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Su m m ary  of Hear ing Officer  Recommenda t ions and Agency Responses: 

 

A public hear ing was held on  May 1, 2013 in  Trenton , New J ersey.  Elizabeth 

J . Rosentha l served as hear ing officer .  No comments were provided dur ing the 

public comment  per iod.  The hear ing officer  recommended adopt ion  of the proposa l 

without  change.  The record of the public hear ing may be reviewed by contact ing 

Henry Maurer , Director , Divis ion  of Appea ls and Regula tory Affa irs, Civil Service 

Commission , P .O. Box 312, Trenton , New J ersey 08625-0312. 



Federal Stan dards  Statem en t  

A Federa l standards ana lysis is not  required because the adopted 

amendments would incorpora te online applica t ions in  the examina t ion  applica t ion 

process in  New J ersey civil service and a re not  subject  to any Federa l standards or  

requirements. 

Full t ext  of adopt ion  is a s follows: 

4A:1-1.3  Definit ions 

The following words and terms, when  used in  these ru les, sha ll have the following 

meanings unless the context  clea r ly indica tes otherwise:  

. . . 

"F iling da te for  examina t ion" means the da te by which  an  applica t ion  for  an  

examina t ion  must  be submit ted as designa ted in  the announcement . When mailed, 

the filing da te is the da te by which  a  proper ly addressed applica t ion  must  be 

postmarked. 

. . . 

4A:4-2.1 Announcements and applica t ions 

(a ) On a  da ily basis, open  compet it ive examina t ion  announcements sha ll be posted 

on , and applica t ions made available through, the Civil Service Commission  web site 

(h t tp://www.sta te.nj.us/csc) and may be publicized by other  appropr ia te means, a s 



approved by the Cha irper son  of the Civil Service Commission  or  designee, to secure 

sufficien t  qua lified candida tes. 

(b) In  order  to not ify a ll employees of promot iona l oppor tunit ies, promot ional 

examina t ion  announcements sha ll be posted on , and applica t ions sha ll be made 

available through, the Civil Service Commission  web site and may a lso be made 

available through the web sites of a ffected appoin t ing author it ies.  If an  a ffected 

appoin t ing author ity does not  main ta in or  u t ilize a  web site, promot ional 

examina t ion announcements sha ll be conspicuously posted by the a ffected 

appoin t ing author ity a t  a ll geographic loca t ions within  the unit  scope (in  Sta te 

service) or  depar tment  (in  local service) to which  the examina t ion  is open .  

Appoin t ing author it ies sha ll a lso ensure the not ifica t ion  by elect ronic or  other  

means of a ll eligibles of the promot iona l examina t ion  announcement .  Appoin t ing 

author it ies sha ll main ta in  a  record of promot iona l examina t ion  announcement  

post ings and the not ifica t ion  of eligibles of the announcement .  

(c) Examina t ion  announcements sha ll include a t  least  the following informat ion: 

1. Tit le of the examina t ion; 

2. Sala ry informat ion; 

3. Minimum qualifica t ions for  admission  to the examina t ion; 

4. Filing informat ion; and 



5. In  open  compet it ive examinat ions, a  reference to dut ies and 

responsibilit ies. 

(d) A promot iona l examina t ion  sha ll be reannounced if, with in  one year  of the 

closing da te, the examina t ion has not  been  developed and scheduled.  

(e) Unless otherwise provided for  by the Cha irperson  of the Civil Service 

Commission  or  designee, applica t ions for  open  compet it ive and p romot iona l 

examina t ions sha ll be submit ted to the Civil Service Commission  no la ter  than  

11:59 P.M. on  the announced applica t ion  filing da te.  When an  applica t ion is 

mailed, the applica t ion’s postmark da te sha ll be considered the da te on  which  the 

applica t ion  is submit ted. 

(f) Pr ior  to the announced applica t ion  filing da te, an  applicant  may amend a  

previously submit ted applica t ion . 

(g) The Civil Service Commission  may request  cla r ifying informat ion  from an  

applicant . 

(h) All examina t ion applica t ions sha ll r emain  confident ia l, except  as the 

Cha irperson  of the Civil Service Commission  or  designee may determine to be in  the 

public in terest . 

(i) See N.J .A.C. 4A:4-2.17 for  applica t ion  processing fee procedures. 

 



4A:4-2.6 Eligibility for  promot iona l examina t ion  

(a ) Applicants for  promot iona l examina t ions sha ll meet  a ll of the following cr iter ia  

by the announced closing da te:  

1. Have one year  of cont inuous permanen t  service for  an  aggrega te of one 

year  immedia tely preceding the closing da te in  a  t it le or  t it les to which  the 

examina t ion  is open . Aggrega te service sha ll be ca lcu la ted in  the same manner  as 

senior ity as set  for th  in  N.J .A.C. 4A:4-2.15; 

2. Be current ly serving in  the announced unit  scope in  a  t it le to which  the 

examina t ion  is open  and meet  a ll other  requ irements conta ined in  the 

announcement . If an examina t ion  announcement  is amended, a ll requirements 

must  be met  by the announced closing da te whether  or  not  the applica t ion  filing 

da te is changed; 

3. Have not  received a  Performance Assessment  Review (PAR) fina l ra t ing 

below the Commendable level (or  equivalent  in  an  approved loca l service eva lua t ion 

program) in  each  of the two ra t ing per iods immedia tely preceding the announced 

closing da te; and 

4. Submit  an  applica t ion  on  or  before the announced applica t ion  filing da te. 

(b) In  local service, applicants for  promot ion  from ent ry level law enforcement  or  

firefighter  t it les sha ll have three years of cont inuous permanent  service in  a  t it le to 

which  the examina t ion  is open , except  as otherwise provided by law. 



(c) Except  when permit ted by the Civil Service Commission  for  good cause, such  as 

a  documented a ffirmat ive act ion  basis, applicants for  promot iona l examina t ions 

with  open  compet it ive requirements may not  use exper ience ga ined as a  resu lt  of 

out -of-t it le work to sa t isfy the requirements for  admit tance to the examina t ion  or  

for  credit  in  the examina t ion  process. Civil Service Commission  sta ff may 

recommend to the Commission  good cause situa t ions where out -of-t it le work should 

be accepted. 

(d) Employees, with  the except ion  of those serving in  an  en t ry level law enforcement  

or  firefighter  t it le, who have accepted a  volunta ry demot ion  to or  a re appoin ted from 

a  specia l reemployment  list  to a  t it le to which  the examina t ion  is open , may, in  

order  to sa t isfy the requir ement  of (a )1 above, include cont inuous permanent  service 

in  any h igher  rela ted or  comparable t it le. Employees serving in  an  en t ry level law 

enforcement  or  firefighter  t it le who have accepted a  volunta ry demot ion  to or  a re 

appoin ted from a  specia l reemployment  list  to a  t it le to which  the examina t ion  is 

open , may, in  order  to sa t isfy the requirement  of (b) above, include cont inuous 

permanent  service in  any h igher  rela ted or  comparable uniformed t it le.  

(e) An employee who has established eligibility for  a  pr omot ional examina t ion  with 

a  closing da te ea r lier  than  the effect ive da te of a  layoff sha ll be permit ted to take 

such  examina t ion. 

(f) Employees who a re separa ted or  displaced as a  resu lt  of layoff and who 

subsequent ly return  to a  t it le and unit  scope to which  a  promot iona l examina t ion  is 



open between the filing deadline and the examina t ion  da te, sha ll be a llowed to file 

for  the examina t ion . 

(g) The t ime requirements specified in  (a ) and (b) above may be reduced to 

complet ion  of the working test  per iod if: 

1. There is current ly an  incomplete promot iona l list  and/or  the number  of 

employees eligible for examina t ion  will resu lt  in  an  incomplete list ; 

2. It  appears tha t  vacancies to be filled with in the dura t ion  of the 

promot iona l list  will exceed the maximum nu mber  of eligibles tha t  could resu lt  from 

examina t ion; or  

3. Other  valid reasons as determined by the Cha irperson  of the Civil Service 

Commission  or  designee. 

 

4A:4-2.17 Applica t ion processing fees  

(a ) A $25.00 processing fee sha ll be charged for  each  open compet it ive and 

promot iona l examinat ion  applica t ion , except  as provided as follows:  

          1.  Veterans sha ll be charged a  processing fee of $15.00 for  each  open 

compet it ive and promot iona l examina t ion  applica t ion , unless the examina t ion  fa lls 

under  pa ragraphs (a )2 or  3 below. 



          2. The Civil Service Commission  sha ll establish  a  fee for  each  applica t ion  for  

an  open  compet it ive or  promot iona l examina t ion  for  a  law enforcement  officer  or  

firefighter  t it le. The fee sha ll not  exceed the cost  of developing, procur ing, and 

administer ing the examina t ion . Receipts der ived from th is applica t ion  fee sha ll be 

appropr ia ted to the Commission  for  use in  developing, procur ing, and administer ing 

law enforcement  officer  and firefighter  examina t ions.  

          3. When announcements for  an  examina t ion  list  more than  one t it le a rea  

(such  as police, sher iff, and correct ions), a  processing fee sha ll be charged for  each  

t it le a rea  selected by the applicant .  

(b) For  online applica t ions, the fee may be pa id by using a  cr edit  ca rd or  e-check, or  

by sending a  check or  money order , made payable to the NJ CSC.  If a  paper  

applica t ion  is submit ted, only a  check or  money order  made payable to the NJ CSC 

sha ll be accepted and must  be submit ted with  the applica t ion .             

(c) Applica t ions received without  a  fee sha ll not  be processed unless the applicant  

submits, with in  the t ime required by writ ten  not ice from the Civil Service 

Commission , the required fee or , for  open  compet it ive applica t ions, proof of 

exempt ion  as descr ibed in  (d) below.  

(d) An applicant  for  an  open  compet it ive examina t ion  will be granted a  wa iver  of the 

fee if the applicant  provides documenta t ion  showing tha t , a s of the closing da te, he 

or  she is receiving Genera l Assistance benefit s, benefit s under  the Wor k F irst  New 



J ersey Act  or  Supplementa l Secur ity Income. Proof must  consist  of one of the 

following:  

          1. Genera l Assistance--a  copy of the applicant 's benefit s ident ifica t ion  ca rd (if 

one was issued) or  a  let ter  from the applicant 's loca l municipa l welfa re director .  

         2. Work F irst  New J ersey Act --a  copy of the applicant 's Families F irst  ca rd.  

          3. Supplementa l Secur ity Income--a  copy of the applicant 's la test  annual 

award let ter  or  proof of the applicant 's Medica id ident ifica t ion number  for  S.S.I. 

benefit s.  

(e) The fee is for  processing purposes only and does not  guarantee admit tance to an 

examina t ion  or  appoin tment  to a  posit ion . The fee shall not  be refunded for  any 

reason  except  unt imely filing of the applica t ion  or  cancella t ion  of the examina t ion .  

          1. The fee sha ll not  be refunded when the cancella t ion  is due to the lack of 

eligible applicants ("no admits") or  when no eligible applicant  appears for  t est ing 

("no show").  

          2. When an  examina t ion  is cancelled a t  the request  of the appoin t ing 

author ity, the appoin t ing author ity sha ll reimburse the Civil Service Commission  

for  fees refunded to applicants. 

 


