiserhonoring a Technical Assistant at the 
Deparent of Insurance who has been a long-time supporterof the organization. The organization plans to use the 
Technical Assistant's pictue , name and official title onthe promotional literature. The TechnicalAssistant may attend
the event but is prohibitedfrom allowing such use of his official title forfundraising purposes. 

19:61- 6 Use of official title forprivate fundraising 

A State official shall notpermit the use of his or her official title for the purpose of fundraising for a private 
organization. 

19:61- 7 Compensation for published work(s) 

(a)A State official shall not acceptcompensation for published work(s)created as part of his or her official 
duties on State time utilizing State resources, but may accept compensation for published works not created as par
his or her offcial duties. 

(b)A State offcial shall securethe permissionof the deparmenthead to accept compensation for published
work(s)not created aspart of his or her official duties. In determining whether suchapproval can be granted , the
Deparent head shall consider the provisions of the Conflicts of Interest Law, the unifonn ethics code, the agency
code of ethics , any applicableExecutive Orders, the Commissions Guidelines for Secondary Employment , any other
applicable guidelinesor rules of the Commission any applicable administrativepolicies of the agency, and the
following conditions: 

1. Whether compensation is being paid by an interested party; 

2. Whether the published work(s)uses or discloses information not generally available to the public; 

(c)The State official shall prepare the published work(s)on his or herown time, without using the services of 
other State officials or resources owned by the State. 

(d)The State official shall not use his or her offcial title in any way in soliciting compensation. 

Examples 

As par of his official duties , a Department of Transportationemployee evaluates surveying equipment and 
trains Department employees on its use. The employee recently completed an in-depth evaluation often different types
of surveying instruments and made a recommendation to the purchasing unit. The employee would like to publishthe 
entire report in TransportationMagazine. He hasbeen offered $500 for thearticle. The Departmentmust make 
policy decision as to whether the article may be published. The employee is prohibited from accepting compensation
for the article, even if the Departent grants pennission for the publication, since it was created as part of his offcial
duties prepared on Statetime and utilzing State resources. 

An Environmental Technician at the Deparment of Environmental Protectionhas been asked to write an article 
for an environmentaljournalon how New Jerseys automobile emission standards differ from those of Pennsylvania. 
He has been offered $500 forthe article. The EnvironmentalTechnician is permitted to publish the article and receive 
compensation since it is on asubjectmatter related to , but not apart of, his official duties, so long as he prepares the
article at home, on his own time, without using any Stateresources. 

http:$500.00
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19:61- 8 Approval request form 

(a)State offcials shall use the following fonn to request approvalto attend events. 

REQUESTFOR APPROVAL FOR ATTENDANCE AT EVENT 

DEPARTMENT OF 
Name Division 
Title Telephone FAX 
E-mail address 
Event 
Sponsor 
Is the sponsor an "interested pary ? Yes 
Is the State official a speaker, panel paricipant or resourceperson? Yes _ 
Is the sponsoran agency of the federal governent , one or more otherstates or a political subdivisionthereof? Yes 

Is the sponsor a nonprofit organization? Yes _ No 
If Yes, is the employee or agency a member? Yes _ No 
Does the nonprofit organization have any contracts with the State? Yes 
Location Date(s) 
Overnight accommodation required? Yes _ No 
Out-of-state travel required? Yes 
Estimated cost? $ 
Agency to paycost? Yes 
Sponsor to pay cost? Yes 
Employee to pay cost? Yes _ 
Reason for attendance: 

Wil sponsor offer an honorarium or fee? Yes 

Employee Signature Date 
NOTE: Any substitutionsor changes of circumstances must be reported. 

************************************************************************ 

Attendance approved Yes Note: Acceptance of honoraria or fees is not permitted. 
Conditions: 

Signature Date 
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APPENDIX C


STATE EMPLOYEES' PARTICIPATION IN POLITICAL ACTIVITIES


Summarzed below are Commission cases addressingState employees' paricipation in parisanpolitical 
activities. The Commission pennits involvementin parisan political activities provided that there is no 
provision in the Deparmental code of ethics prohibiting such activities. (ElectionLaw Enforcement 
Commission, State Ethics Commission and several other agency codes have specific provisions prohibiting such 
activities.) State employees, however, may not use State time or State resources in pursuit of such activities and 
must provide notice to the Departmental EthicsLiaison Officer. 

Two sectionsof the Conflicts Law NJS.A. 52:13D- 14 and 24 address the acceptanceand/or 
solicitation of campaign contributions. 

Section 14 provides: 

No State offcer or employee, special State officer or employee , or member of the 
Legislatureshall accept from any person whether directly or indirectly and 
whether by himself or throughhis spouse or any member of his family or through 
any partner or associateany gift, favor
, serviceemployment or offer
employment or any other thing of value which he knows or hasreason to believe 
is offered to him with intent to influence him in the perfonnanceof his public 
duties and responsibilities. This section shall not apply to the acceptance 
contributions to the campaign of an announced candidate for elective public 
office. 

Section 24 provides: 

a. No State officer or employee , special State officer or employee , or member 
the Legislature shall solicit, receive or agree to receive whether directly or 
indirectly, any compensation , reward, employment, gift, honorarium, out-of-State 
travel or subsistenceexpense or other thing of value from any sourceother than 
the State of New Jersey, for any service , advice, assistance, appearance, speech or 
other matter related to the officer , employee or members official duties, except 
as authorized in this section. 

c. This section shall not apply to the solicitation or acceptance of contributions to 
the campaign of an announced candidate for elective public office, except that 
campaign contributions may not be accepted if they are known to be given in lieu 
of a payment prohibited pursuant to this section. 
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In Case No. 45- , a member of the Commission on Legalized Games of Chance requested an opinion 
from the Commissionas to whether the provisions of the Conflcts of Interest Law would restrct his 
involvement in political activitiesin the county where he resided. The Attorney General's Office was asked to 
review the requestand issuedan opinion whichadvised that the State official was pennitted to engage
political activities, barng a prohibitionagainst such activities in the Department's Code of Ethics. 

In Case No. 201- , the Commission referred a request for advice as to whether a member of a County

Board of Taxationwas permittedto becomea candidatefor and, if elected , hold an Assembly seat, to the

Attorney General. Attorney GeneralOpinion M75-2075 concludedthat a memberof a County Board
Taxation holds a State office of profit within the meaningof Aricle IV , Section V , Paragraph 4 , of the New
Jersey Constitution and , as such, was pennitted to becomea candidatefor a seat in the Legislature, but, if 
elected, must resign as a County Board Member before taking his Legislativeseat. 

In Case No. 435- , the Commissiondetennined that a Deparment of Health employeewas pennitted
to serve as chainnan or co-chainnanof a public employees' committee in support of a gubernatorial candidate. 
The State employeewas cautionedthat he must not use or attempt to use his offcial position to secure 
unwaranted privileges or advantages for the candidate of his choice. Further , he must be careful not to permit
his political activities to conflict with the proper discharge of his duties in the public interest. 

In Case No. 756- , the Commission detennined that it would not be a conflict of interest for a member 
of a County Boardof Taxation to simultaneously serve as aCommissioner on the CountyTax Board and hold 
the position of County Chainnan of a political party in the same county. 

In Case No. 972- , the Commission detennined that a HousingFinance Agency ("HFA") employee
was pennitted to run for municipal office in amunicipality where housing projectssponsored by the HF A were
located. Theemployee was cautioned that, if elected, she should not have any dealings with any projectlocated 
in East Orange as long as she was a member of the Council. 

In Case No. 987- , the Commission affinned the Department of Labor Ethics Committee determination 
that the employees position as a Democratic State Committeemanand Member of the Waren County
Democratic Committee as well as his candidacy for the LopatcongTownship Council did not constitute a
violation of the Conflicts of InterestLaw. The Commissionalso concurred with the caveatsimposed by the
Deparment prohibiting the use of State time, stationery and telephonesby the employee for his political 
activities and further extended this prohibition to include any other State resources. 

In Case No. 34- two members of the Board of Dentistry were advised that NJ.S.A. 52: 13D­
expressly permits the solicitation and acceptanceof campaign contributions for announced candidates for 
elective public offce. The dentistswere cautioned , however, about political activitieswhich directly involve 
persons subjectto licensure and review by the Board of Dentistry. The dentists sent letters, on personal
stationery, to thousands of New Jersey licensed dentists, to solicit re-election campaign funds for a New Jersey
Assemblyman. 

In May 1990, the Casino Control Commission ("CCC") requestedan Advisory Opinion from the
Commission as to whether certainpolitical activities, if engaged in by membersof the CCC would violate 
ethical restrictions contained in the CasinoControl Act or the CCC'sCode of Ethics. Because this request 
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involved a statutory interpretation , the Attorney General'sOffice was askedto review it. An Opinionwas 
received which stated that, giventhe directive in the Casino Control Act that the CCC promulgate a code of 
ethics modeled upon the Code of Judicial Conduct, it appeared that without a legislativechange to the Casino 
Control Act, members of theCCC were prohibited fromthose political andpartisan activities that areprohibited
by the Code of JudicialConduct. 

In Case No. 17- , a County Superintendent of Elections employee was advisedthat she was pennitted 
to ru for a council seat in a parisan political election because her responsibilities as ProgramCoordinator 
involved only studentvoter registration, the planing of educationalprograms and the handlingof press releases
and correspondence. The employee had no responsibilties in connection with the election process. She was 
advised, however that she should have no involvement with student voter registrationactivities in the 
municipality in which she was a council candidate. 

In 1997, in Case No. 29- , the Commission considered the effect of section 16(b)of the Conflicts Law 
on State officers and employees who serve as campaign treasurers. Section l6(b)prohibits State offcers and 
employees from representing, appearing for or negotiatingon behalf of, or agreeing to perfonn anyof those 
activities for, a pary other thanthe State in connection with any matter pending before any State agency. The 
Commission s precedent has established that signng reports, making telephone calls, attending meetings and/or 
responding to inquiries by a State agency on behalf of a third party are acts of representation. Campaign reports 
must be signed by the campaign treasurerand submitted to the Election Law Enforcement Commission 

ELEC"), aState agency, and in the event of a complaint to ELEC, the treasurer would be required to appear in 
person or respond in writing to ELEC' s inquiry. Thus, a State officer or employee is prohibited from serving as 
a campaigntreasurer because the treasurer s duties include representing the campaign organization and/or the 
candidate before ELEC. 

In Case No. 07- , a County Superintendentof Elections employeewas advisedthat his proposed 
paricipation in his frend' s campaign for municipal offce was not appropriateunder the application of section 
23(e)(5),activity which mightreasonably be expected to impair objectivity and independence of judgment, and
section 23(e)(7),appearance of impropriety. In his offcial capacity, the employee supervised a staff of 53 
employees represented the Superintendentof Elections at necessary functions and assisted voters and 
interested parties by providing requested records. 

The employeeexpected to participate in the following political activities: door- to- door campaigning, 
participating in phone bank work, coordinating volunteers , giving instructions on election procedures, staffing
the campaign headquarters, participating in voter registration drives, attendingrallies and fundraising events 
and preparing mailings to registered voters. 

In prohibiting the activity, the Commissionbalanced the State employee s interests with the public 
interest in ensuring fair and unbiased elections. 

In Case No. 05- , the Commission considered an allegation that a Department of Community Affairs ("DCA" 
employee violated the Political Activities Prohibition of the DCA Code of Ethics whenher name and picture appeared 
on a campaign mailer for a local mayoral candidate. The campaign mailer prominently featuredthe State employee in 
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her capacity as a fonner mayor. It did not mention her role with the State and did not reference any relationship 
between the municipality and the DCA. Section XI , Political Activities Prohibition, of the DCA Codeprovides as 
follows: 

An employeeshall not directly or indirectly use or seek to use his authority or the 
influence of his position to control or modifythe political action of another person. 
employee during the hours of duty shall not engage in political activity; nor shall he at 
any other time paricipate in political activities, which would impair his usefulnessin the 
position in which he is employed. A State employee retains therightto vote as he 
chooses and to express his opinions on political subjectsand candidates. 

The Commission dismissed the allegation, noting that Section XI of the DCA Code of Ethics specifically states 
that a Stateemployee retains the rightto express opinions on political subjectsand candidates. The Stateemployee 
exercised that rightwhen she endorsed the candidate in his election campaign. 

Additional Restrictions. The Department of Personnelhas issued regulationsthat address the political 
activities of Stateemployees. These regulations , which reference the Federal Hatch Act , are not administered 
or enforced by the Commission and are printed here for the reader s infonnation and convenience. 

N.J.A. 4A:I0- 1.2 Political activity 

a. 	 No employeein the career or senior executive service shall directly or indirectly use or seek to use his or her 
position to control or affect the political action of anotherperson or engage in political activity during 
working hours. SeeNJ.S.A. llA:2- 23. 

b. 	 No employee in the career, senior executive or unclassified services whose principal employment is 
connection with a program financed in whole or in par by Federal funds or loans, shall engage in any of the 
following prohibited activities under the Hatch Act (5 D. C. 1501 et seq. 

1. Be a candidatefor public offce in a partisan election. This provision does not apply to the Governor 
the mayor of a city, the electedhead of an executivedeparment or an individual holding elective office 
where that office is the sole employment connection to federally funded programs; 

2. Use official authority or influence that interferes with or affects the results of an election or 

nomination for office; or


3. 	 Directly or indirectly coerce contributions from subordinates in support of a political party or candidate. 

c. 	 The offce of theSpecial Counsel of the United States Merit System Protection Board has responsibility for 
the investigation of HatchAct matters. 

N.J.A.C 4A:2- 1 General provisions 

b. 	 An appointing authority shall not takeor threaten to take any action against an employee in the career 
service or an employee in the senior executiveservice with career statusbased on the employee 
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pennissible political activities or affiliations. This subchaptershall also apply to State serviceemployees in the 
unclassified service whodo not serve inpolicy-makingor confidential positions. 

July 1997 
March 1998 
September 2003 
July 2004 
June 2006 
politics.doc 
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STATE OF NEWJERSEY OUTSIDE ACTIVITYQUESTIONNAIRE 

Name: 

Work Address: 

Department: 

Division/Bureau: Telephone Number: 

Civil Service Title: Functional Title (ifdifferent): 

Job Duties: 

1. Are you currentlyengaged in any business, trade, professionand/or part-time or full-time employment 
outside of or in additionto your State employment? 

If Yes, you mustanswer question 2. 

Yes 

s) orBusiness( 
offcer. 

Address: 

Type of Business: 

Describe responsibilities: 

Outside Employment(pleasespecify): 

Days Worked per Week: 
Hours Worked: Per Day Per Week 

2. Name of OutsideEmployer( es). Pleaseindicate if you are an owner, partner or corporate 

Is your employment or business being performed for or with any other Department employee or official? 

Yes 

Name of employee or official and title: 

Does your outside employment or business require/cause you to have contacts with other NJ State 
agencies, vendors, consultants or casino licenseholders? 
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Yes 

If yes, explain. 

3. Do you hold a license issuedby a State agency that entitles you to engage ina particular business, 
profession, trade or occupation? 

Yes If yes, type of license 

When was license issued: Active Inactive 

4. Do you currently holdor plan to hold outside voluntary position(s)? Yes 

If yes, explain 

5. Are you an officer in any professional , trade or business organization? Yes 

If yes, explain 

6. Are you serving inany public offce , or considering appointment orelection to any public office? 

Yes 

What is the type of elective/ appointive position? 

What are your duties? 

Hours engaged in elective / appointive activity: 

7. Are any membersof your immediate family employed by or, through partnership or corporate office 
holding an interest in any firm performing any service for the Stateof New Jersey or directly or indirectly 
receiving funding from the State? 

Yes 

Family Member s name 

Nature of Employment 
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Duration: Permanent Temporary 

8. Are any members of your immediate family employed by a New Jersey casino or an applicant for a

casino license?


Yes 

Family Member s Name Relationship: 

Name of Casino: 

I certify that this questionnaire contains no wilful misstatement of fact nor omission of material fact 
and that after it is submitted, any future activity subjectto disclosure wil be reported before
engage in such activity. 

Signature ofEmployee Date 

Immediate Supervisor (checkone) 

Approved Disapproved 

Signature: 

Date: 

Comments and/or reason for disapproval: 

Ethics Liaison Offcer (checkone) 
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Approved Disapproved 

Signature: 

Date: 

Comments and/or reason for disapproval: 
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Please provide the employee with a copy of the Approved/Disapproved Form. 

APPENDIX E


GUIDELINES GOVERNING OUTSIDE ACTIVITIES 

These Guidelines present a comprehensive overview of decisions and policies of the State Ethics Commission 
concerning outside activities , both compensated and uncompensated. The Commissionhas addressed outside activities 
under the application of standards embodied in the New Jersey Conflicts of Interest Law NJS.A. 52:13D- 12 et seq. 
sections 16 , representation, appearanceor negotiation regarding a proceeding pending before a Stateagency; 17.2(b),
State employee/family member relationships with casino applicantsor licensees; 19 , contracts with State agencies;
23(e)(1),interest in substantial conflict with offcial duties; 23(e)(2),licensed or regulated activities; 23(e)(3),
unwarranted privilege; 23(e)(5),employment or service reasonablyexpected to impair objectivityand independence of
judgment;23(e)(7),appearance of impropriety; 24 , receipt of thing of valuefor service related to official duties; 25 
information not generally available to the public; and NJ. A.C. 19:61- 7(b),compensation for published works. 

Uniform Ethics Code. Pursuant to Section VI of the Uniform Ethics Code , State officers and employees must obtain 
the approval of the agencyEthics Liaison Offcer prior to engagingin any outsideactivity. An agency may find it 
administratively efficient to exempt disclosure of specific kinds of outsideemployment; for example , part-time work 
for businesses not related to the position of employment in the agency. 

Agency Code of Ethics. Each State agency is required to promulgate a code of ethics to address the particular needs 
and problems of the agency. The agencycode of ethics is a supplement to the Unifonn Ethics Code and may prohibit 
certain types of outside employment. 

Outside activities disapproved by a State employees agency may be appealedto the Commission. Appeals 
should be directed in writing to the ExecutiveDirector, StateEthics Commission, 28 West StateStreet, P.O. Box 082, 
Trenton, NJ 08625. 

Review/Approval Process. The following issues must be examinedby the agency Ethics Liaison Officer 
detennining whether an outside activity can be approved.Does the outside position require representation before a 
State agency? Does the outside position involve a casino licensee or applicant for a casino license? Doesthe outside 
activity involve contractingwith a Stateagency? Is there a significant overlap in the duties and responsibilitiesof the 
two positions? Does the State employee s agency have control , supervision or jurisdictionover the outsideentity? 
Does theoutside entity receive grantsfrom or contractwith the State employee s agency? Does the outside activity 
involve a published work? Does the outside interest involve political activity? These Guidelinespresent summares 
past Commission cases, organized under the questions listed above. The casepresentations are solely to provide 
examples of outside activities that have been addressedby the Commission. Also included are general explanations of 
the statutory provisionsapplicable to outside employment/volunteer activities. 

Does the Outside Position Require Representation Before a State Agency? Section 16(a)of the ConflictsLaw 
prohibits a special State offcer or employee, or any partnership, firm or corporation in which he has an interest, from 
representing, appearing for , or negotiating on behalf of, or agreeing to perform any of the aforementioned , on behalf of 
any person or party other than the State in connection with any cause, proceeding, application or other matter pending 
before theparticular agency in whichsuch special State offcer or employee holdsoffice or employment. 
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Section 16(b)of the Conflcts Law prohibitsa State officer or employee, or any parnership, finn or corporation 
in which he has an interest, from representing,appearng for , or negotiating on behalf of, or agreeing to perfonn any 
the aforementioned, on behalf of, any personor pary other than the State in connection with any cause, proceeding, 
application orother matter pendingbefore any State agency. 

Interest" is defined in section 13(g)of the Conflicts Law as (1)the ownership or control of more than 10% 
the profits or assets of a finn, association, partnership, or more than 10% of the stock in a for-profit corporation, other 
than a professional servicecorporation or (2)the ownership or control of more than % of the stock in any corporation 
which is the holder of or applicantfor a casino license or in any holdingor intennediar companywith respect thereto. 
In the case of a professional service corporation, the provisions governing the conduct of individuals are applicable to 
shareholders, associatesor professional employees regardless of the extentor amount of their shareholder interest in 
such corporation. 

Section 16(c)sets forth exceptions to the general prohibitions of sections 16(a)and 16(b)'Those exceptions 
include matters (l) pendingbefore any court of record in the State , (2)in regard to a workers ' compensation claim , (3)
in connection with the detennination or review of transfer , inheritance or estate taxes , (4)in connection with fiing 
corporate or other documents in the Office of the Secretary of State , (5)before the Division on Civil Rights, (6)before 
the StateBoard of Mediation, (7)before thePublic EmploymentRelations Commission, (8)before the Unsatisfied 
Claim and Judgment Fund Board , (9)before any State agency on behalf of a county, municipality or school distrct or 
any authority, agency or commission thereof exceptwhere the State is an adverse party and provided the State 
employee does not hold office or employment in the State agency where the matter is pending. 

Engineers. In Case No. 93, the Commission was asked to consider the extent ofthe section 16(b)prohibiton in the 
case ofa Department ofTransportation ProjectEngineer. The ProjectEngineer requestedan opinion as to whether 
his secondary employmentperformingdam inspectionsforprivate land ownersand completing reports to be submitted 
to the Department ofEnvironmental Protection and Energy ("DEPE" ) constitutedrepresentational activityprohibited 
by section 16(b). TheCommission determined that the preparation of thedam inspection reports, attendance 
meetings at the DEPE, telephone conversationswith DEPE employeesregarding the reportsand the submission 
correspondence to DEPE on behalf of clients constituted representational activityprohibited by section16(b)ofthe 
ConflictsLaw. The Commission also determined that submission ofthe reports by the third-party clients would not 
mitgate theviolation. 

In several casessince 1993, the Commissionhas foundthat State employeeswho sign documents,make 
telephone calls or submit correspondence in connection with matters pending beforea Stateagency are in violation 
section 16. 

Tax Preparers. The Commissionhas addressed the issue ofwhether a State employee s outside employmentpreparing 
State income tax returns is violative ofsection 16(b)ofthe Conflicts (CasesNo. 619­Law on a number ofoccasions 
830-79, 828- 908-80). In thesecases, the Commission permitted the Stateemployees to continue their outside 
employment as tax preparers, but advisedthem that they had an obligation to informclients that in the eventof 
dispute, the State employees could not appear beforethe Division ofTaxation or any other State agency. In 1993 the 
Commission revisited the issue , determinedthat the pre parer s signature on the Statetax return doesnot constitute 
representational activity,and confirmedits earlier rulings. 
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Attorneys. In Case No. 48-89, a Member ofthe Statewide Health Coordinating Council ("SHCC' ') requested advice 
fromthe Commission as to the applicabilty ofSection 16(a)of theConflictsLaw to her situation. The Member 
secured employment in the health care departmentofa New Jersey law firmand asked what effecther employment 
with thefirmwould have on thefirmand its clients. The firm, a partnership, represented providers ofhealthcare goods 
and services beforethe Department of Health The Members status with , the SHCC, and otherrelated public bodies. 
thefirmwas that ofemployee; she had no interest in thefirmas defined Law.in section 13(g)ofthe Conflicts 

The Commission advised the Member that section 16(a)prohibited herfromrepresenting, appearing for, or


negotiating on behalfofany party other than theState in connection with any matter pending beforethe SHCC. This 
prohibition did not extend to thelawfirmbecause the Memberhad no interest in the firm. 

In Case No. 394-76, the Commissionconsidered whether it would be a conflictof interestfor a Project
Specialist, Department ofHealth ("DOH" ), to maintaina part- time law practice out of hishome. In his offcial 
capacity,the employee was responsiblefordeveloping and evaluating a rate system forpayment ofhospital costs based 
on diagnostically related ilness. The Commissiondetermined that the DOH employee was permitted to engage in the 
outside practice of law with the understanding that he refrainfromrepresenting any person or party, includingnon-

New Jersey governmental agencies, in any caserelated to rate-setting in health care facilitesor other providers 
medical care. This would avoid any possibilty that decisions or conclusionsrendered in such a case could be used to 
challenge the rate systems inNew Jersey. The DOH employee had voluntarily agreed that he would not represent any 
health care facilitiesor other providers ofmedical care within the State while employed by the DOH 

In Case No. 355- Administrative Assistant, Child Care Licensing Section, Division of Youthand Family 
Services, Departmentof HumanServices, the Commission determined that no conflictexisted between the 
Administrative Assistant s State position and his private law practice provided that herefrainfromofferingservices in 
any child family,or licensing mattersin which DYFS was involved or might be involved. 

Campaign Treasurer. In Case No. 29- the Commission determined that, under the operation ofsection 16(b)
the Conflicts Law as campaign because campaign reports, State employeesare prohibitedfromacting treasurers 
signed by them must be submitted to the Election Law Enforcement ELEC"), and the eventofCommission (" , in 
complaint to ELEC,a State employee would be required to appear in person or respond in writing to ELEC' s inquiry. 

Does the Outside Position Involve a Casino Licensee or Applicant for a Casino License? 

State Officer or Employee. A State officer or employee, other than a State officer or employee included in the section 
17.2(a)definition of " person " may hold employmentwith the holder of or applicant for a casinolicense only if the 
Commission grants a waiver. A waiver of the prohibition can be granted if, in the Commissions judgment, such 
employment wil not interfere with the responsibilities of the State offcer or employee and wil not create a conflct of 
interest or reasonable risk of the publicperception of a conflct of interest. Waiversmay be soughtby contacting the 
Commission. 

Family Members. Members of the immediate family of a State officer or employee or of a person, may also hold 
employment with the holder of or applicantfor a casinolicense by obtaining a waiverfrom the Commission. 
immediate family memberis defined as a spouse, child, parent or sibling residing in the same household. 
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Does the Outside ActivityInvolve Contracting With a State Agency? Section 19(a)of the Conflcts Law prohibits 
a State officer or employee or from entering into a contract, valued at $25 or more, with any State agency. A special 
State offcer or employee having any duties or responsibilities in connection with the purchaseor acquisition of 
property or servicesby the Stateagency is restricted from contracting with hislher agency. This prohibitionalso 
extends to parners or any corporation which the State officer or employee or special State officer or employeecontrols 
or in which he ownsor controls more than 1% of the stock. 

Section 19 exemptsonly three categories of contracts from this general prohibition: (1)contracts made after 
public notice and competitive bidding; (2)contracts that may be awarded without public advertising and competitive 
bidding pursuant to NJS. A. 52:34- 10 or similar provisions; and (3)contracts of insurance entered into by the Director 
of the Division of Purchase and Property, Deparent of the Treasur, 62.pursuant to NJS. A. 52:27(b)­

State employees must receivethe approvalof the Commissionprior to contracting under any of the section
19(b)exceptions. TheCommission has approved many requests over the years by State employees to bid on contracts 
that aresubjectto public notice andcompetitive bidding. Such requests are generally approved if the contract 
question is not with the State employee s own agency. The Commission has relied on section 23(e)(7),the appearance 
section of the statute , in limiting a State employees participation in the contracting process when the contract is with 
hislher own agency. 

The Commissionhas also granted approval for contractsthat may be awarded without public advertising and 
competitive bidding pursuantto NJ.S.A. 52:34- , where the State employeeis the sole source of supply for 
paricular good or service.NJS. A. 52:34- 10 also exempts purchases from the federal or any State governent or any 
agency orpolitical subdivision thereof; public exigency; contracts where more favorable tenns can be obtained from a 
primary source of supply; seasonalarticles or wearing apparel;where commodities traded on a national commodity 
exchange are to be purchased and fluctuations of the market require immediate action; or the equipmentto be 
purchased is of a technicalnature and procurement without advertising is necessaryin order to assurestandardization 
of equipment and interchangeability of pars. 

Visually Impaired (" that the 
Commission approvean exceptionto section 19 to permit the CBVI to contract with a State employeefor the 
development ofa computer softwarepackage. The Stateemployee was identifedby the CB VIas thesole source 
supply for generating , with the 

In CaseNo. the Commission for the Blindand CBVI")requested 

this program. The Commissionapproved the contract, pursuant to NJS.A. 52:34­
understanding that all work would be performedon the State employees own time and without the use of State 
resources. 

In 1992 the Commissionconsidered whether a Department ofHuman Servicescaseworker could continue 
performpsychosocial evaluations ofjuvenileinmates for theDepartment ofCorrections (" No. 30-92.DOC" ), Case
The Commission determined that section19 permitted dual employmentby two diferentState agencies but did not 
permit personal servicecontracts. The Commissiondetermined that caseworker s arrangement with the DOC was 
personal service contract that did not fall withinthe exception ofsection 19(b).They noted that while it was a contract 
that couldbe awarded without public notice and competitive bidding, the authorityfor suchan awardwas N.J.S.A. 
52:34- 9; section 19(b)only allows contracts whichare awarded pursuant to N.J.s.A. 52:34-10. 

In Case No. 25-94, the Commission considered whether a Statistical Engineer, Bureau of Materials 
Engineering, Department ofTransportation, was permitted, under section19, to provide photography services to the 
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State Museum and other State agencies. The Commission determined that theStatistical Engineer could not contract 
with the State Museum to performphotography work becausethe contractswere not subjectto public notice and 

10.competitve bidding and did notfallwithin the exceptions ofNJS.A. 52:34­

In Case No. 15-99, the Commission affrmeda DepartmentofHuman Services (" that a DHSDHS") decision 
employee was prohibited, under section 19 ofthe Conflicts Lawfromserving as a pool attorney for theOffceofthe 

Public Defender ("OPD ). The OPD uses theservices oflicensedNew Jersey attorneys to handle "pool" cases,cases 

that have multiple defendantsor cases that employees ofthe OPD cannot handle because ofthe volume or backlog 

work or a conflictofinterest. TheDHS employee appealed to the Superior Court, AppellateDivision, which upheld the 

Commissions decision. 

Licensed or RegulatedActivities. Pursuant to section 23(e)(2)of the Conflcts Law, all occupational,trade, business, 

or professional licenses issued by a State agency must be reported to the Commission. Such licenses include, but are 

not limited to, attorney, physician, nurse, phannacist, engineer,real estate, insurance, private detective,and teacher. 

the license is inactive, please so note. As is thecase with any secondar employment activity, a State employee must 

receive the prior approval of the agency Ethics Liaison Officer prior to anyoutside use of a professionallicense. 

Is There a Signifcant Overlap in the Duties and Responsibilties of the Two Positions? In Case No. 40- 91, the 

Commission considered an appeal by the Director ofSocial Services, OffceofPublic Guardian("OPG ), Department 

of Community DCA ), that her proposed pursuit ofa private practice " wasAffairs (" as an " Eldercare Consultant
incompatible with her State position ofDirector of SocialServices, OPG. The DCA Ethics Committeedenied the 

secondary employment based on the fact that the two positons dealt with the samegeneral area, the duties and 

responsibilites ofthe two positions were similar, and the possibilty existedthat there were individuals , organizations, 

and entitiesthat the DCA employeemight deal with in bothpositions. The Commissionconfirmedthe ruling ofthe 

DCA Ethics Committee. The Commissionreviewed the situation under sections 16(b),23(e)(3),(5)and (7)of the 

ConflictsLaw. 

In Case No. 769- the Commission considered whether it would be a conflictofinterest for the Coordinator 
to serveGovernment and Small Business Aids, Division ofEconomic Development, DepartmentofLabor and Industry, 

ofa local developmentcorporation designedto help small businesses on a local level. The Commission as a trustee 

noted that it appeared that the Coordinator would beproviding on a local level the same service that he was authorized 

to offerin his State positon. Moreover, it would not beunreasonable to expect that he would review applications for 
State aid submitted by thesmall businesses he had assisted on a local level. The Commission determined that it would 

be a conflictfor theCoordinator to hold hispresent State positon and concurrentlyserve as a trustee of the local 

development corporation. The Commissioncited section23(e)(5)in its determination. 

In Case No. 1127-82, the Commissionconsidered an appeal by theAssistant Chiefof VitalStatistics and 

Registration, Department ofHealth ("DOH"),froma determinationby the DOH that he should discontinue activites 
in connection with a company owned by him and a co-worker.The company sold vital records binders to 
municipalities for useby local registrarsfor thepurpose offilingoriginal vital records. In his offcialcapacity, the 
State employeewas responsiblefor assisting in includingand instructing local registrars a number of matters 
maintenance ofvital records files. Hispartner hadeven more contact with local registrars in that he was responsible 

forsupervising and training vital statisticsfieldpersonnel who provided technical assistance and guidelines to them. 
inspections ofoffcesoflocal registrars toensure compliance with federalHe furtherwas responsiblefor conducting 
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and State laws and to ensure the proper maintenance ofrecords. TheCommission upheld the DOH's determination 
that the sales activityhad suffcientrelationship to their offcialresponsibilties so as to come within the prohibition 
section 23(e)(5). 

Does the State Employees Agency Have Control , Supervision or Jurisdiction over the Outside Employer? 
numerous cases , the Commission has detennined that State employees canot engage in secondary employment when 
their activities aresubjectto regulation or inspection by the agency for which they work. 

In Case No. 20-92, a Public Health Representative Medical Services ("1, Offce of Emergency OEMS" 
Division ofHealth Facilities Evaluation and Licensing ("DHFEL ), Department ofHealth ("DOH" ), appealed
decision ofthe DOH Ethics Committee that her secondary employment as a per diem evening shif nursingsupervisor 
at a local hospitalconstituted a conflictofinterest with her Departmental employment. The OEMS is responsible for
certifingand conducting routine inspections of hospital-based Mobile Intensive Care Unit programs. 

In her capacity as an eveningnursing supervisor at the hospital the DOH employee was the on-site 
administrator in charge of thehospital during her shif. Shehad receivedapproval fromher supervisorprior 
accepting the outside employment. Subsequent to that approval , OEMS was transferredto the DHFEL. The DHFEL is 
responsible for licensinghealth facilitiesin the State and for conducting of thefacilitiesinspections to ensure 
compliance with statutory and regulatory requirements. TheCommission foundthat the DOH Ethics Committee had 
balanced the integrityofthe DOH' s inspection system against the employee s abilty to pursue part- time employment 
and affrmedthe ruling ofthe Committee and the policy prohibiting such activities. The Commissionreviewed the 
situation undersections 23(e)(5) Law.and (7)ofthe Conflicts 

In Case No. 26- the Commission concurred with the Department ofLaw and Public Safetythat a Safety 
Specialist , Division or Motor Vehicles (" small holes, chipsDMV"), couldnot engage in outside employment repairing 
and cracks in automobile windshields because his customers would be subjectto DMV inspection. 

In CaseNo. 24-97, a ConservationOffcer III Division of Fish, Game and Wildlife, Department
Environmental Protection ("DEP ), appealed the DEP' s denial ofhis secondary employment request to participate in 
the commercial harvest ofeels/elvers. The DEP, through the Division , regulates and oversees New Jersey freshwater 
fisheriesand regulates the commercial harvest ofelvers. TheDEP employee, in his offcialcapacity, spentbetween 40 
and 60 percent of his enforcement during the season. The Commissionhours working on elvering enforcement 
concurred with the DEP's decision that the employee be denied permission to engage in the commercialharvest 
eels/elvers. The Commission reviewed the situation under sections 23(e)(1),(4),(5),and (7)ofthe ConflictsLaw. 

Does the Outside EntityReceive Grants from or Contract with the State Employee s Agency? In July 2000, in 
Case No. 20- , the Commission detennined that , code of ethics or other, in the absenceof enabling legislation
applicable guidelines, regulations, or policies that prohibit such activity, that all outside employmentsituations 
involving grant or contractual relationships take into account the following factors, in addition to the other factors set 
forth in these Guidelines, in determining whether approval maybe granted. 

Whether the position in question was created as a result of the State grant or contract. 

Whether the Stateemployee is in a policymaking or decisionmakingposition. 
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Whether the State employee had any involvement in the drafting or review of the RFP, the award of the grant 
negotiation of the contract, or has oversightresponsibilities in connectionwith the grant or contract. 

Whether the State employee, in hislher offcial capacity, has authority to refer clients to theoutside entity. 

Whether the outsideposition is in the same geographic area as the employee s State position. 

Whether the State employee has had or can be expected to have any official interaction with the grant recipient 
contractor in hislherofficial capacity. 

In CaseNo. 20- , the Commissionnoted that its previous decisions regarding special State officers remained 
unchanged. Board and commission members make policy, establish grant criteria , review proposals , make decisions 
oversee grants and can be expected to have official interaction with the grant recipient(s). Thus, special State officers 
canot represent parties before their agencies, cannot receivefunding, directly or indirectly, from their agencies, and 
canot provide services for agency-funded programs. 

Published Works. Under N. C. 19:61- 7(b),section 24 of the Conflcts Law, andCommission precedent, a State 
employee may accept compensation for published works under the following conditions. 

There is no prohibition governing such activity in the Department's enabling legislationor Code of Ethics. 

The State employee must obtain prior approval from hislher Department head. 

The published work must not use or disclose infonnation not generally available to the public. 

The State employee must not use State time or resources in connection with the published work.


The State employee must not use hislher official title in connection with publication or promotion of the

published work.


The State employee cannot promote advertise or solicit sales of the published work to co-workers or 
individuals with whom he/she has official dealings. 

The State employee may not contract to sell the published work to the State except in compliance with section 
19 of the ConflictsLaw. 

The published work must not have been prepared aspart ofthe State employee s offcial duties. 

In addition, under the current rule , the receipt of compensation from an "interested party" is not prohibited, but 
is a factor to be consideredin deciding whether to grant approval. 

In Case No. 255- the Commissionconsidered whether employeesof thePublic Broadcasting Authority 
PBA ") couldreceive a compensation feeforjournalisticwork used on a commercialstation. Various journalists

employed full-time by the PBA were approached for the use ofnews items that they wrote during the hours that they
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were employed by the State. These scripts, filmsor tapes were being usedon commercial TV channels. The 
commercial stations wished tocompensate thejournalistsfor the use oftheir work. The Commissiondetermined that it 
would be a violation ofsection 24 ofthe Conflicts employees to receive compensation fromany sourceLaw for State 
other than the Statefornews items created as part oftheir offcialduties. 

In Case No. 84, the Commissionfoundthat the SupervisingProgram Development Specialist , Bureau 
Research, Division of Youthand Family Services (" ofHuman Services (" notDYFS' '), Department DHS' '), could
accept a cash award froma gerontological societyfora paper prepared by him as a D YFSemployee. 

The DHS wasawarded a grant to study abuseof theelderly. Because of hisexperience in the field 
gerontology, the State employee was assigned the task ofpreparing a paper on the subjectas part ofhis offcialduties. 
The paper was prepared entirely on State time with grant monies administered by the State. The State employee 
then submitted the paper for considerationfor anannual researchaward and wasthe recipient ofthat award. The 
Departmental Ethics Review Board concluded that the acceptance ofthe cash award was violative ofthe Department 
Code of Ethics. The Commissionnoted that the employee had solicited the award and affrmedthe DHS' 
determination. The Stateemployee appealed the Commissions decision to the Superior Court, Appellate Division, 
which upheld the Commission s determination. 

In 1997 the Department ofLaw and Public Safetyrequested an opinion as to whether a Division ofLaw Deputy 
Attorney General (" permited to co-author a book aboutpsychics and theparanormal, CaseNo. 3-97.DAG' ') was
The DA wanted to write the book in herprivate capacity and use her married name(sheis known by her maiden 
name in her employment with the Department).The Commissiondetermined that the DA was permitted to co-author 
the book under the followingconditions: that she notreferto her status as a DAG or member ofthe Department; that 
she not permit the use ofher title or employmentin connection with publication or promotion ofthe book; that she not 
write about an activecase or use not generally available to the public; that she avoid any legal analysisinformation 
that could beinterpreted asDivision ofLaw work product; thatshe not use State time or resources in connection with 
her outside activity. 

In Case No. 34- the Commission determinedthat the Managing Actuary, Division of Lifeand Health 
Department ofBanking and Insurance (" market a studyguide utilized byDOB!"),was permitted to co-author and 
students preparing to take the Society ofActuaries (" examination under the Commissions rules,SOA") professional
precedent , the ConflictsofInterest Law andthe DOBI Code ofEthics. In approvingthe activity,the Commission took 
into account thefollowingfactors: the study guide is sold nationally and not just toNew Jersey exam registrants, the 
employee co-authored the book while at Temple, uses only his name and not his offcialtitle in connection with the 
study guide and does not directly solicit regulated entities. 

Additional examples of published works situations that have been addressed by the Commission can be found 
under "Published Works" at http://ni.gov/ethics/statues/guide/published works.html 

Political Activity. The Commission permits involvement in partisan political activities provided that there is no 
provision in the agency code of ethics prohibitingsuch activities. State employees, however, may not use State time or 
State resources in pursuit of such activities andmust notifytheir Departmental Ethics Liaison Offcer. The Department 
of Personnel has issued regulations that address the political activities of Stateemployees. These regulations, which 
reference the Federal Hatch Act, are not administered or enforced by the Commission. 

http://ni.gov/ethics/statues/guide/published
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In Commission Case No. 435-77, the Commissiondetermined that a Department ofHealth employeewas 

permitted to serve as chairman or co-chairmanof a public employees in support of a gubernatorial' committee 
candidate. TheState employee was cautioned that he must not use or attempt to use his offcialposition to secure 

unwarranted privileges or advantages for thecandidate ofhis choice. Further, he must be carefulnot to permit his 
political activites toconflictwith theproper dischargeofhis duties in the public interest. 

In Commission Case No. 34- two members ofthe Board ofDentistry were advised that NJ. S.A. 52: 13D­
expressly permits the solicitation and acceptanceofcampaign contributions for announcedcandidates for elective 
public offce.The dentists were cautioned, however, about political activites whichdirectly involvepersons subject 
licensure and review by the Board ofDentistry. The dentists sent letters, on personal stationery, to thousands ofNew 
Jersey licensed dentists, to solicit re-election campaign funds for a New Jersey Assemblyman. 

Additional examplesof political activity situationsthat have been addressed by the Commission can be found 
under "Political Activities" at http://ni.gov/ethics/statues/guide/political activities.html 

Prohibited Outside Activity Certain Officials. Section 24d.(l) of theConflcts Law prohibits certaindesignated 
State officers from soliciting, receiving or agreeing to receive , whether directly or indirectly, any compensation, salar, 
honorarum , fee, or other fonn of income from any source , other than the compensation paid or reimbursed to himler 
by the State for the perfonnanceof official duties, for any service, advice, assistance, appearance, speech or other 
matter , except for investment income from stocks , mutual funds, bonds, bank accounts, notes , a beneficial interest in a 
trst , financial compensation received as a result of prior employment or contractual relationships, and income from the 
disposition or rental of real property, or any other similar financial instrment and exceptfor reimbursementfor 
authorized travel. 

For the purposesof this provision, designatedState officer includes: the Governor , the Adjutant General, the 
Secretary of Agrculture , the Commissionerof Banking and Insurance , the Secretaryand Chief, the Attorney General
Executive Officer of the Commerce and Economic Growth Commission, the Commissioner of Community Affairs, the 
Commissioner of Corrections, the Commissionerof Education, the Commissioner of Environmental Protection, the 
Commissioner of Health and Senior Services , the Commissionerof Human Services , the Commissioner of Labor and 
Workforce Development, the Commissioner of Personnel, the President of the State Board of Public Utilities, the 
Secretary of State , the Superintendentof State Police, the Commissioner of Transportation, the State Treasurer, the 
head of any other departmentin the Executive Branch, and the following membersof the staff of the Office of the 
Governor: Chief of Staff , Chief of Managementand Operations, Chief of Policy and Communications, Chief Counsel 
to the Governor Director of Communications Policy Counselor to the Governor and any deputy or principal 
administrative assistant to any of the aforementioned members of the staff of the Office of the Governor. 

Note also that, pursuant to Section X of the Unifonn Ethics Code, an agency head or assistant head is prohibited 
from engaging in anyprivate business transactions with any employee of his /her agency. 

General Caveats. The Commissiongenerally provides the following advice to individuals with approvedoutside 
activities. State time cannot be used for outside activities. State resources , including but not limited to telephones 
facsimile machines. e-mail, copy machines, mail service and offce supplies, cannot beused for outside activities. 
Coworkers and/or individuals with whom the State employee comes in contact in his/her offcial capacity cannot be 
solicited as clients for outside activities , including but not limited to real estate services , cosmetic sales , consulting 

http://ni.gov/ethics/statues/guide/political
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services, and legal services. State employees are also prohibited from referrng clients to any finn with which they are 

associated. 

September 2004 
June 2006 
August 2006 
outsideactivity.doc 
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APPENDIX F


Blind Trusts 

1. For those situations where a blind trust may be utilized by a State officer or employee or special State officer or 
employee, hislher spouse or domesticpartner or dependent children, and approved by the Commission, such trust shall 
contain the following characteristics: 

a. The trust shall not contain investments or assets in which the holder s ownership rightor interest is required to be 
recorded in a public office or those assets whose pennanency makes transfer by the trustee improbableor impractical; 
these investments or assets would include, but not be limited to, businesses, real estate, security interestsin personal 
property and mortgages; 

b. The trust shall contain a clear statement of its purpose , namely, to remove from the grantor control and knowledge 
of investment of trust assetsso that conflicts between grantors responsibilitiesand duties as a public employee 
public officer and hisor her private business or financial interests wil be eliminated; 

c. The trust shall be irrevocable , and shall be tenninated only upon thedeath of the public employee or public offcer 
or upon termination of his or her status as a public employee or public offcer whichever shall first occur; 

d. The trusteeshall be directed not to disclose to the grantor any infonnation about any of the assets in the trust; 

e. The trusteeshall be required either to: 

(1)prepare and file the grantors personalincome tax returns, withholding from distributionof the trust's net income 
amounts suffcient to pay the grantors tax; and furtherto participate in the audit of the grantors returns during the 
period of the trust with authority to compromise the grantor s tax liability; or 

(2) submitto the grantor, for income tax purposes, a certification of income paid without identifyingthe assets 
producing such income; 

f. Among its other powers , the trustee shall have authority to detennine whether any of the assets originally transferred 
to the trustee are to be sold and, if so, when; 

g. A provision shall be includedin the trust agreementprohibiting the trusteefrom investing the trustproperty in 
corporations or businesses which do a significant amount of business with the State of New Jersey or from knowingly 
making any investmentin a corporation, business or venture over which the grantorhas regulatoryor supervisory 
authority by virtueof his or her officialposition; 

h. The grantorshall retain no control over the trustee nor shall he or she be permitted to make anyrecommendations or 
suggestions as to the trust property; 

i. The trustee shallbe a commercial trustee and not a natural person; 
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j. Theprincipal benefit to be retained by the grantorshall be the rightto receive income from the assets transferred 
the trst; 

k. The trst shall not become effective until submittedand approved by the Commission; and 

1. The trust agreement shall provide the trustee wil give the Commission accessto any records or infonnation related 
to the trust which is necessar for the perfonnance of the Commissions duties. 

2. A copyof the executed blind trust agreementshall be filed with the Commissionand with the head of the 
deparent in which the State officer or employee holds hislher position. If the grantor is the head ofthe deparent , a 

copy of the executedblind trust shall be filedwith the Chief Counsel to the Governor. Attached to such copy shall be a 
brief statement outlining the business or financial interests from which the State officer or employee seeks to remove 
himselflerself and the actual or potential conflcts of interest, or appearance of such conflicts , which he/she seeks to 
avoid by use of the trust agreement. 

Blind Trust.doc 
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APPENDIX G


GUIDELINES GOVERNING THE USE OF OFFICIAL STATIONERY 

State offcers and employeesand special Stateofficers and employeesfrequently write letters for varous 
purposes which are not always related to their official duties. Questionsabout the propriety of letters writtenon State 
stationery to further the personal interest of the offcer or employee or another individual or entity have been addressed 
to the State Ethics Commission. To help resolve these questions, the Commissionhas established the following
Guidelines to clarfythe use of official stationery for purposes otherthan the conduct of a State agency s business. 

Permissible Uses of Official Stationery 

The Commission has determined that the following uses of State stationeryare generally pennissible: 

1. To recommenda current or fonner employeeor colleague for another position, admission to a school or 
program , etc. 

Example: Recommendinga subordinate for admission to graduate school. 

2. To respond to inquiries from a private entity about a current or former employee or colleague. 

Example: Providing acharacter reference for an employee to an adoption agency during the course of the employee 
application to adopt a child. 

Note: These pennissible uses are only acceptable so long as theuse of official stationerydoes not create an 
impression that the State officer or employeeis engagedin an unwarranted use of his or her position. For example, it 
would not beappropriate for a State employee to recommend an individual for inclusion in a program over which the 
State employee has supervisory or regulatory authority. In addition, there must be a reasonable connection between the 
offcer s or employee s official duties andthe use and purpose of the letter. 
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Impermissible Usesof Official Stationery 

The Commissionhas detennined that the following examplesrepresent clearly impennissible uses of State 
stationery: 

1. To promotea candidate for electiveoffice. 

Example: Writing an endorsement of a candidatefor the legislatuefor inclusion in a campaign pamphlet. 

2. To endorsea State vendor or contractor. 

Example: Writing a letter of general recommendation for a State vendor for disseminationby the vendor. Note 
however, that a lettercomplimenting the vendor for a job welldone may be acceptable even thoughthe vendor may 
later display the letter. 

3. To express a personal opinion on a matter that is not related to one s offcial duties. 

Example: Sending aletter to the editor of a newspapercommenting on a matter that is not related to the duties of the 
State officer or employee or his or her agency. 

4. To securea personal financial gain or pursue a vested interest for one s self. 

Example: Writing toa private contractor (plumber, electrician) demanding a refund or a reduction in a quoted price.

Personal Stationery Imprinted with Agency, Offce or Title 

The Commissionhas detennined that use of personal stationery imprinted with the agencyoffce or title of a 
State officer or employee, even thoughpaid for personally, is impennissible. Such stationery may create the 
appearance of official stationery or may create animpression that the State officer or employee is acting in an official 
capacity. 

The Commission acknowledges that there are occasionswhen it may be appropriatefor a State offcer or 
employee to identify himself or herself by position or title in correspondenceon personalstationery (i., stationery 
bearing the individual's name and home address). 
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Agency Use of Official Stationery for Solicitations 

1. 	 State agencies shall not solicit contributions of any kind from vendors to the agency or from entities regulated by 
the agency. 

2. 	 Solicitation of any other entities is subjectto review andapproval by the agency s Ethics Liaison Officer prior to 
any contact by the agency. The EthicsLiaison Officer must be advisedof the purose of the solicitation, the 
expected result, the identities of the entities to be solicited, whether there is any personal connection between the 
agency employees and the solicited entity, and must be provided with a sample of the solicitationletter. 

3. 	 The EthicsLiaison Officer should detennine whether the solicitation would be problematicunder the Uniform 
Ethics Code, the agencys code of ethics, the Conflicts of Interest Law, any Guidelines promulgated by the 
Commission , and/or any statutoryprovisions dealing with chartable contributions. The Ethics Liaison Officer 
should consider such factors as whether the agency has any business contacts with the recipients of the solicitation 
whether any solicited products or services will directly benefit any agency employees, whether the solicitation is of 
such magnitudethat it could be burdensometo the recipient, and whether the language of the solicitation is 
coercive. 

4. 	 The Ethics Liaison Officer shall copy the Commission on all detenninations regarding solicitations. 

Circumstances that do not fall within the pennissibleor impennissible examples above require an individual 
detennination by the Commission. Questionsand inquiries should be addressed to: State Ethics Commission , P. 
Box 082, Trenton , New Jersey 08625- 0082; (609) 292­1892. 

Adopted at the Commission 
public meeting on October l7 , 1991; 
amended February 20, 1992; 
June 1 2006 

Guidstat.doc 
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APPENDIX H


POST- EMPLOYMENT RESTRICTIONS 
NEW JERSEY CONFLICTS OF INTEREST LAW 

This memorandum presentsa comprehensive overview of the State Ethics Commissions decisions, policies and 

guidelines concerningthe post-employment provisions of the Conflicts Law. Presented below are general explanations 
of the statutory provisionsas well as summares of past Commission cases. The case presentationsare designed only to 
provide examplesof post-employment issues that have been addressedby the Commission. Specific questions 
regarding a paricular situation should be addressed directly to the Commission. 

The sections of the Conflcts Lawcovering post-employment are NJ. S.A. 52: 13D- , the general prohibition 
and 17.2(c),the casino post-employment restriction. In addition, the Uniform Ethics Code contains a one-year ban on 
certain State officials' interactions with their fonner agencies. 

NJS.A. 52: 13D-17 provides: 

No State officer or employeeor special Stateofficer or employee, subsequentto the 
tennination of his office or employment in any State agency, shall represent , appear for 
negotiate on behalf of , or provide infonnation not generally available to members of the 
public or services to , or agree to represent, appear for, negotiate on behalf of , or provide 
infonnation not generallyavailable to members of the public or services to , whether by 
himself or throughany parnership, finn or corporation in which he has an interest 
throughany parner , officer or employee thereof , any personor party other than the State 
in connection with any cause, proceeding, application or other matterwith respect to 
which such State officer or employee or special State officer or employee shall have 
made any investigation, rendered any ruling, given any opinion, or been otherwise 
substantially and directly involved at any time during the course of his office 
employment. Any personwho willfully violates the provisions of this section is a 
disorderly person, and shall be subjectto a fine not to exceed $1000 or imprisonment not 

to exceed six months, or both. 

In addition , for violations occurrng after the effective date of P.L.2005, c.382 any 
fonner State offcer or employee or fonner specialState officer or employee of a State 
agency in the Executive Branch found by the State Ethics Commission to have violated 
any of the provisions of this section shall be assessed a civil penalty of not less than $500 
nor more than $10 000 which penalty may be collectedin a summary proceeding 
pursuant to the "Penalty Enforcement Law of 1999 " P. L.l999 , c.274 (C.2A:58­10 
seq. 

N.J.s.A. 52:l3D- 13(g)defines "interest" as: 

Interest" means (1)the ownership or control of more than lO% of the profits or assets of 
a firm, association or partnership, or more than 10% of the stock in a corporationfor 
profit other than a professionalservice corporation organized under the "Professional 
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Service Corporation Act " P.L. 1969, c.232 (C.14A:17-1 et seq.);or (2)the ownership or 
control of more than 1 % of the profits of a finn, association, or parership, or morethan 

% of the stock in any corporation, which is the holder of , or an applicant for, a casino 
license or in any holding intennediary company with respect thereto as defined by the 
Casino Control Act " P. L. 1977, c.110 (C. 5:12-et seq.). Theprovisions of this act 

governing the conduct of individuals are applicable to shareholdersassociates 
professional employees of a professionalservice corporation regardless of the extent or 
amount of their shareholder interest in such a corporation. 

APPLICATION OF SECTION 17- GENERAL POST- EMPLOYMENT PROHIBITION 

Specifc Cause, Proceeding, Application or Other Matter 

Section 17 prohibits a fonner State offcer or employee or special State officer or employee from representing, 
appearng for, negotiating on behalf of, providing information or servicesnot generally availableto the public or 
agreeing to perfonn any of those activities for any party, other than the State, in connection with those causes 
proceedings , applications or other matters in which the officer or employee had made any investigation , rendered any 
ruling, given any opinion or been otherwise substantially and directly involved while in State employment. There is no 
time limit on this prohibition. 

It is important to notethat these restrictions apply to specific causes , proceedings, applications or other matters. 
This restriction does not extendto " detenninations of general applicability or thepreparation or review of legislation 
which is no longerpending before the Legislatureor the Governor." In addition , the Commission detennined In the 
Matter ofWalter 1. Maibach Case No. 179- , that a regulation enacted pursuant to rulemaking authority is analogous 
to legislation and, in accordance with the definition of section 13(h),is not a "matter " when it is no longer pending. 

Whether a cause , proceeding, application or other matter at issue in a post-employment question is categorized 
as specific or general is a determination made by the Commission on a case- by-case basis. Questionsabout the natue 
of matters with which employees had involvement during the course of their official duties shouldbe directed to the 
Commission. 

Substantial and Direct Involvement 

In certain situations it may be diffcult to determine whether a former State officer or employee or special State 
offcer or employeewas " substantially and directly involved" in a certain matteror whether such offcer or employee 
had merely beentechnically or formally involved. Such detenninations are made as individual cases arise. In 
considering whether a fonner State employee had substantial and direct involvement in a matter, the Commission has 
typically reviewed suchfactors as whether the individual had supervisoryresponsibility, provided input , submitted 
reports , signed contracts on behalf of the agency, attended meetings, approved applications, had access to confidential 
infonnation, or was directly involved in decisionmaking. 

Providing Information Not Generally Available to the Public 

Section 17 prohibits fonner State officers and employees or special State officers or employees from providing 
information not generally availableto the public. The Commission normally solicitsinput from the fonner officer s or 
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employees agency and also considers whether the informationis available underthe Open Public Records ActN.JS. 
47:1A-1 et seq. 

Application of Restriction to Partnership, Firm or Corporation 

The restrctions contained in the Conflcts of Interest Law apply to the parnership, finn or corporation under 
the following circumstances:(l) if the former State offcer or employee or special Stateoffcer or employeeis a 
shareholder, associate or professional employee of a finn organized as a professional service corporationor (2)if the 
former Stateofficer or employee or special State officer or employee owns or controls more than lO%of the stock of a 
corporation or more than 10% of the profits or assets of a finn, association or partnership. 

The post-employmentrestrictions extend , therefore, to fonner State officers or employeesand specialState 
offcers or employeespersonally and to any employees or officers of any professional servicecorporation with which 
he/she is employed or associatedor is a shareholder. In addition, the restrction alsoextends to those employees 
officers of parnerships, finns or corporations in which the fonner State officer or employee or special State officer or 
employee has more than lO% ownershipor control. If a fonner State officer or employee or special Stateoffcer 
employee is employed by a company in which he/she does not have more than a 10% interest, and the company is not a 
professional service corporation , the restrictions contained in the Conflicts Law pertain to hirner personally but do not 
extend to the corporation by which he/she is employed. 

Penalty 

Section 17 of the Conflicts Law was amendedin 2006. For violations occurrng after the effective date of the 
amendment, March 15, 2006, any fonner State officer or employee or fonner specialState officer or employee of a 
State agency in the ExecutiveBranch found by the Commissionto have violated any of the provisions of section 17 
shall be assessed a civil penalty of not less than $500 normore than $10000. 

In addition, the fine for a violation of section17 that is punishable as a disorderly persons offense was 
increased from $500 to $1000. 

SAMPLE GENERAL POST- EMPLOYMENT CASES ADDRESSED BY THE COMMISSION 

Employment With a Firm With Which State Offcer or Employee Has Contact in His/Her Offcial Capacity 

The Commissionhas addressed the issue of employment with a firm with which a State officer or employee or 
special State officer or employee has contact in hislher official capacity on numerous occasions. Listed below are some 
examples. 

In 1979, the State employee, a Highway Supervisor, Division of Design at theDepartment of Transportation 
DOT") requestedpennission to accept a position with a firm with which he came in contact in his official capacity. 

The Division of Design was responsiblefor all phases of projectsinvolving bridges, drafted the actualcontract 
agreement , supervised its administration, and acted as liaison between the consultant and the Department. The actual 
choice of the consulting firm was the responsibility of the ContractSelection Committee which was separate and apart 
from the Division of Design. The employee wasnot a member of the Contract Selection Committee. 

http:ActN.JS
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The Commission detennined that it would not be a conflict of interest for the employee to accept a consultant 
position with the finn. He was, however, pennanently restrcted fromrepresenting, appearng for or negotiating on 
behalf of thefinn on any matter in which he had been substantiallyand directly involved during his State employment. 
The Commission requested that as a member ofthe consulting finn, he refrain from working on any bridge projectsthat 
were before the DOT while he was a State employee. There were no restrictions on his paricipation on behalf of the 
consulting firmon new matters. In the Matter ofGary Case Commission Case No. 763-79. 

In 1980, a Deparment of Energy employee received an offerof employment from a subcontractorwith whom 
she had interactionin her official capacity. The interaction included accompanyingthe subcontractoron " walk 
throughs for grants from the Deparmentand auditing and monitoring the status of grant" of institutions applying 
applications. 

The Commissionreviewed the matterunder the section17 post-employment restrction and also considered 
whether the employee had exercised an unwarranted privilege prohibited by section 23( )(3)of the statute. The 
Commission detennined that althoughthe employee had some involvement and contact with the subcontractor in her 
official capacity, there did not appear to have been any substantial and direct involvement in a specific matter by the 
employee during the course of her employment. As to the unwaranted privilege provision the Commission 
determined that since the employee did not solicit the position with the subcontractor but rather was approached by the 
subcontractor and immediately contacted her supervisor regarding the offer of employment, no unwarranted privilege 
existed. In the Matter ofFrances Kelly, Commission Case No. 875-80. 

In 1990, the Commissionconsidered a situation in which the Stateemployee was offered a position as vice-
president of Facilities Maintenance for a constructionmanagement and development company. As a State employee 
the individual hadbeen an engineerin the Bureau of Lease Construction , Department of the Treasury, andhad been 
involved in monitoring construction at 2 of the l4 properties owned by the company and leased to the State. 

The Commission discussed whether there was an improper "revolving door" appearance to the employee being 
offered the position. Upon learing that the developmentcompany had solicited the employeefor the vice-president 
position and that the employee had not soughtthe position, the Commissionconsidered the appearance issue to 
resolved. TheCommission then determined that section 17 did not bar the employment with the development company 
but that the employee could not representthe company with respect to the two properties with which he had 
involvement as a State employee. In the Matter ofLewis Ischinger Commission Case No. 5-90. 

Matters Pending Before Former Employee s Former Agency 

Former State offcers and employees or special State offcers or employees are not prohibited fromworking on 
matters that originatedin their fonner agenciessubsequent to their leaving State serviceso long as they had no 
substantial and directinvolvement in those matters. 

In 1974, the fonner Acting Directorof the Division of Water Resourcesin the Department of Environmental 
Protection (" an opinion from the Commissionas to whetherhe could acceptemployment with aDEP") requested
consulting firm that had several matters before the Division. These matters included a stream encroachment permit 
two water pollution control perits , a loan offer andgrant offer. 
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The Commission determined that since the Acting Directors signature appeared as approving the two water 
pollution control pennits , the loan offer andthe grant offer, he was precluded frombecoming involved in those matters 
during his employmentwith the finn. Because he was not involved with the stream encroachment pennit, the 
Commission foundthat it did not fallwith the section 17 prohibition. Advisory OpinionNo. 23. 

In 2001, the Commissionconsidered whether the fonner Administrator, Office of Finance andManagement, 
Division of Solid Waste, DEP, was permitted to representABC in connection with efforts to obtaina solid waste 
facility pennit to operate atransfer station. 

In 1994, XYZ had filed an applicationwith the Division for a solidwaste facility pennit to expand its then 
operating transfer station andmaterials recovery facility. Staff who reported to the fonner Administrator reviewed the 
application and prepared a draft pennit. A publichearng on the draft permit was held in July; the fonner 
Administrator acted as the hearng examiner.In August, the final pennit wasissued under the fonner Administrator 
signature, with an expiration date of August 2000. In 1995, the pennit was fuher modified to include a recycling 
operation. Themodification was issued under the fonner Administrator s signature; his employment with the Division 
and with the State tenninated in March 1997. 

XYZ filed a pennit renewal application in the spring of 2000 and that application was pending with the Division 
at the time of the Commissions review. ABC was in the processof purchasingthe assetsof XYZ and wished 
become the owner/operator of the transfer station. The fonner Administrator , or the finn with which he was currently 
associated , wanted to represent ABC in its efforts to obtain a solid waste facility pennit to operate the transfer station. 

The Commission detennined that the ABC permit application was a new matter for the purposes of section 17. 
The XYZ permit was not transferable. When the sale ofXYZ' s assets to ABC took place, the existing pennit would be 
revoked and ABC would then be required to comply with DEP regulations applicable to new pennits. In the Matter 
Robert C. Ciolek Case No. 39- 01. 

Employment by Entities Contracting With Former Agency 

In 1972, the former Chief of the Bureauof Financial Aid at the Departent of Community Affairs ("DCA" 
requested permission to accept employment with the City of Orange whose program he was responsible for 
coordinating during his tenure at the DCA. The employeemade the contract arrangementswith the city for funding 
from DCA; however, he did not sign off on the pending contracts. 

The Commission detennined that the fonner employee made the contract arrangement for funding by the DCA 
and that such activity on the part of the employee constituted direct involvement within the meaning of section 17. All 
monies for administeringthe municipality s program came from the DCA. Advisory Opinion No. 

Subsequent to the renderingof Advisory Opinion No. the contractin which the fonner BureauChief was 
originally involved expired. A new contract betweenOrange and the DCA was ready for execution. Orange wished 
engage the former Bureau Chief under this new contract. TheCommission soughtadvice from the Attorney General's 
Office. In AttorneyGeneral Opinion M72-0414, it was determined that the employment of the fonner BureauChief by 
Orange under a newly executed contract would not violate section l7. The Opinion noted that when the newcontract is 
signed, the direct connection between the funded program and the fonner employee is severed. The Opinion further 



New Jersey Uniform Ethics Code, September 2006 

stated that "tennination of the contract in which the former employeewas directly involved appears to be the 
reasonable point at which the restrction upon the fonner employees post-employmentactivities shouldalso be 
tenninated. " 

In subsequent cases , the Commissionhas affirmed its positionthat a new contractis a new matter for the 
puroses of thepost-employment restriction. (Inthe Matter ofRose Zeltzer Case No. 3- In the Matter ofMichael 
Rowe, Case No. 2- In the Matter ofPatricia A. Stolpe Case No. 35-03). 

In 1980, the Commission issued two advisory opinions dealing with employment by entities receiving fuding 
from a fonner agency and distinguished the cases based on the " substantial and direct" involvement criteria ariculated 
in the statute. 

In the first instance, the Commission addressed a situation that involved an individual who worked for the State 
Law Enforcement Planing Agency ("SLEP A") as aSenior Planer. During the course of his employment, he had 
offcial associations with a County Director of a Planning Board who was anxious to participate in a SLEP A Planing 
Program. The Senior Planner advised the Director to send a letter to SLEPA statingthe countys interest in the 
program , which the Director did. Several months subsequent to receiving informationfrom SLEP A, the Director 
submitted an application seeking SLEP A funding for his County Planing Program. The SeniorPlaner then assisted 
the Director in completingthe application by providing data relative to the program and , in paricular , to the county 
personnel and financial needs. The SeniorPlanner then becameinterested in the position that was funded by the 
SLEPA grant. 

The Commission determined that since the individual was substantially and directly involved in the awarding of 
the SLEP A grant, he was precluded from such employment due to the post-employment restriction. Advisory Opinion 
No. 37. 

The Commission considered two related requests for advice involving fonner SLEPA employeeswho had 
accepted or desired to accept positions of employment with county agencies receiving SLEPA grants. The individuals 
in their capacities as State employees , had no involvement in processing or otherwise acting upon the grant applications 
of the county agencies that later became their employers. 

The Commission determined that the employmentwas not proscribed as the fonner State employees were not 
substantially and directly involved in thesematters duringthe courseof their State employment. The Commission 
determined that , in and of itself , a grantor-grantee relationship between an individual's fonner Stateagency and his 
subsequent non-State employernormally does not giverise to a prohibited post-employmentsituation within the 
framework of section 17. The Commission noted that, of course, the applicability of the post-employment restriction of 
the Conflicts Law to any givensets of facts and circumstances ultimately can be determined only by direct inquiry 
the Commission. Advisory Opinion No. 39. 

Multi- faceted Projects 

The Commission has considereda number of cases involving multi-faceted projectsthat are of long duration or 
sequential in developmentand has declinedto segment the projectsfor the purposes of the post-employment restriction. 
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In 1998, the Commission was askedwhether modifications to an RFP constituted a new matter for the purposes 
of the post-employment restrction. The fonner employeesacknowledged that they were substantially and directly 
involved with theoriginalRFP during their State employment. However, they advancedthe position that the modified 
RFP was a new matter because the earlier RFP intended thatthe work be accomplishedthroughthe mandatory use of a 
paricular system. The useof that systemwas not mandatory in the later RFP on which they bid. The Commission 
found that the utilization of alternate methodologies to accomplish projectgoals does not constitute a new matter for 
the purposes of the post-employmentrestrction. In the Matter ofLinda Anselmini and Lora Levosky,Commission 
Case No. 22- 98. 

In 1999
, the Commission considered whether the former State employees post-employment activities in 
connection with the closure of several contaminated sites were violative of section 17. The Commissiondetermined 
that the fonner employee was substantiallyand directly involved in the closure while he was a DEP employee based on 
a sizable record indicating his participation in meetings and correspondence dealing with specifics of the closure. With 
respect to the matter, the Commission had to detennine whether the matter involved the entire closure process 
whether the closure process should be segmented based on changes in regulations and modifications in the technologies 
applied to the site. After an extensive review, the Commissiondetennined that the closureprocess should not be 
segmented for the purposesof the post-employment restriction and, thus, detennined that section 17 precluded the 
fonner employees involvement in the closure on behalf of his employer. In the Matter ofKenneth Siet Commission 
Case No. 6­

In 2004, a fonner Stateemployee requested that the Commission consider whether his previous involvement in 
a 1996 Landfill Closure/Post Closure Plan ("1996 Plan ) duringhis tenure with the DEP precluded him, or the law finn
with which he was now associated, from representinga pary other than the Statein litigation stemming from the 
closure. 

The employee s position was that the 1996Plan had been superseded by a 2002 Plan , with which he had had no 
involvement, and, thus, the post-employment prohibition did not apply. The Commissionviewed the 2002Plan as 
revision to the 1996 Plan , not as a new matter. Becausethe fonner employee was substantially and directly involved in 
the 1996 Plan , the Commission determined that he was precluded from having any involvement in the landfill closure. 
The former employee had no ownership or shareholder interest in the law firm, and the finn was not organizedas a 
professional service corporation; therefore , the restriction on the former State employee did not apply to the finn. 
the Matter ofRobert C. Ciolek,Commission Case No. 13- 04. 

One- Year Ban - Certain State Officials 

In accordance with the recommendationof the Special Counsel for Ethics Review and Compliance, the 
Unifonn Ethics Codespecifies that for one year after the tennination of the State office or employment of any of the 
individuals noted below, he/she shall not represent , appear for , or negotiateon behalf of, or agreeto represent, appear 
for, or negotiateon behalf of any person or party other than the State with or before any officer or employee of the 
State agency in which he/sheserved. The provisionsof this subsectionshall not apply to anypartnership, firm or 
corporation in which he/she has an interest or is employed or to any partner, officer, director or employeeof such 
partnership, finn or corporation. Nothing containedin this section prohibits a State agency from contracting with 
fonner Stateofficer or employeeto act on behalf of the State. 
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The one-year ban appliesto any head, deputy head or assistant head of any principal deparment, board, 
commission or authority, the Superintendent of State Police, the Governor s Chief of Staff, Chief of Management and 
Operations , Chief of Policy and Communcations , Chief Counsel, Director of Communications, Policy Counselor, and 
any deputy or principal administrative assistantto any of the aforementioned members of the staff of the Office of the 
Governor. 

In addition to the prohibitiondealing with one s former agency,the governor and each head of a principal 
deparent in the Executivebranch are prohibited, for one yearafter the tennination of office or employment, from 
registering as a "governental affairs agent" as that tenn is definedin NJS. A. 52:13C-20. NJS.A. 52:13C-21.4.
This provision is not enforcedby the State Ethics Commission. 

Summary 

In summar, the generalpost-employment restrictions do not prohibit a fonner Stateofficer or employee or 
special State officer or employee or any finn in which he/shehas an interest from representing a party other than the 
State concerning: 

Detenninations of general applicability. 

Preparation or review of legislationthat is no longer pending before the

Legislature
or the Governor. 

Regulations no longer pending before an agency since these are not

specific causes and are analogous to legislation.


Any matter pending before anyState agency,including the individual's former agency, if the former 
officer or employee or special State officer or employee was not "substantially and directly" involved in 
the matter while employed by the State. 

Accepting employment with entities that contract with the individual's former agency or any other State 
agency if the State officer or employee or special State officer or employee was not " substantially and 
directly" involved in the matter in question. 

Providing infonnation generally available to the public. 

Accepting employment with a finn with which the Stateofficer or

employee or special State officer or employee had contact in hislher

offcial capacity.


However , certain State officialsare subjectto additional one-year bans on their post-employment activities. 

Seeking Future Employment 

In the past, the Commission has detennined that employees who have direct and substantial contact with any 
interested partiesmust refrain from circulatingresumes or in any manner seeking employment withthose individuals 
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entities while stil in State service. If an employee is solicited for potential employment by an interested pary, that 
solicitation must be disclosed immediately to the employees management and to the departmentalethics liaison offcer 
to avoid a situation wherean employeemay appear to be using hislheroffcial position to gain an unwarranted 
advantage. Employees who do nothave direct and substantialcontact with interestedparies maycirculate resumes and 
enter into discussions regarding potential employment with those finns as long as they avoid a situation that may give 
rise to anunwarranted advantage. All employees are cautioned that discussions , interviews, and negotiations should 
not take place on Statetime. In the Matter ofTheodore Fischer Commission Case No. 83-88. 

In February 1997, the Commission consideredthe circumstancesunder which employeesof agencies that 
regulate non-State entities can seek employment with those entities. In an effort tobalance the public s interests and a 
State employees ability to seek employmentin the private sector or with non-State agenciesthe Commission 
determined that solicitation or discussion of employment with regulated entities , or their representatives, that have a 
specific cause, proceeding, application or other matter before the employee s agency is not pennitted. There may 
circumstances when solicitation or discussion of employment with respect to regulated entities , or their representatives 
could be approved if no specific cause, proceeding, application or other matter is pending before the agency. These 
situations must be reviewed on a case-by-case basis before the employee proceeds with any job-seekingactivities. 

SECTION 17.2(c)- CASINO POST-EMPLOYMENT RESTRICTION 

N.1.s.A. 52: 13D-17 .2(c)provides: 

No personor any member of his immediate family, nor any parnership, finn 
corporation with which such person is associatedor in which hehas an interest , nor any 
parner , officer, director or employee while he is associated with such parnership, firm or 
corporation , shall, within two years next subsequent to the tennination of the office or 
employment of such person, holddirectly or indirectly, an interest in , or hold 
employment with , or represent, appear for or negotiate on behalf of, any holder of, or 
applicant for, a casino license in connection with any cause, application or matter , or any 
holding or intennediary company with respect to such holder of , or applicant for , a casino 
license in connection with any phase of casino development , pennitting, licensure or any 
other matter whatsoever related to casino activity, except that: 

(1)a member of the immediate family of a person may hold employment with the holder 
, or applicant for , a casino license if, in thejudgmentof the State Ethics Commission 

the Joint Legislative Committee on Ethical Standards, or the Supreme Court, as 
appropriate, such employmentwil not interfere with the responsibilitiesof the person 
and wil not create a conflict of interest, or reasonablerisk of the public perception of a 
conflict of interest, on the par of the person; 

(2) anemployee who is terminatedas a result of a reduction in the workforce at the 
agency where employed, other than an employee who held a policy-making management 
position at any time during the five yearsprior to termination of employment, may, at any 
time prior to the endof the two-year period , accept employment with the holder of , or 
applicant for , a casino license if , in the judgmentof the StateEthics Commission, the 
Joint Legislative Committee on Ethical Standards, or the Supreme Court, as appropriate 
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such employment wil not create a conflict of interest or reasonable risk of the public 
perception of a conflict of interest, on the part of the employee.In no case shall the 
restrictions of this subsection apply to a secretarial or clerical employee. Nothing herein 
contained shall alter or amend the post-employment restrictions applicable to members 
and employees of the Casino Control Commissionand employeesand agentsof the 
Division of Gaming Enforcementpursuant to subsection b. (2) ofsection 59 and to 
section 60 ofP. L.1977 , c. 110 (C.5:12-59 and C.5:12-60);and 

Section 17.2(c)prohibits a "person " from holding, directly or indirectly, an interest in , or holding employment 
with or representing, appearng for or negotiatingon behalf of , any holder of or applicant for a casinolicense in 
connection with any cause , application or matter , or any holding or intennediary company with respect to such holder 

, application for, a casinolicense in connection with any phaseof casino development , pennitting, licensureor any 
other matter whatsoever related to casino activity. This prohibition extends for a periodof two years. Section 17.2(c) 
was amended on December 20, 1993 to provide an exception for members of a "person " immediate family. Under the 
amendment, a family member is pennitted to hold employment with the holder of , or applicant for, a casino license , if 
the Commission detennines that such employment wil not create a conflict of interest or reasonable risk of the public 
perception of a conflict of interest. An amendmenteffective January 25 , 1995 provides that a non-policy-makng 
employee tenninated as a result of a reduction in force may, prior to the end of the two-year period , accept employment 
with a casino license holder or applicant if the Commission determines that there is no actual conflct of interest orthe 
public perception of a conflct. 

Section 17.2(a)defines "person " as: 

any State offcer or employeesubjectto financial disclosure by law or executive order 
and any other State officer or employee with responsibility for matters affecting casino 
activity; any special Stateofficer or employee with responsibility for matters affecting 
casino activity; the Governor;any member of the Legislature or full-time member of the 
Judiciary; any full- time professional employee of the Offce of the Governor, or the 
Legislature; members of the Casino Reinvestment Development Authority; the head of a 
principal department;the assistantor deputy heads of a principal department, including 
all assistant and deputy commissioners;the head of any division of a principal 
department; any member of the governing body, or the municipal judgeor the municipal 
attorney of a municipality wherein a casino is located; any member of or attorney for the 
planing board or zoning board of adjustmentof a municipality wherein a casino 
located, or any professional planner, or consultant regularly employed or retained by such 
planning board of zoning board of adjustment. 

Section 13(i)defines "member of the immediate family" as: 

the person s spouse , child, parent or sibling residing 

the same household.
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Application of Restriction to Partnership, Firm or Corporation 

The restrctions contained in section 17.2(c)apply to "persons " and immediatefamily members not granted a 
waiver andto any parnership, finn or corporationwith which such "person " is associated or in which he/she has an 
interest. The Conflcts Law defines "interest" as the ownershipor control of more than 10% of the stock of a 
corporation or more than 10% of the profitsor assets of a finn. 

Effect of Restriction on Employment byCasino Association 

In Advisory Opinion No. 41, the Commission determined that, under the application of section 17.2(c), 

person " may not becomeemployed by the Casino Association of New Jersey ("
Casino Association ) immediately

upon leaving State service. 

The Casino Association is a non-profit corporation and holder of a non-gaming casino service industr license 
that operates as a trade association representing the collective interests of AtlanticCity casino licensees. Among other 
things, the Associationworks to promote the common good of the industry and its members and to provideliaison 
between the industr andother paries , be they governental , business, labor, social or civic. 

In Advisory Opinion No. 41, the Commission noted that section l7. 2 is a part of the Conflcts Law which has as 
its paramountobjectiveto " ensure propriety and preserve public confidence. NJ. 52:13D-12(b).Section 17. 
supplements both the Casino Control Act and the Conflicts Law in fostering and maintainingthis objective. 
represents an additional step " to sanitize casino gambling and its potentially corrpting effect upon governent." See 
Knghtv. Margate, 88 374 , 392 (1981). Itis the Commissions view that a technicalinterpretation of section 
17.2(c) thatwould allow " persons leaving State service to be employed by the Casino Association would be 
inconsistent with the overall objectivesand purposes of the statute even though the Casino Association is not a casino 
license holder. Its membershipis exclusively casinolicense holders and it acts to further the aggregate interests of 
those casino license holders in a number of areas, including interaction with State govemment. This is exactly the kind 
of relationship betweenState "persons " and the casinosthat is intended to be regulated by the section 17.2(c) post-
employment ban. Advisory Opinion No. 41. 

SAMPLE CASINO POST-EMPLOYMENT CASES ADDRESSED BY THE COMMISSION 

In 1982, the Commission interpreted the "associated" language of section 17.2(c)to mean that, regardless of the 
business structure of the firm any parnership, ownershipor employment by a " person " or immediate family member 
with a finn that represents , in any capacity in any matter a casino license holder brings that firm under the two- year 
restriction of the statute.In the Matter ofa Former Casino Control Commission Accountant Commission Case No. 
C15-80. Althoughthe nature of the "associated" relationship is not defined by the statute, the Commission adopted the 
position that it includes partnership,ownership and employmentrelationships because of the internal senseof the 
provision which "refers to partners, officers, directors, and employees as those deemed associated with partnerships 
finns or corporations within the meaningof its tenns. 

In 1986, the Commission, building on its 1982 interpretation, determined that "persons " and law finns with 
which they wereassociated were prohibited from representing casino licensees or applicantsin any circumstances 
whatsoever. In the Matter ofIrwin KimmelmanCommission Case No. C2-86. With regard to representing a holding 
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or intennediar company with respect to a licensee or applicant, the representationalprohibition is not so broad 
applyingonly to any matters related to casino activity. 

In 1989, the Commission rendered a fonnal advisory opinion concerning whether an "of counsel" relationship 
associates a fonner State employeewith a law finn for the purposes of the application of section 17.2(c). The 
Commission detennined that the facts and circumstancesof the proposed "of counsel" relationship wouldconstitute an 
association" and would subjectthe law finn to the provisions of section 17.2(c).Advisory OpinionNo. 40. 

In 1991, the Commission restated itsinterpretation of section 17.2(c)in connection with an analysis of the post-
employment section of the Casino Control Act 5:12-1 et seq. The Commission noted that: 

Section 17.2(c)restrcts not only the representationby a finn in which a ["person ] has
interest but also prohibits representation by a finn with which the ... " person ... is 
associated. In the Matter of Division of Gaming EnforcementRequest for Advice 

Commission Case No. 18-91. 

In 1992, a fonnerCasino Control Commission employee requested an opinion from the Commission regarding 
the application of the casino post-employment restriction to her situation. The fonner employeeestablished a private 
practice and wasinterested in providing legal services to law finns on a independentcontractor basis. Because the 
possibility existed that she would offer her services to an Atlantic City law firm representing casino licensees , she 
inquired as to the effect of section 17 .2( c) on the arrangements that she would make. 

The Commission detennined that section 17.2( c) of the Conflcts Law didnot preclude the fonner State 
employee from establishing the proposed independent contractor relationship with a law finn that represents holders of 
casino licenses. This ruling was limited to the circumstancesof this case. The crucial question in this casewas 

whether the services that the fonner employee proposed to provide for alaw finn created an " association" with that law 
finn; such anassociation would subjecta law finn aswell as the fonner employee to the section 17.2(c)restriction. 
the Matter ofSusan Kessler Commission Case No. 5-92. 

In 1996, the Commission considered whether , under the application of section 17.2( c), a "person " or a law finn 
with which the person is associated , is pennitted to represent a holding or intennediar company with respect to a New 
Jersey casino license holder or applicant in connection with casino development, permitting, licensureor any other 
matter related to casino activity, in a jurisdictionother than New Jersey. 

The Commission detennined that such representation is pennitted. Par of the focus of the Legislatue 
statement of public policy in the CasinoControl Act NJS.A. 5: 12- (b),is that there must be "public confidence and 
trst in the credibility andintegrtyof the regulatory process and of casino operations " in New Jersey. The focus of the 
casino-related restrictions of the Conflicts Law alsospeak to eliminating any taint to the regulationof New Jersey 
casinos and do not reasonably reach to casino regulation in other jurisdictions. Request for Opinion, Casino Post-
employment Case No. 7- 96. 

Members of the Bar 

Fonner State officers and employees who are also members of the barmust also adhere to the ethicalstandards 
adopted by the New Jersey Supreme Court: 
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Except aslaw may otherwiseexpressly pennit , and subjectto RPC 1. , a lawyer who 
formerly has servedas a governent lawyer or public offcer or employee of the 
governent shall not represent a private client in connection with a matter: (1)in which 
the lawyer paricipated personally and substantially as a public officer or employee, or (2)
for which the lawyer had substantialresponsibilityas a public officer or employee; or (3)
when the interests of the private pary arematerially adverseto the appropriate 
governent agency, provided , however, that the application of this provision shall 
limited to a period of six months immediately following the tennination of the attorney 
servce asa governent lawyeror public offcer. (RPC 1.11 (a)). 

The scope of New Jerseys Conflcts of Interest Law is atleast as broad as the rules covering attorney ethics. 
Requests for advice on the applicationof the Rules of Professional Conduct should be directed to the Supreme Cour 
Advisory Committeeon Professional Ethics. 

Januar 1994 
September 1995 
March 1997 
March 1998 
November 1998 
August 2006 

Post -employmentAug2006.doc 
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APPENDIX I


SUBCHAPTER 7. RECUSAL PROCESS 

19:61-7.1 Purose 

The purpose of this subchapter is to provide Stateofficials with guidance regarding the circumstances under 
which a State official must recuse himself or herself and procedures as to properly effectuating a recusal. 

19:61-7.2 Scope 

The rules in this subchapter apply to all State officers and employeesand to all specialState officers and 
employees as defined in the Conflcts of Interest Law, NJ. 13(b) and (e), which definitions areA. 52:13D­

incorporated in N.J.A.C. 19:61-1.10. 

19:61-7.3 Definitions 

The following words and tenns, as used in this subchapter, shall have the following meanings, unless the 
context clearly indicates otherwise. 

Recusal" means the process by which a person is disqualified, or disqualifies himself or herself,from a matter because 
of a conflict of interest. 

Relative" means a spouse, parent, child, sibling, grandparent, grandchild, uncle, aunt , nephew, niece, father-in-law 
mother-in-law, daughter-in-law, son-in-law, brother-in-law, sister-in-law, or first cousin, whether in whole or half 
blood, by marage , adoption or natural relationship, and the spouse of any such person. 

19:61-7.4 Situations where recusal is required 

(a)A State official must recuse himself or herself from a matter ifhe or she has: 

1. Any financial interest, direct or indirect, that is incompatible with the discharge of the State official' 
public duties; or 

2. Any personal interest, direct or indirect, that is incompatible with the discharge of the State offcial' 
public duties. 

(b) Forpurposes of (a) above, an incompatible financial or personal interest includes , but is not limited to 
outside employment; a debtor/creditor relationship; a fiduciary relationship; a source of income; any matter pertaining 
to or involving a relative or cohabitant; a relationship with a person providing funds, goods or services without 
compensation; any matter pertaining to or involving a business associate or business investment;and a leadership role 
in a professionalor trade organization, which interest mightreasonably be expected to impair a State official's 
objectivity in the exercise of his or her official duties or might reasonably be expectedand independence of judgment 
to create an impression or suspicion among the public having knowledge of his or her actsthat he or shemay be 
engaged in conduct violative of his or her trust as a State offcial. 

http:19:61-1.10
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c)An incompatible financial or personalinterest may exist in other situations which arenot clearly within the 
provisions of (a)and (b) above, depending on the totality of the circumstances. A State official should contact his or 
her agency ethics liaisonoffcer or the Commission for guidancein such cases. 

(d)A Stateoffcialmust seek the advice of the State agencys counsel, agency ethicsliaison offceror the 
Commission as to thepropriety ofparticipation in a matter ifany person requests that a State offcialrecuse himself 
herselffromthat matter. Oraladvice,followedup by a writing, may be provided by the agencys counsel, the agency 
ethics liaison offceror the Commission to avoid delay. Oral advice should subsequently be memorialized by a writing 
or by inclusion inpublic minutes. 

Examples 

The spouse of the Directorof the Division of Solid and Hazardous Waste (Division),Department 
of Environmental Protection, recently became a parner in ABC , an environmental consulting finn that 
represents clients before the Division. The Director mustrecuse himself from any involvementwith 
ABC matters The recusal must be memorialized in writing and confonn that come before the Division. 

to the standards ofN. C. 19:61-7.5(b).


The Director of a program that regulates health insurancecarers has been approached about 
possible employment by a regulated entity. The entity does not currently have any specific cause 
proceeding, application or other matter pending. The solicitation must immediately be disclosed to the 
Director s supervisor and the Deparment Ethics Liaison Officer to avoid a situation where the State 
official may appear to be using hislher official position to gain an unwaranted advantage. The 
circumstances surrounding the solicitation and the State offcial's official interactions with the entity 
must be reviewed before the official proceeds with any job-seekingactivities. If it is detennined that the 
State official may respondto the solicitation, he must recusehimself from any involvementwith the 
entity in his offcial capacity. Suchrecusal must confonn to the standards ofNJ. A.C. 19:61- 5(b). 

Pursuant to NJA. C. 19:61- (e),if amember ofthe Commission holds offceor employment in 
the same Department which employs a State offcialnamed in an allegation, he or shemust disqualif
himselfor herselffromparticipation in any decisionalprocess relating to thatparticular case. One 
the Commission meeting agenda items is an allegation that a DepartmentofPersonnel employee has 
violated the ConflictsofInterest Law. Becausethe Commission Chairwoman is the Commissionerofthe 
Department of Personnel to her., materials associated with this matter would not be forwarded 
addition, the Chairwoman would place her recusal and thereason forsuch recusal on the record at the 
meeting and leave the room during non-public deliberations. 

A member ofthe Real Estate Commission (REC)is a Director and past Presidentofthe New 
Jersey Association ofRealtors (NJAR).The NJAR currently opposes a regulation proposed by the REC, 
has submitteda letter and plans to attend the REC meeting to express itsoutlining its positon, 
oppositon to the regulation. Because the REC member is an offcer of the NJAR, hemust recuse himself 
fromdiscussions and voting on the regulation in question. 
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19:61-	 5 Procedure for recusal 

(a) If a Stateoffcial finds , or is advised by agency counsel or the agency ethicsliaison officer, that an 
incompatible financial or personalinterest exists on a matter , the State official must recuse himself or herself from that 
matter or seek advice from the Commission. The recusal must be absolute , that is, the State official must have no 
involvement with the matter from which he or she hasrecused himself orherself. 

(b)All recusals, other than those provided for in (c)below, must be memorializedin writing. See the 
subchapter Appendixforsamples. The writng must: 

1. 	 Specifythe reason for and the date of the recusal; 

2. 	 Specifythe duration of the recusal (whichmay be expressedin tenns related to the 
pendency of the matter in the State agency); 

3. 	 Specifythe effect of the recusal on the State offcial and his or her Stateagency (for 
example , that the Stateoffcial is not to be contacted or involved or participate in any 
manner concerning the matter from which he or she has been recused); 

4. 	 Name the person who is to assume responsibility and authority for the matter from which

the State official has been recused (if applicable);
and 

5. 	 Be disseminated to all personswho mightbe affected by the State official' s recusal and

to the agency ethics liaison officer , who shall maintain the writing for as long as the State

official serves in his or her position.


c)In the case of a Stateagency that maintains a public record of a proceeding, that is , a Board or Commission 
meeting, fonnal written recusal is not required; however , the following procedures must be followed: 

1. 	 To the extent feasible , meeting materials involving a matter from which the State official 
must recuse himself or herself should not be distributed to the State official; 

2. 	 At the subjectmeeting, the State official must place his or her recusaland the reason for

such recusal on the record prior to any discussion of the matter; and


3. 	 The State official must leave the room at a non- public portion of the meeting while the

matter in question is under discussion.
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APPENDIX

SampleRecusal Statements


Sample Recusal Statement: Seeking Employment


DATE: 

TO: Agency Ethics Liaison Officer 

State Ethics Commission 

FROM: Name of Employee 

SUBJECT: Recusal- SeekingEmployment with (Nameof Outside Organization) 

This is to notifyyou that I am (seriouslyconsidering employment with, discussing employment with, or seeking 

employment with)(Nameof OutsideOrganization). 

My seekingemployment may present an actual or appearance of a conflict of interest; therefore must 

disqualify/recuse I understand that I may notmyself from any official duties that involve the aboveorganization. 

paricipate in any way asa State official in any matters regarding the above organization. Furthermore, I understand 

that it would beappropriate for any mattersspecifically involving the above-named organization to be referred to my 

supervisor (or subordinate, if no otheroption)without consulting me or informing me that such matters are pending. 

This action is taken withthe concurrence of my supervisor (orsubordinate),as indicated below. 

I understand that this recusalwil remain in effect until I inform you in writing that all employment seeking 

activity has tenninated and I receive written pennission from 

the agency ethics liaison officer to resume interactions with the outside organization. 

Employee s Name 

Recommend: 
(Nameof Employees Director/Supervisor) Date 

Approve: 
Ethics Liaison Officer Date 
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Sample RecusalStatement Conflcts 

DATE: 

TO: Designee(s) 

FROM: Name of Employee 

SUBJECT: Recusal 

Because I may be seen to have a conflict of interest in matters affecting (nameof entity or individual)relating to 

(familyrelationship, fonner affiliation with firm , etc.), Iam delegating all responsibility and authority for handling any 

such matters to you. Please ensure that I am screened from any infonnation or communications on any such matters. 

By copyof this memorandum, I am instructing (appropriatecontacts in office)to ensure that I do not receive any 

communications on any matters affecting (nameof entity or individual).This recusal wil remain in effect until (state 

duration of recusal). 

dls 
c: subordinatesresponsible for screening communications 

Ethics Liaison Officer 
State Ethics Commission 
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APPENDIX J


State Ethics Commission Position onPrivatization Issues 

At its December 7 , 1994 meeting,the State Ethics Commission considered whether State employees could 
under the applicationof section 19 of the Conflcts Law, paricipate in an open competitivebid processfor the 
privatization of services currently being provided by their agency and, if successful, could operate the service under the 
application of section 17. 

Application of Section 19: Section 19 prohibits a State officer or employee from entering into a contract , valued at 
$25 or more, with any State agency. This prohibition also extendsto parners or any corporationwhich the State 
offcer or employeecontrols or in which he owns or controls more than 1% of the stock. Section19(b)exempts only 
three categories of contracts from this general prohibition: 

1. Contracts
made after public notice and competitive bidding; 

2. Contracts
that may beawarded without public advertising andcompetitive bidding 
pursuant to NJS.A. 52:34- 10 or similar applicable provisions; and 

3. Any contract of insurance entered into by the Director of theDivision of Purchase 
and Property, Deparment of the Treasury, pursuant to NJS.A. 52:27B- 62. 

Each of these exceptions requires prior approval of the Commission. 

Because the contract for the privatization of the program at issue will be made after public notice and 
competitive bidding, the Commission approved the employees ' participation in the bid process. To deal with concerns 
expressed in past Commission cases regarding whether State employees could bid on contracts to be awarded by their 
own agencies, the Commissionoutlined several safeguards. These safeguards are intended to prevent perceptions 
State employees gaining unwarranted advantages or using insider infonnation. 

In order to approve an employee s participation in an open competitive bid process for services being privatized 
by hislher agency,the Commission requires an affdavit to theCommission from the agency management specifying
that the employee is not or has notbeen involved in the privatization decisionand wil have no involvement in the 
privatization process, e. , developmentof the RFP andwinding down of the State-provided service. The affidavit 
must also specify that the employee wil have no involvement in the evaluation of bids. The Commissionalso requires 
that the agency maintainrecords identifyingall individuals involved in the privatization process. This requirement wil 
facilitate investigationof any future complaintschargingan employee with the use of insider infonnation. 

The Commissionrecommends that the RFP containa notice to all biddersthat agency employees or former 
employees may be submittingproposals. The Commission also recommends the "blind" review of the proposalsto the 
maximum extent feasible. This would involve identifYingbidders only by numbers or letters and not by personal or 
corporate identity. 
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Application of Section 17: The post-employment restrictionof the Conflcts Law prohibits a fonner State employee 
from representing,appearing for, negotiating on behalf of or providing infonnation or services not generallyavailable 
to the public to any person or pary other than the State in connection with any specific cause, proceeding, application 
or matter in whichhe/she had substantialand direct involvementduring hislher State employment. 

The Commission has taken the position that privatized servicesthat are no longer pending, active or on-going in 
the State agency that fonnerlyprovided the services are not "matters " within the scope of section 17. 

The Commissionis concerned that individuals who expect to have involvement in the privatized services not 
paricipate , while State employees, in the privatizationdecision and process because of the Conflcts Law provisions 
that prohibit employees from using their official positions to gain an unwaranted advantage (section23(e)(3)),acting
in their official capacities in matters where they have an interestthat may impair their objectivity(section23(e)(4)),
acting in a way that mightcreate the impression of a violation of the public trust (section23(e)(7))and using
disclosing infonnation not generally available to the public(section25). Thus, procedurally, the Commission requires 
that an employee expresshislher intention to be involved in any private sector efforts in connection with the 
privatization to the agency s management and the Commission as soon as it is feasible so that appropriate steps can be
taken to screen the employee from the agency s privatization activities. 

The Commission wil require notice that the employee was not involved in the privatization decision or in the 
privatization process , e. , preparationof the RFP, review of bids , evaluation of potential providers. The agency wil
be required to maintain recordsidentifyingall employees involved in the privatization process. 

private. doc 

December 1994 
August 2006 
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APPENDIX K


GUIDELINES REGARDING RETIREMENT GIFTS 

These guidelines addressthe circumstances under which appropriate recognition can be givento retirees from 
State service without exceeding the bounds of proprietyor givingrise to an impression of violation of thepublic trst. 

Typically, retirementfunctions comprisea get- together, with or without a meal, and the presentationof agift
monetar tokento the retiree, to his or her spouse, and/or to his or her dependent(s).In planing such events, the 
responsible group or individual must choose between two approved alternativeswith regard to fundingand the value of 
any and all giftsto be presented. 

1. Gifts may be funded by a maximum contribution of $5 per person, collected from invitees to the retirement 
function. If this method of funding is used, no maximum value is set for the cost of the gifts, but contributions of more
than $5per invitee are not pennitted. 

2. The maximumvalue of retirement giftscannot exceed $1000. If this methodis used, there is no maximum 
set on individual contrbutions , but the total value of retirement giftsand/or monetary tokens to the retiree, spouse, and
dependent(s)cannot exceed $lOOO. 

, instead of presenting giftsand/or monetar tokens to the retiree, spouse , and dependent(s),a decision is made 
to make monetar contribution to a qualifiedorganization (under I.R.S. Code 501(c)(3)),no limit is placed on the
maximum value of the contribution. 

Retirement gifts from paries with whom the employee has had involvement in hislher official capacity are 
pennissible provided the gift is not excessive or inappropriate for the purpose for which it is given. 

Any questions about these guidelines or their implementation should be addressed to: 

State Ethics Commission 
28 West State Street 
Room 1407 - P. O. Box 082 
Trenton , New Jersey 08625 
(609) 292­1892

February 15, 1989; August 2006 
retirement.doc 
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APPENDIX L


PUBLISHED WORKS


The State Ethics Commissionstaff frequently receivesinquiries regarding State employees' activities 
connection with authoring and publishing research papers, aricles andbooks. The Commissionhas addressed these 
situations over the years, primarly under the application of sections 23(e)(1),direct or indirect financialor other 
interest; 23(e)(5),impainnent of objectivityand independence of judgment;23(e)(7),the appearanceof impropriety; 

, receipt of compensationfor a matter related to official duties; and 25, disclosure or use for personalgain of
information not availableto the public. Subsequent to March 1997, the Commission has also considered such inquiries 
under NJA.C. 19:61- 7(b),compensation for published works. 

Section 23(e)(1)of the Conflicts Law provides: 

No Stateofficer or employee or special State officer or employee should have any 
interest, financial or otherwise, direct or indirect, or engage in any business or transaction 
or professional activity, which is in substantialconflct with the proper discharge of his 
duties in the public interest. 

Section 23(e)(5)of the Conflcts Law provides: 

No State officer or employeeor special State offcer or employeeshould undertake any 
employment or service whether compensatedor not which mightreasonably 
expected to impair his objectivityand independence of judgmentin the exerciseof his 
offcial duties. 

Section 23(e)(7)of the Conflcts Law provides: 

No State offcer or employeeor special Stateofficer or employeeshould knowingly act 
in any way that mightreasonably be expected to create an impression or suspicion among 
the public having knowledge of his acts that he may be engaged in conduct violative 
his trust as a State officer or employee or special State officer or employee. 
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Section 24 ofthe Conflcts Law provides: 

a. No State officer or employee, special State officer or employeeor member of the 
Legislatureshall solicit, receive or agree to receive , whether directly or indirectly, any 
compensation, reward, employment, gift, honorarum, out-of-State travel or subsistence 
expense or other thing of value from any source other than the State of New Jersey, for 
any service, advice, assistance, appearance, speech or other matter related to the officer 
employee, or member s official duties, except as authorized in this section. 

b. A State officer or employee, special Stateoffcer or employee, or member of the 
Legislaturemay, in connectionwith any service, advice, assistance, appearance, speech 
or other matter related to the officer, employee, or members official duties , solicit 
receive or agreeto receive, whether directlyor indirectly, from sourcesother thanthe 
State, the following: 

(1)reasonable fees for published books on matters within the officer, employee , or member s official 
duties. .. 

Section 25 of the Conflcts Law provides: 

No Stateofficer or employee, special State officer or employee, or member of the 
Legislatureshall wilfully disclose to any person, whether or not for pecuniar gain , any 
infonnation not generally availableto members of the public which he receives or 
acquires in the course of and by reason of his official duties. No Stateofficer or 
employee , special Stateofficer or employee, or memberof the Legislatureshall use for 
the purpose of pecuniary gain whether directly or indirectly, any infonnation not 
generally available to members of the public which he receives or acquires in the course 

of and by reason of his official duties. 

N.JA.c. 19:61- , Compensation for Published Works, provides: 

(b) A State official shall 	 secure the permission of the department head to accept 
compensation for published work(s)not createdas par of his or her official duties. 
determining whether such approval can be granted , the Deparmenthead shall consider 
the provisions of the Conflcts of Interest Law, the unifonn ethics code , the agency code 
of ethics, any applicable Executive Orders, the Commission s Guidelines for Secondary 
Employment , any other applicable guidelines or rules of the Commission , any applicable 
administrative policies of the agency, and the following conditions. 

1. 	 Whether compensation is being paid by an interested party; 

2. 	 Whether the published work(s)uses or discloses infonnation not generally 
available to thepublic; 



New Jersey UniformEthics Code, September 2006 

work(s)(c) TheState official shall prepare the published on his or her own time, without

using the services of other State officialsor resources owned bythe State.


(d) TheState offcial shall not use his or her official title in any way In soliciting

compensation.


Summarzed below areCommission casesdealing with publishedworks. 

In Case No. 255- , the Commission consideredwhether employeesof the Public BroadcastingAuthority 
PBA") couldreceive a compensation fee for journalisticwork used on a commercialstation. Varous jouralists 

employed full-time by the PBA were approached for the use of news items that they wrote during the hours that they 
were employedby the State. These scripts , films or tapes were being usedon commercialTV channels.The 

commercial stations wished to compensate the journalistsfor the use of their work. 

The Commission detennined that it would be a violation of section 24 of the Conflicts Law for State employees 
to receive compensation from any source other than the State for news items created as part oftheir offcial duties. 

In Case No. 402- , the Commission considered whether a professor at a State college was pennitted , under the 

Conflicts Law, to receive paymentof royalties for a book he publishedprior to his State employment and for an 
instrctional manualto be used in conjunction with the book. The instructional manual was authored by him during his
State employment. 

to teach Prior to his State position, while employed at aNew York university, theprofessor devised a method 
philosophy to elementar school children and authored a book on the topic. Two yearsafter the professor joinedthe 

State college, the Board of Trusteesfonned the Institute for the Advancementof Philosophy for Children ("IAPC") as 
means of further research and currculum development for the purpose of training elementary school teachers to teach 

philosophical thinkingto children. Theprofessor was appointed Director of the IAPe. 

The Commission detennined that it would not bea violation of theConflcts Law for the professor to receive 
royalties from the original book, written materials relatedto the originalbook or future materialsauthored on the 
subjectof the development of philosophy in the elementary grades. This decision was based on the fact that the State 
college did not have aspecific policy governingreceipt of royalties for published works written by faculty members 
during their employment with the college. The agreement between the professorand the State college to act as Director 
of the IAPC did not provide thathe author anypublications in connection with this topic. The Commission thus 
determined that writing the instructional manual and any future currculum materials related to this issue could not be 

said to be related to his official duties. The professor was advised that, in his official capacity, he couldnot encourage 

the purchase of any materialsthat he authored. 

In Case No. 427- , the Commission consideredwhether the Deputy Director, Division of Field Services 
Department of Education, could collect royalties from a book which he co-authored, with his wife, on thesubject 
communicating with hearing impaired and autistic individuals. Prior to his employment with the State, the Deputy 
Director had been associatedwith a school for thedeaf in anotherstate. 
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The Commission detennined that the Stateemployee was pennitted to collect royalties from the sale of the 
book because the subjectmatter was unelated to his offcial duties and he had no authority or control over the 
education ofhearing impaired or autistic children. The State employeewas advised that he could notpromote the sale 
ofthe book to entities in New Jersey. 

In Case No. 601- , the Commission detennined that it would not be a conflct of interest for the Chief 
Engineer, Operations and Local Aid, DOT, in his private capacity, to wrte an aricle on transportationsystems to be 
contained in a book entitled "Focus on New Jersey: Problems and Prospects" to be published by a private publisher. In 
his official capacity, the employeefunctioned as a trafficengineerdesigning roads for counties and municipalities. The 
employee was well knownin his field and as a resulthad givenlectues in approximately50 universities throughoutthe 
countr on thetopics of highwaysafety and highwaytraffic. 

In Case No. 1028- , the Deparment of Education requested that the Commission review the outside activities 
of three Deparment employees.The threeemployees were approached by an entity that received funding from the 
Deparment to assistin the production of a multi-cultural handbook to be used in teacher training. The Department was 
responsible for appointing the Board of Directors of the outside entityand provided funding for administrative 
purposes. The State employees ' Division used the facilities of the private entity for training workshops. The project 
question was being funded by a federal grant. All three employees ' offcial responsibilities included the development 
of instrctional programsfor students not proficient in English. 

The Commissionfound that a potential for an appearance of a conflict existed because the Stateemployees 
dealt with the private entity in their offcial capacity and were involved with essentially the same subjectmatter in both 
positions. The Commissionalso advised the Department that the private entity should have solicited assistance from 
the Deparent rather than directly approaching the State employees. 

In Case No. 1160- , the Commission consideredwhether a Teacher, Adult Basic Education Program , New 
Lisbon State School , Deparment of Human Services, was pennitted to publish a cookbook written on her own time. 
her official capacity,the State employee was responsible for teaching home economics and nutrition programs to the 
adult developmentally disabled population at New Lisbon State School. The cookbookwas a pictorial 
cookbook/teachers guide for non-readers and the handicapped. The development of the cookbook was not part of the 
employee s official duties and responsibilities. She was advised not to make use of the cookbook in her classes after it 
appeared in published fonn. 

In Case No. 1186- , the Commission considered whether Coordinator Offce of Equal Educational 
Opportnity, Departent of Education, was pennitted to publish a bookentitled "Analogies and Black History, 
developed and financed by him for the purposeof assisting minority students in taking college entrance exams. The 
publication was not developed as part of his offcial duties , althoughpart of his official function was to conduct black 
history in-service courses. At the meetingwhere this matter was considered , the Commissions Counsel at the time 
indicated that Stateemployees may receive reasonablecompensation for published works so long as they arenot 
directly compensatedby the State for those sameworks. Counsel explained that State employees would not be 
pennitted to receive compensation if they were designatedto prepare a book forthe State as part of their official duties. 

The Commission permitted thepublication but placed the followingrestrictions on theemployee. He could not 
conduct any field testing of his material within the area of his geographic assignent; he could not directly promote 
advertise or solicit sales of his book to any Stateemployee or any person with whom he had or may have offcial 
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dealings; he couldnot contract to sell these materials to the Stateof New Jersey unlessin compliance with section19 of 
the Conflcts Law. 

In Case No. 3- , the Commissionfound that the Supervising Program Development Specialist , Bureau of 
Research, Division of Youth and Family Services ("DYFS"), Departentof Human Services ("DHS"), couldnot
accept a cash awardfrom a gerontologicalsociety for a paper prepared by him as a DYFS employee. 

The DHS was awardeda grant to study abuseof the elderly. Because of his experiencein the field of 
gerontology, the State employee was assigned the task of preparng a paper on the subjectas par of his official duties. 
The paper was prepared entirely on State time with grant monies administeredby the State. The State employee 
then submitted the paper for consideration for an anual research award and was the recipientof that award. The 
Departental Ethics Review Board concluded that the acceptance of the cash award wasviolative of the Department's 
Code of Ethics. The Commission noted that the employee had solicited the award and affinned the DHS' 
determination. The Stateemployee appealed the Commissions decision to the Superior Court , Appellate Division
which upheld the Commission s determination. 

In 1997, the Departent of Law and Public Safetyrequested an opinion as to whethera Division of Law 
Deputy Attorney General ("DAG") waspennitted to co-author a book about psychics and the paranonnal , Case No. 3­
97. The DAG wanted to write the book in her private capacity and use her mared name (sheis known by her maiden 
name in her employment with the Department).The Commission detennined that the DAG was pennitted to co-author 
the book under the following conditions: that shenot refer to her status as a DAG or member of the Deparment; that 
she not pennit the use of her title or employment in connection with publication or promotion of the book; that she not 
write about an active case or use infonnation not generally available to the public; that she avoid any legal analysis that 
could be interpreted as Division of Law work product;that she not use State time or resources in connection with her 
outside activity. 

In Case No. 34- , Assistant Director, Division of Administrative Rules ("DAR" ), Officeof Administrative 
Law ("OAL"), and CaseNo. 35- Assistant Director Judicial Standardsand Procedures ("JSP"), OAL the 
employees requested an opinion regarding outside employment. They were co-authorsof an anual update of the 
Administrative Law Volume of the New Jersey Practice Series published by West Publishing Company ("West" ). The
matter at issue was the pocket part which updates the main text. West paid royalties to the employees. 

West was an "interested party" under the Commission s rules. Westdid business with the OAL in two ways: it 
was the sole supplier oflaw library materials and also hadthe exclusive license to publish the New Jersey Registerand 
the New Jersey Administrative Code. The OAL formerly producedthese materials. West had a 7- year contract with 
three I-year extensions which could be exercised at the State s option. TheJSP Assistant Director had no involvement 
with West in any of its OAL dealings. The DAR Assistant Director had official contact with West regardingthe 
license agreement. 

As to the JSP employee the Commission detenninedthat she was pennitted to engage in the outside 
employment. Underthe Commissions rules governing compensation for published works in effect at the time, State 
employees were flatly prohibited from accepting compensationfrom an interested party. West was an interested pary, 
but after reviewing all of the facts and circumstances, the Commission determined that her arangement with West did 
not do violence to the intent of the rule. The Commission noted that the intent of the interestedpary provision was 
prevent any influenceby a discretionary vendor. This did not appearto be the situation in her case. 
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West was a sole-source provider, and she would not be ableto influence any decision regarding West. The 
royalties were notsubjectto negotiation; there was a fonnula basedon the sale of thebooks. 

As to the DAR employee, the Commission detennined that his co-authorshipdid not constitute a conflct with 
his official duties andpennitted theoutside employment, subjectto the condition that he recuse himself from any
actions in connection with contract renewalsor re-bidding at the conclusion of the curent 7- year contract. 

The Commission detennined that the interested pary prohibition was overly broad. Subsequent to the two 
decisions, in March 1997, the Commissionproposed and adopted the current provision regarding compensation for
published works. Under the amended rule NJA.C. 19:61- , the fact that compensation is from an interested party 
does not automaticallypreclude acceptanceof compensation, but is only one of a number of factorsto be considered. 

In Case No. 17- , a Principal Environmental Specialist , Deparent of Transportation, requested an opinion
from the Commissionas to whether he waspermitted to author a book on New Jerseyarcheologicalsites to be
published by Rutgers University Press ("RUP"). RutgersUniversity is a Stateagency for the purposes of the Conflcts
Law , and RUP is fully integrated into the University. The employees proposed outside activity raised a number of 
issues: theuse of DOT archeological reports prepared by the employee or consultants supervised by him , the receipt of
compensation for published works based on these reports, and contracting with Rutgers , a State agency. 

The Commission determinedthat the use of DOT archeologicalreports in connection with the proposed 
published work appeared to be approvable under NJA.C. 19:61- 7 and section 25 of the Conflcts Law. While there 
was no precedentdirectly on point , the Commission noted that State employeeshave beenpennitted to accept
compensation for published works on subjectmatters related to their offcial duties. Whle the employees activity
was approvable under the rules governing published works and under section 25 of the Conflicts Law, the Commission 
detennined that he was prohibited under section 19 of the Conflcts Law from undertaking or executinga contract 
agreement for $25 ormore with RUP. 

In Case No. 34- , the Commission determined that the ManagingActuar, Division of Life and Health 
Deparment of Banking and Insurance ("DOBI" ), waspennitted to co-authorand market a study guideutilized by
students preparing to take the Societyof Actuaries ("SON' ) professionalexamination under the Commission s rules 
precedent, the Conflicts of Interest Law and the DOBI Code of Ethics. 

The employee co-authored the study guide in 1995 while on the faculty of Temple University. The examination 
contains ten segments;the study guidedeals with only one particularsegment of the exam. The book previously
identified the employeeas a faculty memberat Temple, but new copies identify him only by name andgive
indication of his current employmentwith the DOBI. The authors distribute approximately one third of thebooks 
themselves throughdirect mail; they purchased an advertisement which is distrbuted with materials sentby the SOA to
all exam registrants.The remainingtwo thirds of the book aresold throughseveral mail order books stores that 
specialize in actuarial books. The study guide is usedby student actuaries;the majorityof them are employees 
insurance companies or actuarial consultingfinns. Some studentsare employedby insurance companiesand are 
reimbursed by theiremployers when they purchase books; insurance companies also purchase the study guide directly. 

In approving the activity, the Commission took into account the following factors: the study guideis sold 
nationally and not justto New Jerseyexam registrants, the employee co-authored the book while at Temple, uses only
his name and nothis officialtitle in connection with the study guide anddoes not directly solicitregulated entities. 
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Summary. Under the rule addressing compensation for published works N1.A.C. 19:61- 7(b),and under 
Commission precedent State employeemay accept compensationfor published works under the following, a 


conditions. 

There is no prohibitiongoverning such activity in the Deparment' s enabling legislation or Code of Ethics.


The State employee must obtain prior approval from hislher Departent head.


The published workmust not use or discloseinfonnation not generally available to the public.


The State employee must not use State time or resources in connection with the publishedwork. 

The State employee must not use hislher official title in connection with publication or promotion of the published 
work. 

The State employee canot promote , advertise or solicit sales of the published work to co-workers or individuals 
with whom he/she has official dealings. 

The State employee may not contract to sell the published work to the State except in compliance with section 19 of

the Conflcts Law.


The published work must not have been prepared as part of the State employee s official duties.


pubworks.doc 
August 1999 
June 2006 
August 2006 
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APPENDIX M


OFFICIAL INTERACTIONS WITH FAMILY MEMBERS/COHABIT ANTS 
AND DATING RELATIONSHIPS


The State EthicsCommission staff frequently receives inquiries regarding the propriety of State officials 
interacting in the course of theirduties with family members. The majorityof the inquiries concern relatives employed
by the same State agencyor interactions with family membersemployed in the private sector. Prior to 2006, the New 
Jersey Conflicts ofInterest Law NJ. A. 52:13D- 12 et seq., did not contain an anti- nepotism provision. However , the 
statute was amended, effective March 15 2006, to prohibit certainrelatives of certain Stateofficials from holding 
paricular governental positions andalso to prohibit Stateoffcials from supervising,or exercisingauthority with
regard to personnel actions over, a relative of the State official. 

NJS. A. 52: 13D-21.2 provides: 

a. (1) A relativeof the Governor shall not be employed in an office or position in the 
unclassified service of the civil service of the State in the Executive Branch of State 
Governent. 

(2)A relative of the commissioner or head of a principal deparment in the Executive Branch of 
State Governent shall not be employed in an office or position in the unclassified service of the 
civil service of the State in the principal department over which the commissioner or head of the 
principal department exercises authority, supervision, or control. 

(3)A relative of an assistantor deputy commissioneror head of a principal deparment in the 
Executive Branch of State Government who isemployed in an office or position in the 
unclassified service of the civilservice of the State may be employed in the principal deparment 
in which the assistantor deputy commissioneror head serves, but shall not be assignedto 
position over which the assistant or deputy commissioner or head exercises authority, 
supervision , or control. 

(4)A relative of a head or assistant head of a division of a principal department in the Executive 
Branch of State governent who is employed in an offce or position in theunclassified service 
of the civil serviceof the State may be employed in the principal deparment in which the head 
or assistant head of a division serves , but shall not be assigned to a positionover which the head 
or assistant head exercises authority, supervision, or control. 

b. (1)A relative of an appointedmember of a governing or advisory body of an independent 
authority, board, commission, agencyor instrumentality of the Stateshall not be employed in an 
office or position inthat independent authority, board, commission , agency or instrumentality. 

(2)A relative of an appointed New Jersey member of a governing body of a bi-state or multi-
state agency shall not be employed in an office or position in that bi-stateor multi-state agency, 
to the extent permittedby law. 
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c. A State offcer or employee or a specialState officer or employee of a State agency in the 
Executive Branch shallnot supervse , or exercise authority with regard to personnel actions over 
a relative of the officeror employee. 

d. As used in this section, " relative" means an individual's spouse or the individual's or spouse 
parent , child, brother, sister, aunt , uncle, niece, nephew, grandparent, grandchild, son-in-law 
daughter-in-law, stepparent, stepchild, stepbrother, stepsister, half brother or half sister, whether 
the relative is relatedto the individual or the individual's spouse by blood, marage or adoption. 

Attorney General Opinion 06-0006 addresses the issue of the application of the anti-nepotism provision 
NJS.A. 52: 13D-21.2, to previously hired employees and advises that a State employee is not required to be tenninated 
when a relative is subsequently appointed to a highlevel position within the agency. However , arrangementsmust be 
made to prohibit the relatives involvement in the exercise of authority, supervision, or control with regard to the 
incumbent holder of the affected State officeor position. 

The casino-relatedprovisions of the Conflcts Law also contain prohibitions that apply to a State official' 
immediate family members , defined in NJ. S.A. 52: 13D-13(i)as the person s spouse, child, parent or sibling residing in 
the samehousehold. N.1.S.A. 52: 13D-17 .2(b)deals with the concurrentcasino-related employment of immediate 
family members while N.Js.A. 52:13D- 17.2(c)deals with post-employment situations of immediate family members. 
These two provisions are discussed below under "Casino-Related Prohibitions. 

The Commissionhas addressed various family member issues over the years , primarily under the application of 
sections 23(e)(3),unwarranted privilege , 23(e)(4),direct or indirect personal financial interest that mightreasonably be 
expected to impair objectivityand independenceof judgmentand 23(e)(7),the appearance of impropriety. 
Summarzed below are sampleCommission casesthat addressa number of common family memberscenarios. It 
should be noted that these cases were decided prior to the March 2006 Nepotism amendment. 

STATE EMPLOYMENT


Family Members Employedby the Same Agency. In Case No. 27- , the Commissionconsidered whether the 
spousal relationship of the Chief of the Departmentof Labor Appeal Tribunal and her husband, a member of the 
Department of Labor Board of Review ("Board"), gaverise to a conflct of interest or appearance of a violation of the
public trust. The Appeal Tribunal reviews detenninations of the Division of EmploymentSecurity that are appealed by 
an aggrevedor dissatisfied claimant. The three-member Board of Review decides appeals of decisions issued by the 
Appeal Tribunal. The Chief did not decide cases; her job dutiesconsisted of devising strategy and creating 
administrative policies for the Appeal Tribunal. 

The Boardadopted a policy precluding the Member from reviewing or having anyconnection with decisions 
issued by the Chief on thoserare occasions when it was necessary for the Chief to conducta hearing and functionas an 

Appeals Examiner. The Commission concurred with the Deputy Attorney General who representedthe Board that the 
recusal policy in placeat the Board was a suffcient mechanism to avoid a conflct situation. 

In Case No. 19- , the Commission issueda complaint chargingthe Chainnan of the Ocean County Soil 
Conservation District , Departent of Agrculture, with violating sections 23(e)(4) and (7)of the Conflcts Lawwhen
he paricipated in a controversial matter pending before the District Board in which his brother an employee of the 
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District, had substantial involvement and for voting on matters that involved personnel and salary issues affectinghis 
brother. 

Supervisor/Subordinate Relationships. In Case No. 1161- , the Commission consideredwhether a situation where 
spouses worked for the same agency and had a supervisor-subordinaterelationship constituted a conflict of interest. 
This situation was reviewedunder the application of section23(e)(4)of the Conflcts Law which prohibits State 
employees from acting in their offcial capacity in a matter wherein they have a direct or indirect personal financial 
interest that mightreasonably be expected to impair their objectivityor independence ofjudgment. 

The Commission detennined that one spouse has a direct personal financial interest in the salar and continued 
employment of the other spouse and thus should not be in a position to provide direct supervisionor to take personnel 
actions such as perfonnance evaluationsand salary increases. The Commission advisedthe agency to take 
administrative action to resolve the conflct situation , and theagency transferred one of the spousesout of the work 
unit. 

In Case No. 182- , the Deparent of Community Affairs requestedan opinion as to whether Commission 
precedent prohibiting family members from having supervisor/subordinaterelationships should also apply to non-

related individuals who share the same household with the same financial interdependence that the Commission viewed 
as creating a conflict in spousal situations. The Commission detennined that where non-related supervisor/subordinate 
employees share the same household under circumstances where there is financial interdependence, there must be 
intermediate supervisory level between the two and the higherplaced employee should have no supervisory or signing 
authority regarding personnel matters affecting the subordinate employee. 

In Case No. , the Commission detennined that the Conflicts Law was not violated by virte of the fact that 
a Manager , Division of Motor Vehic1es, Department of Law and Public Safety, worked in the same facility as his two 
cousins. Becausethe cousinswere not members of the Manager s immediate family, as defined in section 13(i)of the 
Conflicts Law, the Commissiondetermined that a supervisor/subordinate relationship was not per se prohibited under 
Commission precedent. The Commission reviewed the specifics of this particular situation and noted that the Manager 
did not directly supervise his cousins , complete their PARS or sign their time sheets. Thus , it was unlikely there could 
be an appearance of improprietyby virte of his cousins working in the same facility. 

Hiring of Family Members. In Case No. 23- , the Commission was asked to approve the Departent' s removal of 
an employee from his position due to a number of violations of the Departent' s Code of Ethics. Among the violations 
was one that the employee secured employment for his daughterwith a private organization that received funding from 
the Departent. The employee directly monitored the organizations perfonnanceunder the contract. After the 
employee s supervisorleared of his daughters employmentthe employee was relieved of all monitoring 
responsibilties. After reviewingthe varous violations, the Commission concurred with the Deparment' s findings and 
approved theproposed sanction. 

In Case No. 32- the Commissionreviewed an allegationthat the Warren County ConservationDistrict 
District") hadcontracted with the District Managers wife for financial and bookkeeping services without public 

announcement or advertisement of the availability of the contractual position. The Commission determined that the 
circumstances surrounding the contractwere violative of section 23(e)(3),the unwarrantedprivilege section of the 
statute. The contract between the Districtand the District Managers wife was terminated. 
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In Case No. 34- , the Commission found indicationsof violations of sections23(e)(3),unwarranted privilege,

and 23()(7),appearance of impropriety, in connection with the Sussex County District ("Distrct" ) Managers hiring

and supervisingof her son. The manager and her son residedin the same household. The Commissionordered that her 
son s employment with the Distrct be tenninated and that a complaint against the District Manager be prepared. The 
Commission laterapproved a consentorder in this matter. 

In Case No. , the Commission found indications of violations of section 23(e)(3),unwarranted privilege
and 23(e)(7),appearance of impropriety, in connection with the Director of the Librar of the Blind and Handicapped'
hiring and supervision of her daughterfor summer employment. The position was never advertised to thejob-seeking
public and the Director did not use any of the State contractorswho normally perfonned the services in question. The 
Commission approved a consent order with the Director. 

In Case No. 23- , the Commission issueda complaint allegingthat a Deputy Superintendentof Elections 
violated the Conflicts Law when, among other activities , she hired and supervised six family members. TheDeputy
Superintendent entered into a consent order with the Commission. 

In Case No. 9-98(B),the Commission reviewed an allegation concerning the hiring of the son of the Director of 
Human Resources, Department of Corrections ("DOC"), fora position within the DOC. The Director had asked the 
Chief of the Bureau of Parole ifhe would be interested in hiring his son while a DOC employee was outon sick leave. 
The Bureau Chief then forwarded a personnel action request to the DOC Office of Human Resources seeking a freeze 
exemption to appoint a new employee. The form was signed by the Director. Other individualswere on the certified 
list who ranked higherthan the Director s son and were not advised of the interim position. The Commission 
detennined that there were indications that the State employee violated sections 23(e)(3)and (7)of the Conflicts Law. 
The Director entered into a consent order with the Commission. 

STATE PROGRAMS


In Case No. 30- the Commission reviewedan allegationthat an Assistant Commissioner, Department of
Personnel ("DOP" ), usedher official position to attempt to place her nephewin the Pilot Program of a course 
developed by the DOP's Human ResourceDevelopment Institute ("HRDI" ) to prepareindividuals to take the Law 
Enforcement Examination. The Assistant Commissioners responsibilities included oversightof the HRDI. 

The Commission detennined that there were indicationsthat the AssistantCommissioner violated sections
23(e)(3)and (7)of the Conflicts Law and authorized the drafting of a complaint. The Assistant Commissioner entered 
into a consent order with the Commission and agreed to a civil penalty of$750. 

PRIVATE SECTOR SITUATIONS


In Advisory Opinion No. , issued September 17, 1975, the Commission determinedthat a Member of a 
County Board of Taxationmust disqualifyhimself from hearing tax appealswhen the assessor of the responding city is
his secondcousin or is more closely related to the Board Member. Because Members of the County Boards
Taxation act in a quasi-judicialcapacity, the Commission was guided by cases interpreting the Canons of Judicial 
Ethics as applied to family member situations. It was noted that the need for unquestionable integrty,objectivityand 
impartiality isjustas great for quasi-judicialpersonnel as forjudges. 
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In Case No. 344- , the Commission considered whether the Chief Engineer, Cable Television Section, 
Deparent of Public Utilities, was penitted to become involved in a challenge to the award of a franchise by the 
cable television companyof which his son wasPresident. If a companyis denied a franchisein a municipality in favor 
of another company, it is the duty of the Chief Engineerto passupon the engineeringqualifications of the successful 
applicant. TheCommission determined that it would be anappearance of a conflict if the engineerwere to become 
involved in any way in the challenge of the subjectfranchise or any future action with respect to the company that 
employed his son. 

In Case No. 651- a Member of the New Jersey StateCouncil on the Ars , Departent of State, requested 
advice from the Commission regardingactions affecting a grant recipient. The Members husband was president of 
advertising agency which perfonnedpublic relations work for the grant recipient. The Member askedif it was 
necessary for the advertising agencythat employed her husband to resign from the account. The Commission 
detennined that it did not havethe authority to require the private public relations finn to relinquish the account and 
recommended that the Memberrefrain from participation in discussionand voting on any matterspertaining to the 
grant recipient. 

In Case No. 35- , the Division of Youth and Family Services ("DYFS" ), Departmentof Human Services 
requested an opinion from the Commissionas to whetherthere was a violation of the Conflicts Law for a DYFS 
employee to serve as Administrator of ManagementOperations while his brotherwas employed as a salesmanfor a 
company that sold equipment to DYFS. The Commission detennined that to avoid any potential conflct or appearance 
of a conflct , the Administratorshould in no way be involved in contractsnegotiated or executed by DYFS or DHS 
with the companythat employed his brother. Further, in his Statecapacity, the Administrator should not solicit any 
State businessfor nor refer any State business to his brother s employer. Also neither his brother nor any 
representatives of the companyshould call on theAdministrator and the Administratorshould have no involvement 
with matters pertaining to the company. 

In Case No. 941- the Commission detennined that it would not violatethe Conflicts Law for the Director 
Division of Hazard Management ("DHM" ), Departentof Environmental Protection , to review andapprove contracts 
with an environmentalcompany which was a subsidiaryof the companythat employed the Director s father-in-law. 
The parent organization had more than 30 subsidiary companies segmented into 9 control groups. The control group 
with which the Directors father-in-law was affiliatedhad no directrelationship with the environmental company that 
contracted with DHM. The Commissiondetennined that the nexuswas tooremote to suggest that the Director was 
acting in his official capacity in a matter whereinhe had a direct or indirect personalfinancial interestthat might
reasonably be expected to impair his objectivityor independence of judgment. 

In Case No. 1176- , the Commissiondetennined that no conflict would result from the award of the Lottery 
Commission s advertisingcontract to the finn that employed the wife of the Deputy Chief of Staff, Offce of the 
Governor, or by her assignent to perfonn work under that contract. The Commission notedthe absence of any 
indication that the Deputy s spouses position was offered to her for the purpose or with the intent of influencing him 
nor was there any evidence that the Deputy had used his position to obtain employmentfor his spouse with the bidder 
or to secure her assignent under the proposed contract. There was alsono indication of any interest held by the 
Deputy in the bidderthat would bar the contractunder section 19, the contracting section of the statute. 
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As for the appearance ofimpropriety, the Commissionnoted that the Deputy's spouse had obtainedemployment 
with the bidderprior to their marage and long before his appointment as Deputy and that the lackof involvement by
him in bidding processmatters involving the Lottery Commission, on the part of the Governors Offce , would 
substantially ameliorate any appearanceproblems. TheCommission based its advice onthe assumption that he would 
have no dutiesconcerning this contract orthe Lottery Commission in general , such as appointment of members, which
mightraise impainnentof objectivityissues due to his personalfinancial interest in his spouse s employment. The 
Commission also cautioned the Deputythat wilful disclosure or use of infonnation not generally availableto the 
public received or acquiredin the course of orby reason of offcial duties is prohibited. 

In Case No. 25- , the Commission consideredwhether it was a conflict of interest for the Ombudsman 
Deparent of Corrections, to handle inmate complaints concernng Corrections Officers represented by the union of 
which her husbandwas StatePresident. The Ombudsmanwas generally responsible for receiving, investigating and 
making recommendationsconcerning complaints received from persons incarcerated or on parole. The Commission 
detennined that the Ombudsman and the Deparent should be advised that it is not consistent with the Conflicts Law 
for her to have involvement as Ombudsman in handling complaints concerningCorrection Officers represented by the 
Union while her husband served as President. The advice was based on considerations of indirect interest, impairment
of objectivityand appearance of impropriety. 

In Case No. 14- , the Commissionapproved the Deparment of Educations handling of a matter wherein the 
Program Manager, Gifted Education Contracts, Division of General Academic Education, recommendedthat her 
husband be employed as a consultant to the Division. The employee also recommendedher husband as a consultant to 
a school district which received funding from the Deparent for a projectrelated to the education of giftedstudents. 
The Deparment detennined that the manager s recommendation of her husband as a Division consultant was violative 
of the Conflicts Law. She was also advised that she should not implicitly or explicitly make recommendations to local 
distrcts as to consultants or programs for giftedand talentededucation with which she has a direct or indirect 
relationship. 

In Case No. 17- , theCommission determined that the Medical Director, Divisionof Disability
Detenninations ("DDD"), didnot use her official position to advanceher husband's private medical practice. As a 
private practitioner in the field of internal medicine her husband worked in conjunctionwith the DDD as a 
Consultative Examining Physician ("CEP"). The Commission basedits determination on the fact that while the
Medical Directors responsibilitiesplaced her in direct contactwith CEPs, she recusedherself from all involvement 
regarding her husband and/or his specialty of internal medicine. TheMedical Director had no direct control over the 
scheduling of examinations between DDD clients and CEPs. In addition, while it was the Director s responsibility to
review a physicians qualificationsprior to acceptance as a CEP, her husbandbecame a CEP four years before she 
became Medical Director. 

In Case No. 25- , the Commission detenninedthat the Chief, Bureau of ConstructionCode Enforcement 
BCCE"), Deparmentof Community Affairs , violated the Conflicts Law by soliciting and receiving,on behalf of his 

daughter, a scholarship award from an organization whosemembers were regulated by the BCCE. The Chiefs 
daughterreceived the award for academicyear 1983. In 1984, she applied personallyfor the scholarship. The 
organization s Board of Directors questioned the propriety of awarding the scholarship to the daughterof the Chief of 
the BCCE andadvised the Chief that the awardwould not be granteduntil the conflictsissue was resolved. The 
Commission detennined that the Conflcts Law was violatedand ordered the Chief to reimburse the organization for 
the amount of scholarshipmonies awardedto his daughter. 
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to the Racing In , the Commission a nomineeCase No. considered a request for advice asto whether
Commission was in a conflict situationdue to his son s businessrelationship, as an insurance broker for 

organization regulated by the Racing Commission. The Racing Commissiondoes not regulatethe selection 

insurance brokers but does require that a surety bondbe submittedby the track owner s insurancebroker. The 
conflct nominee s son provided thisbond to the Racing Commission. The Commission detennined that there was no 

of interest per se; however, the nominee was cautionedto abstain fromdiscussions and votingon any insurance matters 

that came before the Racing Commission. 

In Case No. 27- , the Commission consideredwhether a Casino ControlCommission Memberwas required to 

recuse herself on matters where one of the paries wasrepresented by a law finn for whom herfather worked as an 

accountant. The Commissioner had been associated with the same law finn that employed her father prior to entering 
State service. The Commissioner had recused herself on eightprevious occasions. The Commission detennined that 

the Commissionershould continue to recuse herself from all mattersrelated to the law finn in order to supporther 

ability to render independentdecisions and to be so perceived. 

In Case No. 42- the Chainnanof the Casino ControlCommission CCC" requested an opinion as to 
, under the operation of the Casino Control Act, the CCC Code of Ethics or the Conflcts of whether he was required 

Interest Law, to recuse himself from matters involving his brother- in-law, a credit executive with a casino hotel , and/or 

his brother-in-law s employer.The Commission determinedthat the Chainnan should recuse himself from 

paricipation in any matterinvolving his brother-in-law or the creditdepartment of the casino hotel by which he was 
in-law s employer, to advise the employed and advised him that his intention, in any matters involving his brother-

interested parties on the record of his relationship and to provide the opportnity for any interestedpary to seek his 

recusal was an adequate measure to protect the public interest. 

In Case No. 245- , the Commission reviewedan allegation that the Administrator, Office of Set-Aside and 

Certification, Department of Commerce, certified a business owned by his son for eligibilityto paricipate in a program 

administered by his office. The Commission determined that the employee violatedsection 23(e)(3),the unwaranted 

privilege provision, section 23(e)(4),the prohibition against acting in one s official capacity if one has a direct or 

indirect personal financial interest in a matter, and section 23()(7),the appearance provision, in regard to certifyng 
business owned by his son. The Administrator shouldhave delegated another employee in the office to handle his son 

application. 

, Division of Administration In Case No. 1202- the Commission reviewed an allegation that the Director

Department of Education, used his position to influence the award of grants andcontracts to a school district employing 
his son. The Commission noted that most of the State funding to local school districts was awarded based on a


statutorily mandated fonnula. Discretionary grants decisions are made by Program Division Heads with the 
and Commissioner. TheDivision of Administration monitors and verifies the fiscal and statutory accuracy of grants 

, the Director was contracts after award decisions are made. The Commission voted to dismiss the complaint; however
s employment. advised to abstain frominvolvement in any matter which directly impacted his son 

HMDC"In Case No. 23- the Chief Planner, HackensackMeadowlands Development Commission ("

requested an opinion regardingher involvementon projectsthat directly or indirectly involve her husband'
s new


for which the employer. Her husband's employer wasthe environmentaland engineering consultant on a project
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Planer had beencoordinator for ten years. Her husband had no involvement with the project.The Commission 
determined that the Planner could have no official involvement with projectsthat directly or indirectly involved her 
husband's employer regardlessof whether herhusband actually workedon the project. 

In Case No. 23- , the Senior Staff Engineer, HMDC, requestedan opinion regardingher involvement on 
projectsthat directly or indirectly involve herhusband. Herhusband operated a consulting company and had been 
retained as a subcontractor to conduct an alternative site analysis required the Any Corp. of Engineers. The State 
employee had been asked to assist in the review of the hydrology and hydraulics for the projectin question. Her 
involvement would include the wrting of a scope of work document to hire a consultant to review the hydraulics and 
hydrology preparedby the consultant andto act as a liaison. The Commission noted that even thoughthe two tasks, the 
State employees involvement with the hydraulics and hydrology segment of the projectand her husband'
involvement in the alternate site analysis, are unrelated, due to the highprofile nature of theprojectand the controversy
surrounding it, it was conceivable that the paricipation of family members on the projectcould become an issue. The 
Commission detennined that , because the HMDC could easilyassign another engineerto perfonn thehydraulics and
hydrology review, there appearedto be no reason, under these facts, to grant an exceptionto the existing HMDC 
policy, affinned by the Commission in Case No. 23-97. 

In Case No. 17- the Acting Chief Engineer, HMDC , requested that the Commissionreview its decision in 
Case No. 23-98 becauseher husbandhad not been involved with the projectin question since July 1999. The 
Commission advised the Acting Chief Engineerthat because her husband was no longer employed by the subcontractor
and was not involved in the project, she was not precluded from having official involvement in the project. 

In Case No. 14- the Acting Chief Engineer, HMDC , requestedan opinion regardingher involvementin a 
projectthat was being perfonned by a finn that recently hired her brother- in-law. The Commissiondetermined that the 
Acting Chief Engineershould recuse herself from any involvement in matters involving the finn as long as her brother-
in-law was employed by the firm. 

Dating Relationships. In Case No. 16- , the Ombudsman for the Institutionalized Elderly, Division of Senior 
Affairs, Deparment of Health and Senior Services , developed a dating relationship with a vendor to the Division. The 
vendor initially contracted with another State agency and later contracted with the State employee s division to develop 
a software program. The development and implementation of the software program was a multi-phase project.During
the period of the project, the Ombudsman began a social and personal relationship with the vendor and worked on and 
signed licensingand maintenanceagreements on behalf of the Division with the vendor. Shortly thereafter, the 
Ombudsman soughtadditional funding for the vendor to supply additional services. 

The Commission determined that there were indicationsthat the Ombudsman violatedsections 23(e)(3),(4)and 
(7) of the Conflcts Law. The Commission determined that under theapplicable sections of the statute andthe 
Commission s precedent, the State employeeshould haverecused herself from any official involvement with the 
vendor after her social and personalrelationship began. The Commissionentered into a consent order with the 
employee. 

In Case No. 43-98, the Commissiondetennined that the Assistant Executive Director of New JerseyTransit 
NJT") usedhis official position to securean unwaranted advantagefor his fiancé, an Account Executive at an 

insurance company. The insurance company was invited to provide additionalinsurance to NJT employees. NJT sent 
out letters to employeeson NJT stationery,produced posters, and made insurancecompany sales representatives 
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available on NJT premises.The Assistant Executive Directors fiancé received commissionson sales to NJT 
employees. The Assistant Executive Directorentered into a consent order with the Commission. 

Agency Contracts. In Case No. 38- the Commissiondetermined that the Director, Juvenile Sex Offender 
Treatment Services , Juvenile Justice Commission ("JJC"), wasprohibited from acting as a co-trainer with his wife as
long as he was employedin his curent positionat the JJe. The Director s wife began contractingwith the JJC in 1997, 
prior to his being hired by the agency. The Director had been assisting as a co-trainer since 1997. The Director s wife 
was paid the same fee as all other trainers. The Director was not compensated for his paricipation. The Commission 
deterined that the Director s involvement as a co-trainer raised appearanceconcerns because of the financial 
interdependence ofthe paries. 

In Case No. 25- the Commission detennined that the Executive Director of the CommunicationsInstitute at 
Rowan University violated the Conflicts Law by awarding a subcontract to a finn in which he andhis adult children 
had a financial interest. The Director entered into aconsent order with the Commission. 

CASINO- RELATED PROHIBITIONS 

NJS.A. 52:13D- 17.2(b)provides: 

No State officer or employee, nor any person, nor any member of the immediate family 
of any State officer or employee , or person, nor any partnership, finn or corporation with 
which any suchState offcer or employee or person is associated or in which he has 
interest nor any partner , officer, director or employeewhile he is associatedwith such 
parnership, finn, or corporation, shall hold , directly or indirectly,an interest in , or hold 
employment with or represent, appear for or negotiateon behalf of, any holder of 
applicant for, a casino license, or any holding or intennediary companywith respect 
thereto, in connection with any cause, application, or matter , except that (1) a State
offcer or employeeother than a State officer or employee included in the definition of 
person , and(2)a member of the immediate family of a State officer or employee , or of a 
person , may hold employment with the holder of , or applicant for , a casino license if , in 
the judgmentofthe StateEthics Commission, the Joint LegislativeCommittee on Ethical 
Standards, or the Supreme Court , as appropriate, such employment wil not interfere with 
the responsibilitiesof the State offcer or employee, or person, and wil not create 
conflct of interest, or reasonable risk of the public perception of a conflict of interest, on 
the part of the State officeror employee, or person.... 

Section 17 .2(b)addresses the issue of concurent employment. Prior to 1993, section 17 .2(b)prohibited all 
State officers and employeesand members of their immediate families fromholding an interest in, holding employment 
with, representing,appearing for or negotiating onbehalf of the holder of or applicantfor a casino license or any 
holding or intennediar companywith respect thereto. In December 1993, the Legislatureamended the statute to 
provide that a State officer or employee, other than a Stateofficer or employee included in the definition of "person " set 
forth in section 17.2(a),or a member of the immediate family of a State officeror employee, or of a person, may hold 
employment with the holder of or applicant for a casino license if , in the judgmentof the State Ethics Commission 
such employment wil not interfere with the responsibilities of the State officer or employee or person , and wil not 
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create a conflict of interest, or reasonablerisk of the public perception of a conflct of interest on the par of the State 
officer or employee, or person. Since 1994, the Commission has granted numerous waivers pursuantto the authority 
granted to it under the amendment. 

NJS. A. 52: l3D- 17 .2(c)provides: 

No personor any member of his immediate family, nor any parnership, finn 
corporation with which such person is associated or in which he has an interest, nor any 
parner , offcer , director or employee while he is associated with such parnership, finn or 
corporation, shall, within two yearsnext subsequentto the tenninationof the office or 
employment of such person, hold directly or indirectly, an interest in, or hold 
employment with or represent, appear for or negotiateon behalf of , any holder of 
applicant for, a casino license in connection with any cause, application or matter, or any 
holding or intennediary company with respect to such holder of, or applicant for, a casino 
license in connection with any phase of casino development , permitting, licensure or any 
other matter whatsoever related to casino activity, except that a member of the immediate 
family of a personmay hold employment with the holder of or applicant for a casino 
license if , in thejudgmentof the State Ethics Commission, ... such employment wil not 
interfere with the responsibilities of the person and wil not create a conflct of interest or 
reasonable risk of the public perception of a conflict of interest, on the part of the 
person.... 

Section 17.2(c)deals with post-employment. Under this section, no "person " as defined in section 17.2(a), 
any member of his immediate family shall for two years after the termination of State employment hold an interest in 
hold employment with , or represent, appear for or negotiate on behalf of, any holder of , or applicant for a casino license 
in connection with any matter or any holdingor intermediarycompany with respect to any matter related to casino 
activity. Under the 1993 amendment , a member of the immediate family of a " person " may hold employment with the 
holder of or applicant for a casino license if in the judgmentof the State Ethics Commission such employment wil not 
create a conflict of interest. 

CODES OF ETHICS 

Codes of Ethics specific to a particular agency may also contain provisions applicable to family members. State 
officers and employees should review their agencys code of ethics or consult with their agency Ethics Liaison Officer 
to detennine whether the Code contains any provisions applicable to family members. 

OTHER STATUTORY PROVISIONS 

Statutory provisions and/or administrative regulationsspecific to a paricular agency may also contain 
prohibitions applicable to familymembers. In Case No. 21- , the Commission received a request for advice regarding 
whether an appointee to the Board of Trustees of the Commission for the Blindcould hold that position in lightof the 
fact that the appointees husbandwas an employee of the Commission for the Blind. The Commissionsought 
opinion from theAttorney General' s Office because the determination tued on the interpretation of NJ. A. 30:40­
which provides that at least two membersof the Board of Trusteesof the Commission for the Blind shall themselves 
legally blind but shall not be employees or related by blood, marrage or adoption to any employeeof the Commission 
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for the Blind. The appointeein question was legally blind; however, the Attorney General'sOffice advised that 
NJS. A. 30:4-1 precluded the appointee from servingin such capacity because she was mared to an employee of the 
Commission. 

State offcers and employees shouldconsult with their agency Ethics Liaison Officerto detennine whether there 
is any statutory provision or regulation that prohibits the agencys employment of or other contractualrelationship with 
family members. The Commission does not have jurisdictionto interpret these provisions and refers such inquiries to 
the Attorney General's Office. 

SUMMARY 

2006 Nepotism Amendment. The Conflcts Law was amended, effective March 152006 , to prohibit certain relatives 
of certain Stateofficials from holding particular governental positions and also to prohibit State offcials from 
supervising, or exercising authority with regard to personnel actions over, a relative of the State offcial. 

Commission Precedent. In the case of spouses who work for the same agency, the Commission has detennined that 
supervisor/subordinate relationships are not pennittedbecause one spouse has a direct financialinterest in the salar 
and continuedemployment of the other spouseand thus shouldnot directly superviseor take personnelactions in 
regard to the spouse. This policy is also applicable to non-related individuals who share the same household with the 
same financial interdependencethat the Commission views as creating a conflict in spousal situations. 

In regard to other family members working for the same Stateagency, the casesare fact sensitive. The 
Commission considerssuch factors as whetherthe individuals reside in the same household;the degree of the 
relationship; whether there is financial interdependence; the size of the work unit in question;whether there is direct 
supervision; and whether onefamily memberis responsiblefor taking personnelactions thataffect the otherfamily 
member. 

With respect to the hiring of family members the Commission looks at the totality of circumstances 
surrounding the hiring to detennine whether any unwarranted privilege has been afforded the familymember. 

As to interactions with family members or their private sector employers the Commission generally 
recommends recusal from mattersinvolving the relative and/or the relatives employer in order to eliminate any 
appearance of impropriety. 

In the case of individuals involved in a dating relationship,the Commissionhas found violationsof the 
unwarranted privilege and appearancesections of the statute in situations wherethe State employeehad official 
involvement in a matter affecting the individualwith whom he/she hada dating relationship. 
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In regard to the family-member casino-related prohibitions of sections 17.2(b)and 17.2(c),waivers may be 
requested by contacting the State Ethics Commission. Waivers wil be granted if in the judgmentof the Commission 
such employment wil not interfere with the responsibilitiesof the State officer or employeeand wil not create a 
conflict of interestor reasonable riskof the public perceptionof a conflict of interest. 

amilymembersMay2006 .doc 
November 2000 
Januar 2002 
June 2005 
May 2006 
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WORKPLACE VIOLENCE

Ramapo College of New Jersey adopts the State of New Jersey’s Policy Against
Violence pursuant to Executive Order #49 (1996) related to disruptive behavior exhibited
by any faculty or staff or contract employees or any violence in the workplace.  The goal
is to create a safe, respectful work environment free from intimidation, threats, and acts
of violence.  Workplace violence includes the threat or actual infliction of physical
violence as well as the threat or actual occurrence of psychological violence, which
sometimes leads to subsequent physical violence.  Moreover, violence or threats of
violence against State College property shall not be tolerated.

This policy is intended to foster positive, supportive human relations, create a productive
work environment for our academic programs and administrative services and allow a
campus environment conducive to the mission of learning.

Administrators, managers and supervisors are expected to promote positive behavior
and to lead by example by treating employees with the respect and dignity which each
person deserves.  Emphasis is placed on creating a workplace where established
standards of conduct are clear, communicated, and consistently enforced, and where
corrective action is used fairly and appropriately to deal with instances of unacceptable
behavior.

Responsible Unit:         Administration and Finance/Human Resources
Date Adopted:   April 30, 2003
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WORKPLACE VIOLENCE

Prohibited Conduct

Ramapo College does not tolerate any type of workplace violence committed by or
against employees or contract employees.  Employees or contract employees are
prohibited from making threats or engaging in violent activities.  This list of behaviors,
while not inclusive, provides examples of conduct that is prohibited.

1. Causing physical injury to another person;
2. Making threatening remarks;
3. Aggressive, hostile or menacing behavior that creates a reasonable fear of injury

to another person or subjects another individual to emotional distress;
4. Intentionally damaging employer property or property of another employee;
5. Possession of a dangerous weapon (examples of dangerous weapons include

but are not limited to any firearm, stun gun, knife with 3’ blade or longer,
explosive device, bow and arrow, brass knuckles) while on College property or
while on College business;

6. Committing acts motivated by, or related to, sexual harassment or domestic
violence.

Consequences of Violations of the Policy

Violators are subject to criminal prosecution, suspension, and/or termination of
employment.  Other action taken against violators may include mediation, referral to the
College’s employee assistance program, Employee Consulting Associates, or
counseling.  Depending on the circumstances, College management may request law
enforcement personnel to remove from the premises any employee or contract
employee who makes threats, exhibits threatening behavior, harasses others, attempts
to intimidate employees, or intentionally damages property.

ACTION TO BE TAKEN

Reporting Procedures

Any potentially dangerous situations witnessed must be reported to a supervisor or to
the Department of Human Resources.  Supervisors must consult with the Department of
Human Resources whenever there is a complaint or report of workplace violence.
Situations representing imminent danger should be reported to Security immediately.  All
reported incidents will be investigated.  Reports or incidents warranting confidentiality
will be handled appropriately and information will be disclosed to others only on a need-
to-know basis.

Supervisor Responsibilities

All complaints or reports of workplace violence must be reported to the Department of
Human Resources.  Attempts should be made to diffuse a potentially volatile situation,
ensure safety of employees, and/or seek medical attention if necessary.  Situations
representing imminent danger should be reported to Security immediately.
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Management Responsibilities

The College will actively intervene at any indication of a possibly hostile or violent
situation.  The College will take prompt and appropriate action subject to established
College policies and procedures and contractual agreements.  This action may include
criminal prosecution of the person or persons involved, suspension, and/or termination
of employment.  Action may also include mediation, referral to the College’s employee
assistance program, Employee Consulting Associates, or counseling.

Employee Responsibilities

All employees are expected to report incidents of workplace violence to a supervisor or
to the Department of Human Resources.  All employees are expected to cooperate with
any investigation of workplace violence.  Employees may be asked to provide
statements regarding an incident of workplace violence to which they were a witness.

Policy Implementation

Copies of the policy will be distributed to all faculty and staff, included in the Employee
Handbook, and made available on the web.  Managers and supervisors will be
responsible for informing employees of this policy and for enforcing compliance.
Managers and supervisors will continue to have primary responsibility for ensuring a
safe workplace, for monitoring and resolution of employee conflicts or disputes, for
taking appropriate corrective action when potential violent situation develop, and for
working cooperatively with the Department of Human Resources and other College
offices when threats or acts of violence occur.

Responsible Unit: Administration and Finance/Human Resources
Date Adopted: April 30, 2003 



PURCHASING DEPARTMENT 
___________________________________________ 
Academic Complex Wing D      D-116 
505 Ramapo Valley Road, Mahwah, NJ 07430-1680 
Phone: 201.684.7496  Fax: 201.684.7926 
e-mail: purchase@ramapo.edu 

 
SUBSTITUTE W-9, SUPPLIER INFORMATION and SUPPLIER CHANGE FORM 
 

 
Use this form to request a vendor be created in Banner or for any changes to an existing vendor ID. 
 
Instructions: Please complete and return to the address above. Individuals: Please complete Parts 1 & 2. 
Businesses: Please complete Parts 1 to 5. Completion of Part 4 is optional. Changes to an existing ID: Enter the ID and only the 
data to be changed. 
    
RCNJ Requestor:   Date:   
   
Part 1 Name, Address and Tax Identification Number Existing Banner ID:  R  
    
Legal Name:   Trade Name (DBA):  
   
Mail Purchase Orders & Bids to: Mail Payments To:  
  

    
Telephone Number  (          ) Fax Number: (         )  
           
Check Appropriate Box: Individual  Corporation  Partnership  Nonprofit  Government Entity   
    
Taxpayer Identification Number                - Social Security Number                -           - 
    
Employer Identification Number (EIN)                -  
    
Part 2 Certification 
 
Under penalties of perjury, I certify that: The number(s) shown on this form is my correct taxpayer identification number(s) (or 
I am waiting for a number to be issued to me), and (2) The organization entity and all other information provided is accurate, and 
(3) I am not subject to backup withholding either because I have not been notified that I am subject to backup withholding a result 
of a failure to report all interest or dividends, or the Internal Revenue Service has notified me that I am no longer subject to backup 
withholding.  You must cross out item (3) above if you have notified by IRS that you are currently subject to backup withholding 
because of underreporting interest or dividends on your tax return. 
    
    

Authorized Signature  Title  
 
 

   

Printed Name  Date  
 

Individuals STOP here.  Businesses please CONTINUE 
    
Part 3 Business Enterprise Size and Commodity / Service Category        Please check ALL that apply 
          

Large Business  Small Business <$500,000  <$12 Million  Construction <$1million  Construction >$1million   

    
Certifications:    

NJ Commerce  NJDOT  NJ Transit  SBA  State of NJ Self Certification  None   
   
Please List the commodities and/or services provided:   
 



PURCHASING DEPARTMENT 
___________________________________________ 
Academic Complex Wing D      D-116 
505 Ramapo Valley Road, Mahwah, NJ 07430-1680 
Phone: 201.684.7496  Fax: 201.684.7926 
e-mail: purchase@ramapo.edu 

 
 
 
SUBSTITUTE W-9, SUPPLIER INFORMATION AND SUPPLIER CHANGE FORM (continued) 
    
    
    
 
Part 4 (Optional) Business Enterprise Category, Ethnicity and Ownership 
 
Provision of the information in Part 4 is strictly voluntary.  Contracting and purchasing decisions made by Ramapo College will 
not be influenced by whether a business chooses to respond or not.  Please check ALL that apply: 
 
Business Enterprise Category: Minority Owned  Woman Owned  Veteran  Other   
           
Ethnicity: African American  Asian American  Caucasian American  Hispanic American  Native American   
 
Please complete for each business owner with a 10% or greater share: 
    

Owner’s Name  Percent Ownership  
   
 

 
 

 
  

  
 

   

  
 

   

  
 

   

 
 

   

    
    
    
Part 5 Business Certification 

   
Business Name from Part 1   
    
Information Furnished by (Please Print):  Title   
     
     
Signature:   Date:   
     
 




