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Fire District No. 3 
TOWNSHIP OF HANOVER, COUNTY OF MORRIS 

 
Supplemental Terms and Conditions of Employment for 

Full-Time, Part-Time and Per Diem Emergency Medical Technicians  
 

1. Forward 
 
a. These Terms and Conditions of Employment are promulgated by means of Resolution 

by the Board of Fire Commissioners acting so as to insure adequate guidance for 
staffing of Emergency Medical Services 

b. These Terms and Conditions of Employment shall supersede any previous Terms and 
Conditions of Employment  

c. These Terms and Conditions of Employment shall commence (January 1, 2022) 
 

2. Scheduling 
 
a. Full-Time Emergency Medical Technicians shall be required to be on duty for a total 

of forty (40) hours per week, Scheduling shall be at the discretion of the Chief of the 
Department or his/her designee. Any change to an employee’s schedule shall be done 
so in writing, or electronic scheduling system, by the Chief of Department, with at least 
ten (10) days’ notice, with the exception of emergency situations.  

b. Any Full-Time Emergency Medical Technician working more than forty hours 
within a payroll week shall be compensated according to the ‘Overtime’ rate as 
described herein. 

c. Part-Time Emergency Medical Technicians shall have 24 hours of work available to 
them within a payroll week – seven days, this does not preclude a Part-Time Emergency 
Medical Technician from being scheduled more than 24 hours in a single pay week, 
but not to exceed 48 hours in the two-week pay cycle; may not exceed 40 hours in a 
single pay week. 

d. Available shifts shall be forwarded to Part-Time Emergency Medical Technicians 
by the Chief or his/her designee, and assignments shall be made based on equity with 
consideration for seniority. 

e. Part-Time Emergency Medical Technicians must submit availability consistent with 
‘C’ above. These hours must be within hours identified as requiring Part-Time 
coverage, or hours announced by the Chief of the Department or his/her designee.  

f. Per Diem Emergency Medical Technicians must submit no less than twenty four (24) 
hours of availability per month.  These hours must be within hours requiring Per Diem 
coverage, or hours announced by the Chief of the Department or his/her designee 

g. Scheduling in all compensated Emergency Medical Services positions shall be at the 
discretion of the Chief or his/her designee. Any change to an employee’s schedule shall 
be done so in writing, or by means of the electronic scheduling system, by the Chief of 
Department, with at least ten (10) days’ notice, with the exception of emergency 
situations.   

h. A shift may be cancelled, and an assignment withdrawn up until 24 hours prior to the 
start of the shift 
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3. Hours of Work 
 
a. The District in the interest of the health and wellbeing of its Emergency Medical 

Technicians, and to prevent fatigue and associated consequential issues shall not permit 
any Emergency Medical Technician to work more than twenty four (24) consecutive 
hours 

b. Any Emergency Medical Technician who has worked twenty four (24) consecutive 
hours shall be required to have no less than eight (8) consecutive hours off prior to 
reengaging in any type of employment with the District in any scheduled or volunteer 
capacity.   

c. Any exceptions to this policy must be approved by the Chief of Department or his/her 
designee.  

d. It is the responsibility of the Chief or his/her designee to keep track of keeping track of 
the hours worked by compensated EMS staff during any pay period to insure 
compliance with the guidelines enumerated herein. 

 
4. Time Off 

 
a. All Full-Time Emergency Medical Technicians will be allocated Paid Time Off 

(PTO) which may be used for vacation, personal or family illness or any other personal 
matters that cannot be attended to outside normal hours of work.  The authority for the 
approval of an employee’s PTO is vested in the Chief, and PTO shall not be 
unreasonably denied.  

b. All Full-Time Emergency Medical Technicians shall be entitled to Paid Time Off 
at their regular rate of pay, in accordance with the following schedule.   

i. Upon completing 6 months of service - 80 Hours 
ii. Having completed 1 year through 4 years - 136 Hours 
iii. In year 5 through 11 – 200 Hours 
iv. In year 12 and thereafter – 216 Hours 

c. PTO will be credited to the employee on their anniversary date each year. 
d. All Part-Time Emergency Medical Technicians shall not be subject to Paid Time 

Off (PTO) provisions enumerated in (a/d) above.  Part-Time Emergency Medical 
Technicians shall be afforded forty (48) hours of Paid Time Off during a calendar 
year to be used according to the standards enumerated in (a) above.  

e. For Part-Time Emergency Medical Technicians 24 hours of PTO may be rolled into 
the following year.  A maximum of 72 hours may be accumulated, however, a Part-
Time Emergency Medical Technician will not be paid for unused PTO upon 
separation.  

f. Current unused sick time, not to exceed 40 hours, shall be rolled towards the maximum 
72  

g. PTO requests shall be submitted consistent with any such provisions contained herein. 
h. Part-Time Emergency Medical Technicians will be allotted forty eight (48) hours 

within a calendar year which can be taken off, as elected, without compensation, this 
time shall be referred to as Time Off.   

i. A Part-Time Emergency Medical Technician may utilize these 48 hours to offset 
the required 24 hours per week.  Any time off shall be reported to and approved by 
the Chief or his/her designee.  Allowable time off shall not carry from year to year; 
there will no accumulation of time off.  Time Off allotments shall be prorated during 
the year of hire. 
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j. Any Part-Time Emergency Medical Technician who has exhausted their Time Off 
allotment shall be required to work the 24 hours per week, or shall be considered as 
being in default of the terms and conditions of their employment and may be subject 
to discipline, including demotion or termination. Language for leave 

 
5. Bereavement Leave 

 
a. Full-Time Emergency Medical Technician: In the event of a death in the employee’s 

immediate family, the employee shall be granted up to three (3) shifts off with pay, 
for wake, funeral and/or memorial services.  Immediate family members are defined 
as an employee's spouse, parents, stepparents, sisters, brothers, children, stepchildren, 
grandparents, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law, 
daughter-in-law, or grandchild.  For all other relatives, two (2) shifts from the date of 
death may be granted.   

b. Part-Time or Per Diem Emergency Medical Technician:  In the event of a death in 
the employee’s immediate family, the employee shall be granted up to three (3) 
scheduled shifts off without pay, for wake, funeral and/or memorial services. 
Immediate family members are defined as an employee's spouse, parents, stepparents, 
sisters, brothers, children, stepchildren, grandparents, father-in-law, mother-in-law, 
brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild. For all other 
relatives, two (2) shifts from the date of death may be granted.  Said shifts shall be 
applied to any time that the Part-Time or Per Diem Emergency Medical Technician 
is scheduled to work during that period. 

 
6. Sick Leave 

 
a. Sick leave shall be granted to all Per Diem Emergency Medical Technicians 

consistent with the provisions of New Jersey Statutes with one hour granted for every 
thirty hours worked. 

b. Sick leave may only be used consistent with the District’s Sick Time policy; consistent 
with applicable New Jersey law. 

c. Per Diem Emergency Medical Technicians reporting out sick shall do so no less 
than two (2) hours prior to the start of their shift. 

d. Per Diem Emergency Medical Technicians on sick leave shall remain in their place 
of confinement for the duration of said leave. 

e. Per Diem Emergency Medical Technicians utilizing leave for three or more 
consecutive shifts, due to illness or injury, or other State or Federal leave for reasons 
of personal illness or injury, shall be required to provide a medical professional’s note 
allowing their return to duty, and shall be subject to the District’s policies on returning 
to duty. 

f. Any EMT transitioning from Per Diem Emergency Medical Technicians to Part-
Time Emergency Medical Technician or from Part-Time Emergency Medical 
Technician to Full-Time Emergency Medical Technician employment shall have 
the ability to use any accumulated sick time during the first six months until their 
regular PTO becomes available.  Said time must only be used for sick time as defined 
by State statutes and/or District Policies. 

g. An employee who utilizes sick time for purposes other than those provided by law 
and/or the Policies and Procedures of the District, or who feigns illness for purposes 
of receiving compensation for same shall be subject to disciplinary action including 
termination. 
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7. Education 
 
a. All Compensated Emergency Medical Technicians, full-time, part-time and/or per 

diem are required to maintain their EMT and CPR Certifications as well as PHTLS or 
ITLS Certifications in order to remain employed by the District.  Proof of certifications 
shall be provided upon updating any certification.   

b. The District will pay the cost of any approved classes that personnel attend in order to 
maintain these certifications, personnel will not be paid to attend these classes.  
Personnel must submit an application to the Chief of Department or his/her designee 
to be approved prior to attending. 

c. Full-Time, Part-Time and Per Diem Emergency Medical Technicians, at the discretion 
of the Chief of Department, may be required to attend mandatory training that will 
advance their skills and proficiencies.  When an employee is required to attend such a 
course, or evaluation, the District will pay for the class itself, and will also pay that 
employee’s hourly rate hour-for-hour for their attendance at these courses, excluding 
travel time, unless your attendance constitutes overtime as determined in (7) herein. 

d. Any Per-Diem or Part-Time Emergency Medical Technician hired on or after January 
1, 2020, who does not have the required PHTLS or ITLS certification at the time of 
hire, shall be required to attain said certification within one (1) year of employment.  
The cost of the course will be the responsibility of the District, said member attending 
will do so on their own time without additional compensation. 

 

8. Switches 
 

a. Emergency Medical Technician shall be permitted to switch shifts, with the 
permission of the Chief of Department or his/her designee, providing that all shifts are 
worked and repaid within the calendar week, and that no switch incurs overtime. 

b. Switches may not extend beyond the calendar week, and no Emergency Medical 
Technician shall work more than forty-hours within a calendar week as the result of 
a switch. 

c. Any compensated Emergency Medical Technician working more than forty hours 
in a week by virtue of a switch shall be subject to ‘Overtime’ as described herein. 

d. Any compensated Emergency Medical Technician who works less than their 
scheduled or required hours during a calendar week shall be subject to leave without 
pay, and shall not be compensated for the deficient hours.  

 

9. Holidays  
 

a. Any compensated Emergency Medical Technician who works on a Holiday, or the day 
designated as commemorating a designated holiday, so recognized by the Fire District 
in its Policies and Procedures Manual, or as amended herein, shall be compensated for 
those hours at a rate of one and one-half times their regular rate of pay for the hours 
worked on actual day of the holiday or observance. 

b. Holidays recognized by the District shall be: 
New Year’s Day 
President’s Day 
Good Friday 
Easter Sunday 
Memorial Day 
Independence Day 

Labor Day 
Columbus Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Day 
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c. The Chief of Department may request Per Diem or Part-Time employees to provide 
notification of availability for Holiday assignments, consistent with applicable policies. 
 
 

10. Overtime  
a. Any compensated Emergency Medical Technician, working in excess of forty hours 

in a pay week (seven identified consecutive days) shall be compensated at one and one-
half times their normal rate of pay. 

b. For purposes of calculating overtime, any approved outside employment/stand-by 
details shall not be included. 

 

11. Insurance 
 
a. The Fire District shall maintain and make available to Full-Time Emergency Medical 

Technicians the following insurances, consistent, where applicable to the provisions 
of Chapter 78, P.L. 2011 
 

 Healthcare Insurance 
 Dental Insurance 
 Vision/Eye Care Insurance 

 Accident/Sickness Insurance  
 Life Insurance Policy  
 Flexible Spending Account 

b. The District agrees to maintain an annually determined amount, per employee, in a 
Healthcare Reimbursement Arrangement (HRA).  The Board may also provide a 
Section 125 Plan for employees in accordance with the provisions of Chapter 78, P.L. 
2011, incorporated herein by reference 

c. Full-Time Emergency Medical Technicians receiving healthcare benefits shall be 
subject to co-payment consistent with the provisions of law requiring such. 

d. Opt-Out Election 
i. A health benefit Opt-Out provision for healthcare coverage shall be provided 

to all Full-Time Emergency Medical Technicians who elect to waive medical 
benefits coverage.  Full-Time Emergency Medical Technicians shall be paid 
annually during the first pay week of the last month of the policy period.  Full-
Time Emergency Medical Technicians requesting the Opt-Out benefit must 
complete an approved waiver form specifying that they have insurance 
coverage through another source.  A copy of that form shall be provided by the 
Board. Opt-Out benefits shall be paid as outlined herein 
 

 Single Coverage   $1,000.00 Per Year 
 Parent Child Coverage  $1,500.00 Per Year 
 Spouse    $1,500.00 Per Year 
 Family    $1,750.00 Per Year 

 
e. Notwithstanding the above schedule, Opt-Out benefits, consistent with State Law shall 

not exceed 25% of the annual premium or $5,000.00, whichever is less. 
f. Part-Time Emergency Medical Technicians and Per Diem Emergency Medical 

Technicians shall be afforded all statutorily required insurances as well as Life 
Insurance and Accident/Sickness coverage. 

 

 



Page 6 of 6 
 

12. Uniforms 
 

a. Issuance, Use and Maintenance of all uniforms utilized by compensated Emergency 
Medical personnel shall be at the discretion of the Chief of Department  

 

13. Outside/Extra Duty Rate of Pay 
 

a. Any Compensated Emergency Medical Technician working a Stand-By Detail 
scheduled through the District and with the approval of the Chief of Department, shall 
be compensated according to the schedule of fees adopted by the Board of 
Commissioners. These hours shall not be utilized in computation of overtime 
entitlement. 

 

14. Pensions 
 
a. Consistent with applicable State Law, employees will be enrolled in the pension system 

commensurate with their salary and/or employment status and current co-enrollment. 
 


