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1 Editor's Note: This ordinance also repealed former Ch. 6, Administrative Code, adopted 113-1992 as Ord. 

No. 1-1992. 
 
GENERAL REFERENCES 
 
Administration - See Ch. 5. Boards and Commissions - See Ch. 10. Fire Department - See Ch. 26. Police 
Department - See Ch. 42. 
 

ARTICLE I 
Title; Definitions 

 
§ 6-1. Title. 
 

This chapter shall be known as and may be referred to as the "Administrative Code" and is herein referred to as 
"this code." 
 
§ 6-2. Definitions. 
 

For the purposes of this chapter and in the interpretation and application of all other ordinances and resolutions 
heretofore adopted by the township, the following terms shall have the meanings indicated: 
 

CHARTER - Small Municipality Plan A of the Optional Municipal Charter Law, Chapter 210 of New Jersey 
Laws of 1950, N.J.S.A. 40:69A-115 et seq., as amended and supplemented, and any and all general laws as 
therein defined which are or may be applicable to the township. 
 
COUNCIL - As defined in N.J.S.A. 40:69A-117, being the governing body of the township, consisting of five 
(5) elected members, including the Mayor, unless the context clearly indicates that the Mayor is not so 
included. 
 
DEPARTMENT - An organizational unit of the township government so designated by this code. 
 
DIVISION - An organizational unit within a department. 
 
MAINTAIN - To file, codify, index or preserve. 
 
MONTH - A calendar month, unless otherwise specifically provided. 
 
MUNICIPAL OFFICER or TOWNSHIP OFFICER - Any person elected to, appointed to or employed in any 
position defined by this code. 
 
PERSON - Includes individuals, corporations, firms, organizations, companies, associations or any group 
acting as an individual or as a unit. The masculine shall include the feminine gender. 
 
TOWNSHIP or MUNICIPALITY - The Township of East Hanover, Morris County, New Jersey. 



 
YEAR - A calendar year, unless otherwise specifically provided. 

 
ARTICLE II 

Powers of Council; Organization 
 
§ 6-3. Legislative power; appointments. 
 

A. Legislative power. All legislative power of the township will be exercised by the Council, and, in 
accordance with the provision of N.J.S.A. 40A:69-115 et seq., the Mayor shall sit as a member of 
Council and preside at all meetings thereof at which he is present. The Council, in addition to such 
powers and duties as may be conferred upon it by statute, may require any municipal officer to prepare 
and submit sworn statements regarding his official duties and the performance thereof and may 
investigate the conduct of any department, office or agency of the municipal government. 

 
B. Power of appointment of Township Council. The Township Council shall have the power of advice 

and consent of all mayoral appointments as provided by statute. The Township Council shall also have 
appointment authority as provided by New Jersey statutes, including but not limited to: 

 
 (1) The Class III members of the Planning Board pursuant to N.J.S.A. 40:55D-23a; and 
 
 (2) All members of the Zoning Board of Adjustment pursuant to N.J.S.A. 40:55D-69. 
 
§ 6-4. Organization; presiding officer. 
 

The Council will organize annually, at which time it will select a President of the Council from among its 
members, who shall serve in the place of the Mayor in the event of his absence, disability or refusal to act. The 
Mayor shall preside over all meetings of the Council. In the absence of the Mayor, the President shall preside. In 
the absence of the Mayor and President, the Council shall select from among its members a temporary presiding 
officer. 
 

ARTICLE III 
Meetings; Vacancy 

 
§ 6-5. Duties of Clerk. 
 

The Township Clerk shall maintain, prepare and sign the minutes of the Council, maintain the records of the 
Council, maintain personnel files for all employees of the township and perform such other duties as shall be 
assigned. At public meetings of the Municipal Council, the Township Clerk shall, in the proper order of business, 
announce the subject and author of all correspondence received. At the request of any member, any item of 
correspondence shall be read in full. 
 
§ 6-6. Agenda. 
 

The Agenda for each regular meeting of the Council shall be prepared by the Clerk, at the direction of the 
Mayor, and made available to the Council members prior to the opening of the meeting. Additional copies of the 
agenda shall be available to the public. 
 
§ 6-7. Vacancies. 
 

Vacancies in the Council shall be filled as set forth in the Municipal Vacancy Law as now set forth in NJ.S.A. 
40A:16-1 et seq., and as hereinafter amended. 
 
§ 6-8. Types of meetings. 



 
 A. Regular meetings. The Council shall meet on a regular basis at the Municipal Building as shall be 

determined by resolution of the Council. Regular meetings shall be held at least monthly. 
 

(1) All meetings of the Council shall be held in accordance with the requirements of the Open 
Public Meetings Act, N.J.S.A. 10:4-6 et seq., as currently enacted as or hereinafter amended. 

 
(2) The Township Clerk shall keep a journal of the proceedings of the Council and shall record 

the minutes of every meeting. 
 
(3) An adjourned meeting shall be considered a continuation of the preceding meeting, and the 

business of the Council shall be resumed at the point where it was left at the last 
adjournment. 

 
B. Special meetings. 

 
(1) Special meetings of the Council may be called by the Mayor or upon written request of a 

majority of the members of the Council. In the call for said special meeting, the Mayor shall 
designate the purpose of the special meeting, and no other business shall be considered.  

 
(2)  The Mayor shall promptly direct the Clerk to serve notice, in writing, of any special meeting 

upon each member of the Council at least twenty-four (24) hours prior to the time for which 
the meeting is called. Upon written waiver of notice executed by all members of the 
Council, a special meeting may be held without prior notice, notwithstanding the above 
provisions of this section. 

 
 C. Emergency meetings. The Council may be called for a meeting by the Mayor, if a state of 

emergency is determined to exist, in accordance with the applicable provisions of the Open 
Public Meetings Act, N.J.S.A. 10:4-6 et seq., as currently enacted as or hereinafter amended. 

 
 D. Executive session. Any member of the Council may move for adjournment to a closed or 

executive session and upon a vote of the Council, an executive session shall be held from which 
the general public shall be excluded, upon compliance with the requirements of the Open Public 
Meetings Act, N.J.S.A. 10:4-6 et seq., as currently enacted or hereinafter amended. 

 
§ 6-9. Roll call; minutes. [Amended 4-15-1999 by Ord. No. 5-1999] 
 

The vote upon every motion, resolution or ordinance shall be taken by roll call, and the ayes, nays and 
abstentions shall be entered upon the minutes. No ordinance shall be adopted by the Council without the 
affirmative vote of a majority of the whole number of the governing body, unless otherwise specified by state law. 
The minutes of each meeting shall be signed by the officer presiding and the Township Clerk. 
 

ARTICLE IV 
Rules and Procedures 

 
§ 6-10. Ordinances and resolutions. 
 
The following provisions apply to ordinances and/or resolutions: 
 

A. Each ordinance or resolution shall be introduced in writing and shall be read and considered as provided 
by 
general law. The vote upon every motion, resolution or ordinance shall be taken by roll call, and the ayes 
and nays shall be entered into the minutes. 

 



B. All ordinances shall be published, pursuant to general law, in full in at least one newspaper having 
circulation within the township, unless otherwise provided by law. All members of the public shall have 
the opportunity to speak on the ordinance at the time of final reading prior to its adoption. 

 
C. All ordinances shall, after final passage by Council and approval by the Mayor, where such approval is 

required, in accordance with the appropriate time and notice limits set forth in applicable state law. 
 

D. The Township Clerk shall record all ordinances and resolutions adopted by the Council, and at the close of 
each year, with the advice and assistance of the Township Attorney, shall bind, compile or codify all of the 
ordinances and resolutions, or true copies thereof, of the municipality which then remain in effect. The 
Township Clerk shall also properly index the record books, compilation or codification of ordinances and 
resolutions. 

 
E. Prior to its introduction, any proposed ordinance permitting or requiring administrative action shall be 

submitted to the Mayor and to the department head concerned. 
 

F. Subject to the procedure set forth in § 6-8B(1) of this code, an ordinance or resolution may be introduced 
by any member of the Council. The Clerk shall forthwith provide each member of the Council with a copy 
thereof and shall provide the Township Attorney with a copy. Each ordinance and resolution shall be 
limited to a single subject, which shall be clearly expressed in its title. 

 
§ 6-11. Rules of procedure. 
 

The Council may determine its own rules of procedure not inconsistent with ordinance or general law, which 
rules may be adopted by resolution of the Council. 
 

ARTICLE V 
Mayor 

 
§ 6-12. Election. 
 

The Mayor shall be elected at large by the voters of the municipality, as provided by statute. 
 
§ 6-13. Duties. 
 

A. Duties of Mayor as chief executive. The Mayor shall be the chief executive of the township. He shall have 
all the power and duties set forth in N.J.S.A. 40:69A-115 et seq., as currently enacted or as hereinafter 
amended. All appointments of all officers and employees, and all members of township boards, 
commissions, agencies or other positions of the township, whether created by ordinance, resolution, statute 
or other applicable authority, shall be made by the Mayor with the advice and consent of the Council, 
except where otherwise provided for by statute. 

 
B. Duties of Mayor as member of Council. The Mayor shall be a member of the Council. He shall: 

 
 (1) Participate in meetings of the Council and vote as other Council members. 
 
 (2) Preside over the meetings of the Council. 
 

C. Duties of Mayor to perform marriage and civil union ceremonies. [Added 3-5-2012 by Ord. No. 2-2012] 
 

(1) Pursuant to N.J.S.A. 37:1-13 et seq., as currently enacted or as hereinafter amended, the Mayor is 
permitted to perform such ceremonies to solemnize marriages and civil unions; and 

 



(2) Pursuant to N.J.S.A. 40:48-1, fees collected in association with the service or performance of a 
marriage or civil union ceremony shall be established and collected pursuant to an ordinance, more 
specifically set forth in § 79-16. 

 
§ 6-14. Delegation of power. 
 

All of the administrative functions, powers and duties of the township shall be allocated and assigned by the 
Mayor, among and within the departments established and constituted by the code or any amendments and 
supplements thereto. The Mayor may delegate to other officers of the township such functions, powers and duties 
as he may deem appropriate and which are permitted by law, except for the duties required by the Charter or by 
law to be performed by the Mayor. 
 
§ 6-15. Acting Mayor. 
 

The President of the Council shall serve in place of the Mayor in the event of the absence of the Mayor or his 
disability or refusal to act, as set forth in N.J.S.A. 40:69A-120. When serving as Acting Mayor, the President of 
Council shall have all of the rights, powers and duties of the Mayor, as set forth in the Charter. 
 

ARTICLE VI 
Departments; Divisions; Offices 

 
§ 6-16. Establishment. 
 

There shall be such departments, divisions and offices as may be established by Council. 
 
§ 6-17. Departments enumerated. 
 

The following departments are hereby established: 
 

A. Administration Department: supervised by the Township Administrator, who shall be appointed by the 
Mayor and who shall, at the direction of and under the supervision of the Mayor, have such duties as set 
forth in § 5-5 et seq. of the Township Code, or as otherwise directed by the Mayor. 

 
B. Finance Department: supervised by the Chief Financial Officer. 
 
C.        Police Department: supervised by the Chief of Police. 
 
D. Public Facilities and Public Works Department: supervised by the Superintendent of Public Works, 

including all buildings and grounds unless specifically provided for by other township ordinance or 
applicable Law. 

 
E. Recreation Department: supervised by the Recreation Superintendent, subject to the Recreation 

Commission, which shall continue pursuant to § 10-5 et seq. of the Township Code as herein amended 
and supplemented. 

 
F. Sewer and Water Facilities Department: supervised and operated by the Township Sewer Department, 

as to the sewer facilities, and the Township Water Department as to the water facilities. 
 
G. Fire Department: supervised and directed by the Chief of the Fire Department. 
 
H. Health Department: supervised and directed by the Township Health Officer, subject to the Direction of 

the Board of Health. 
 
I. Land Use and Engineering Department: supervised by the Director of Land Use. 



 
J. Uniform Construction Code Department: supervised and administered by the Construction Code 

Official. 
 
§ 6-18. Directors. 
 

A. Appointment and removal of department and division directors. 
 

(1) Department and division directors shall be appointed in accordance with the requirements of state law 
and, in the absence of state law, in accordance with this code or other ordinance. Department and 
division directors shall not have the power to hire or discharge subordinate employees unless that 
power is expressly delegated by the Mayor. 

 
(2) Nothing in this code shall be construed to prevent the Mayor from appointing to any position, for 

which the Mayor has the responsibility for making appointments, any otherwise qualified person, 
including himself, Council members or other municipal officers, except as specifically prohibited by 
the Charter, general law or this code. 

 
B. Powers and duties of department and division directors. The director of each department or division, under 

the supervision of the Mayor and subject to the Charter and to this code, shall: 
 

(1) Prescribe the internal organization of the department or division and the duties of subordinate officers 
and  
employees within the department, except as provided by the Charter, this code or by ordinance. 

 
(2) Ensure that all power, functions and duties assigned to the department or division are carried out with 

diligence. 
 

(3) Operate the appropriate department or division in an efficient and' effective manner. 
 

(4) Report, in writing to the Mayor, recommendations for improving departmental or division 
performance, requirements of the department or division and the results of assignments made to the 
department or division. 

 
(5) Report promptly to the Mayor, Council and the Chief Financial Officer projected deviations in the 

financial performance of the department or division. 
 

(6) Report at least annually to the Mayor and Council, in such form as shall be approved by the Mayor, 
on the work of the department or division during the preceding year. 

 
(7) Cooperate with the Mayor, Chief Financial Officer and Council in the preparation of the annual 

budget, providing supporting information for all budgetary requirements and explanations of all 
deviations from previous budgets. 

 
(8) Assign functions, powers and duties to subordinate officers and employees within the department or 

division and modify such assignments as need appears. 
 

(9) Assign priorities to the conduct of the functions, powers and duties allocated to the department or 
division. 

 
(10) Supervise the work of the department through divisions established by this code and supervise and 

direct the work of the employees of the department. 
 



(11) Delegate to other officers or employees of his department or division such of his powers as he may 
deem necessary for efficient administration and operation. 

 
(12) Prohibit the expenditure of municipal funds or the commitment of municipal funds by the department 

or division, except as provided by law. 
 

(13)  Provide liaison with other departments, divisions, boards, etc., as required for the efficient and 
effective operation of the administrative branch. 

 
(14)  Become familiar with general law affecting department or division and with funds available for the 

performance of the functions of the department for which the department head is responsible from 
sources in or outside the township. 

 
§ 6-19. Positions and departments continued. 
 

All positions, departments, boards, commissions, agencies and other offices of the township previously 
authorized and currently existing, whether currently vacant or filled, shall be continued unless specifically deemed 
vacated or abolished by this or a subsequent act of the Council. Appointments of individuals to said positions, 
departments, boards, commissions, agencies and other offices of the township shall be made by the Mayor in 
accordance with this code, unless otherwise set forth by general law. Until said appointments are made, said 
positions shall be deemed vacant in accordance with NJ.S.A. 40:69A-207, unless exempted by specific provisions 
of this code or other specifically applicable statute. 
 
§ 6-20. Surety bonds. 
 

An officer of the township who is required by state law to do so shall give bond at the expense of the 
township, in accordance with general law. 
 
§ 6-21. Pensions. 
 

Pension fund membership and the rights of any officer or employee shall not be adversely affected due to the 
adoption of this code or of any amendments or supplements thereto. In the event of the termination of 
employment of any officer or employee prior to his retirement, for whom funds have been set aside for a pension 
or for retirement benefits during the period of his employment, such funds shall be paid to such officer or 
employee at the time of such termination of employment. 
 
§ 6-22. Existing agreements. 
 

This code shall have no effect on existing collective bargaining agreements to which the township is a party 
or other existing contracts of employment or similar agreements. 
 
§ 6-23. Tenure. 
 

Any officer or employee of the township who has acquired tenure in his or her position through any provision 
of law or of ordinance shall retain said tenure in the same position without effect due to the adoption of this code. 
 
§ 6-24. Audit. 
 

The Council shall have an annual audit made of the township accounts and financial transactions as required 
by law. Such annual audit shall be made by a registered municipal accountant of New Jersey, selected by the 
Mayor and Council. 
 
§ 6-25. Vouchers. 
 



The following procedures shall be followed in connection with the payment of vouchers. 
 

A. All vouchers to be considered for payment must be properly submitted not less than six (6) days prior to 
the next regularly scheduled meeting of the Township Council. 

 
B. The Chief Financial Officer shall prepare two (2) lists of bills for consideration by the Township Council 

as follows: 
 

(1) The first list shall be comprised of bills submitted by all professionals retained by the township. Said 
bills shall not be listed unless the vouchers shall be signed by at least three (3) Council persons. 

 
(2)   The second list shall be comprised of all other bills not listed in the list described in Subsection B(1). 

 
§ 6-26. Regulations to filed. 
 

No rule or regulation made by any department, officer, agency or authority of the municipality, except such as 
related to the organization or internal management of the Township government or a part thereof, shall take effect 
until it is filed with the Township Clerk. The Council shall provide for the prompt publication of such regulations 
and rules. 
 

ARTICLE VII 
Miscellaneous Provisions 

 
§ 6-27. Public records. 
 

A. All of the books, maps, papers, accounts, statements, vouchers and other documents whatsoever 
acquired or produced in any department shall be carefully and conveniently filed, kept and preserved 
and shall be and remain the sole property of the Township and shall not at any time be removed from 
the offices of such department, except when required for use in official business, and shall then be 
returned to such office without delay. Each department head shall be responsible for enforcing the 
requirements of this section in his department. This section shall be subject to the provisions of the 
Destruction of Public Records Law (1953), N.J.S.A. 47:3-15 et seq. 

 
B. The following regulations shall pertain to the inspection and reproduction of public records: [Amended 

8-12-2002 by Ord. No.14-2002] 
 

(1) The term public record as used in this Section shall be as defined in N.J.S.A. 47:1A-1 et seq., a 
copy of which is on file in the office of the Township Clerk. 

 
(2) Except as set forth in N.J.S.A. 47:1A-1 et seq., all public records maintained in municipal offices 

by the Township shall be available for inspection during the regular business hours of the 
Township. All requests for public records shall be specified as possible and shall be made through 
the office of the Municipal Clerk on a form promulgated by the Township, a copy of which is 
attached hereto and made a part hereof as if spread in full herein.1 

 
1 Editor's Note: Said form is on file in the Township offices. 

 
(3)  For the convenience of the public, the Sergeant in charge of the Records Division of the Police 

Department is hereby designated as the deputy Custodian of Records and requests for police 
reports may be made through the said Deputy Custodian at the Police Headquarters during normal 
business hours of the Township. 

 
(4) Fees for reproduction of public records shall be as set forth in § 79-3 of The Code of the 

Township of East Hanover. 



 
C. Every department head or other chief responsible to the Township shall provide the Township Clerk 

with a written inventory of all. equipment, parts, items, tangible goods and other tangible items within 
180 days of the effective date of this code. Said inventory shall provide serial numbers or other 
identifying code or indicia and, where none exists, create one in a manner generally used in government 
or commerce. Quantities shall also be noted and accounted for on an annual basis or more often where 
deemed necessary by the Mayor. Said inventory list shall be updated regularly and in no event less than 
annually. 

 
§ 6-28. Delivery of funds and records to successor. 
 

Upon termination of the term of office of any officer or the employment of any employee, he shall forthwith 
deliver to his successor or, if there .is no successor, to the Clerk or other person who may be designated by the 
Council to receive the same all moneys, papers, books, memoranda, accounts and data of any nature whatever 
pertaining to his office or to his employment. 
 
§ 6-29. Public office hours. 
 

The public administrative and executive business offices of the Township shall be open for the transaction of 
public business on a regular schedule, as prescribed by the Mayor with approval of the Council, except as 
otherwise provided by law. Notice of the regular office hours of the Township offices shall be given to the public, 
and the schedule shall be included in the annual Township directory. 
 


