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Who should conduct the seminar? The leader should be the Municipal Manager/Administrator, the Authority Executive Director, the Human Resources Manager, the local unit’s General Counsel or Employment Attorney/Advisor.  

Are all employees required to attend?  The court requires employers to “make training available” to all employees.  However, the employer has the option of making the training mandatory.  Attendance must be documented in each employee’s personnel file.  

How long is the seminar?  The formal presentation is about 20 minutes, mostly consisting of the video.  However, the question and answer period at the end could easily add another half hour or more to the seminar.

Is this seminar also available on line?  Yes.  See NJMEL.ORG. for directions on how to take this course directly from the MEL’s web based learning management system.   

Section One:  Introduction

Each of you has a right to safe workplace free discrimination, violence, harassment and conflicts of interest.  The (local unit name) has a “no tolerance policy” towards workplace wrongdoing and expects all employees to conduct themselves consistent with this policy.  Today, we will discuss what this means.  

The program begins with a twelve-minute video that explains your rights and obligations under the “no tolerance” policy.  The video states clearly what types of conduct are unacceptable when interacting with fellow employees. As many of the unacceptable behaviors are also against the law, compliance is essential both for your own protection and to ensure that others not subjected to conduct that might create a hostile work environment.

At the end of the video, there will be time to ask questions. 


Section Two:  Play video, “Rights & Duties of an Employee in Local Government” 


Section Three: Question and Answers:

Before opening for questions, distribute copies of the CEPA notice and discuss the procedure to report wrongdoing.  This is also an opportunity to distribute the revised employee handbook or discuss any particular personnel matter that you deem appropriate.

At the beginning of the Q&A period, tell the employees questions that pertain to a particular individual are not appropriate for the general session and should be asked after the meeting.  Further, if anyone feels uncomfortable asking a question during the meeting, you will be available to talk to them afterwards.  Also state that if the question involves a legal issue, it will be forwarded to the General Council or the Employment Attorney/Advisor.  Make detailed notes of these questions in the attached Question Log and tell the employees that the attorney/advisor will quickly get back to them.


ATTENDANCE LOG

Employee Safety and Anti Harassment Seminar

Town/Authority Name: ___________________________

Date: ____________________ Time: _______________

Leader’s Name: _________________________________ 

	NAME (PLEASE PRINT)
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Questions Log
	
	Employee Name
	Details of Question(s) Raised

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






