POLICY BOARD OF EDUCATION

Bylaws
0152/Page 1 of 2
BOARD OFFICERS

0152 BOARD OFFICERS
The Board of Education shall organize at its first regular meeting by electing one of its
members as President and another as Vice-President,

Any member may place a member's name in nomination; a second is not
required. Election for each office will be conducted by a vote when the
nominations for that office are closed. The candidate receiving a majority vote of
the members of the Board present and constituting a quorum will be elected to
office.

Option 1 - Voting shall take place by written ballot after nominations are closed
for each position, President and Vice President. Each Board members will be
provided a blank-piece-of paper ballot after nominations are closed for each
position. Each Board member and shall write the name of one Board member
the-person they wish fo vote for see-elected on the piece—of paper ballot. Each
Board member must print and sign their name on their paper ballot. The
ballots shall be read aloud tallied by the Board Secretary identifying the Board
member and their vote. and Tthe person with the majority vote of the members
of the Board present and constituting a quorum shall be elected. In the event no
candidate receives a majority vote efthe-members of the Board members present
and constituting a quorum, the procedure shall be repeated eentinne until
someone receives a majority vote of those Board members present and
constituting a guorum.]

Officers shall serve for one year and until their respective successors are elected
and shall qualify, but if the Board shall fail to hold the organization meeting or to
elect Board officers as prescribed by N.J.S.A. 18A:15-1, the Executive County
Superintendent shall appoint from among the members of the Board a President
and/or Vice-President.

A President or Vice-President who refuses to perform a duty imposed upon
him/her by law may be removed by a majority vote of the Board members present
and constituting a quorum. In the event the office of President or Vice-President
shall become vacant the Board shall, within thirty days thereafter, fill the vacancy
for the unexpired term. If the Board fails to fill the vacancy within such time, the
Executive County Superintendent shall fill the vacancy for the unexpired term.




POLICY BOARD OF EDUCATION

Bylaws
0152/Page 2 of 2
BOARD OFFICERS

N.JS.A, 18A:15-1; 18A:15-2

Adopted: 28 February 2002
Revised: 26 February 2009
Revised: 15 December 2016

Revised:




POLICY BOARD OF EDUCATION
ADMINISTRATION
1581/page 1 of 4

Domestic Violence
M

1581 DOMESTIC VIOLENCE

Policy and Regulation 1581 - Section A. sets forth the New Jersey Civil Service Commission’s
Uniform Domestic Violence Policy that all public employers shall adopt and distribute to all
their employees in accordance with the requirements of N.J.S.A. 11A:2-6a. The purpose of the
Uniform Domestic Violence Policy is to encourage public employees who are victims of
domestic violence, and those impacted by domestic violence, to seek assistance from their public
employer’s human resources officer(s) and to provide a standard for a public employer’s human
resources officer(s) to follow when responding to employees.

Policy and Regulation 1581 — Section B. provides employment protection for employees of those
employers as defined in N.J.S.A. 34:11C-2, who are victims of domestic violence or sexual
violence in accordance with the provisions of the New Jersey Security and Financial
Empowerment Act (NJ SAFE Act) - N.J.S.A. 34:11C-1 et seq.

A. Uniform Domestic Violence Policy (N.J.S.A. 11A:2-6a)

All New Jersey public employees are covered under N.I.S.A. 11A:2-6a and Policy and
Regulation 1581 — Section A. All public employers shall designate a Human Resources
Officer (HRO) or equivalent to assist employees who are victims of domestic violence.
The name and contact information of the designated TRO must be provided to all
employees. Managers and supervisors are required to refer any employee who is

experiencing domestic violence of who rteport withessing domestic viclence to the
designated IRO.

Employees who are victims of domestic violence are encouraged to seek immediate
assistance from their HRO. Employees who have information about or witness an act of
domestic violence against an employee are encouraged to report that information to the
designated HRO, unless the employee is required to report the domestic violence
pursuant to applicable laws, guidelines, standard operating procedures, internal affairs
policies, or New Jersey Attorney General directives and guidelines that impose a duty to
report, in which case the employee must report to the appropriate authority in addition to
reporting to the designated HRO.

Nothing in the Uniform Domestic Violence Policy and Policy and Regulation 1581 -
Section A. shall preclude an employee from contacting 911 in emergency situations.
HROs shall remind employees to contact 911 if they feel they are in immediate danger.
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Each designated HRO shall comply with the requirements outlined in Regulation 1581 —
Section A.4.d. In responding to reports of domestic violence, the HRO shall seek to
maintain confidentiality to protect an employee making a report of, witnessing, or
experiencing domestic violence, to the extent practical and appropriate undet the
circumstances and allowed by law.

To ensure confidentiality and accuracy of information, the Uniform Domestic Violence
Policy 1581 and Regulation 1581 — Section A.6. require the HRO to keep all documents
and reports of domestic violence in a confidential personnel file separate from the
employee's other personne! records.

Public employers in the State of New Jersey shall develop an action plan to identify,
respond to, and correct employee performance issues that are caused by domestic
violence, pursuant to N.J.S.A. 11A:2-6a, and in accordance with the guidelines outlined
in Regulation 1581 - Section AT

Resources and program information will be readily available to assist victims of domestic
violence.

A public employer may seek to modify Policy and Regulation 1581 to create additional
protocols to protect victims of domestic violence, but may not modify in a way that
reduces or compromises the safeguards and processes set in the Uniform Domestic
Violence Policy.

B. The New Jersey Security and Financial Empowerment Act — (N JS.A. 34:11C-1 et seq. -
NJ SAFE Act)

The New Jersey Security and Financial Empowerment Act, N.J.S.A. 34:11C-1 et seq.
(NJ SAFE Act), is a law that provides employment protection for vietims of domestic or
sexual violence. Any employee of an employer in the State of New Jersey as defined in
N.IS.A. 34:11C-2, who was a victim of an incident of domestic violence as defined in
N.IS.A. 2C:25-19, or a sexually violent offense as defined in N.J.S.A. 30:4-27.26, or
whose parent-in-law, sibling, grandparent, grandchild, child, parent, spouse, domestic
partner, or civil union partner individual, or any other individual related by blood to the
employee, and any other individual that the employec shows to have a close association
with the employee which is the equivalent of a family relationship, was a victim shall be
entitled to unpaid leave of no more than twenty days in one twelve-month period, to be
used in the twelve-month period next following any incident of domestic violence or any
sexually violent offense as provided in N.J.S.A. 34:1 1C-3.
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The unpaid leave may be taken intermittently in intervals of no less than one day, as
needed for the purpose of engaging in the activities outlined in N.J.S.A. 34:11C-3 and
Regulation 1581 - Section B.3.2.(1)-(6) as they relate to the incident of domestic violence
or sexually violent offense as outlined in Regulation 1581 - Section B.3.b.

An eligible employee may elect to use any accrued paid vacation leave, personal leave, or
medical or sick leave of the employee, or any family temporary disability leave benefits
provided pursuant to NIS.A. 43:21-27 during any part of the twenty-day period of
unpaid leave provided under N.J.S.A. 34:11C-3.a.

Prior to taking the leave provided for in N.IS.A. 34:11C-3 and Regulation 1581 - Section
B., an employee shall, if the necessity for the leave is foresecable, provide the employer
with written notice of the need for the leave, unless an emergency or other unforeseen
circumstance precludes prior notice. The notice shall be provided to the employer as far
in advance as is reasonable and practical under the circumstances.

Nothing contained in the NJ SAFE Act (N.J.S.A. 34:11C-1 et seq.) and Regulation 1581 -
Section B., shall be construed to prohibit an employer from requiring that a petiod of
leave provided pursuant to N.JS.A. 34:11C-3 and Regulation 1581 - Section B. be
suppotted by the employee with documentation of the domestic violence or sexually
violent offense which is the basis for the leave. If the employer requires documentation,
the employee shall be regarded as having provided sufficient documentation if the
employee provides supporting documentation outlined in N.J.S.A. 34:11C-3.¢ and
Regulation 1581 — Section B.3.d.

An employer shall display conspicuous notice of its employees’ tights and obligations
pursuant to the provisions of the NJ SAFE Act.

An employer shall not discharge, harass, or otherwise discriminate, retaliate, or threaten
to discharge, harass, or otherwise discriminate or retaliate against an employee with
respect to the compensation, terms, conditions, or privileges of employment on the basis
that the employee took or requested any leave to which the employee was entitled
pursuant to N.J.S.A. 34:11C-3 of the NJ SAFE Act or on the basis that the employee
refused to authorize the release of information deemed confidential pursuant to N.JS.A.
34:11C-3.f of the NJ SAFE Act.

Upon a violation of any of the provisions N.JL.S.A. 34:11C-3 or N.J.S.A. 34:11C-4, an
employee or former employee may institute a civil action in the Superior Court for relief.
All remedies available in common law tort actions shall be available to a prevailing
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plaintiff. The Court may also order any ot all of the relief outlined in N.J.S.A. 34:11C-5.
An action brought under N.J.S.A. 34:1 1C-5 shall be commenced within one year of the
date of the alleged violation. A private cause of action provided for in N.J.S.A. 34:11C-5
shall be the sole remedy for a violation of the NJ SAFE Act.

N.JS.A. 11A:2-6a

N.J.S.A. 34:11C-1 et seq.

New Jersey Civil Service Commission’s Uniform Domestic
Violence Policy

Adopted: November 14, 2019
Revised:
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R 1581 DOMESTIC VIOLENCE

Policy and Regulation 1581 - Section A. sets forth the New Jersey Civil Service Commission’s
(Civil Service Commission) Uniform Domestic Violence Policy that all public employers shall
adopt and distribute to all their employees in accordance with the provisions of N.J S.A.
11A:2-6a. The purpose of the Uniform Domestic Violence Policy is to encourage public
employees who are victims of domestic violence, and those impacted by domestic violence, to
seek assistance from their public employer’s human resources officer(s) and provide a standard

for a public employer’s human resources officer(s) to follow when responding to employees.

Policy and Regulation 1581 — Section B. provides employment protection for employees of those
employers as defined in NJI.S.A. 34:11C-2, who are victims of domestic violence or sexual
violence in accordance with the provisions of the New Jersey Security and Financial
Empowerment Act (NJ SAFE Act) - N.J.S.A. 34:11C-1 et seq.

A, Uniform Domestic Violence Policy (N.J S.A. 11A:2-6a)
1. Definitions

The following terms are defined solely for the purposes of N.J.S.A. 11A:2-6a and
Policy and Regulation 1581:

“Domestic Violence” - Acts or threatened acts, that are used by a perpetrator to
gain power and control over a curtent or former spouse, family member,
household member, intimate partner, SOMEONe the perpetrator dated, or person
with whom the perpetrator shares a child in common or anticipates having a child
in common if one of the parties is pregnant. Domestic violence includes, but is
not limited to the following: physical violence; injury; intimidation; sexual
violence or abuse; emotional and/or psychological intimidation; verbal abuse;
threats; harassment; cyber harassment; stalking; economic abuse or control;
damaging property to intimidate or attempt to control the behavior of a person in a
relationship with the perpetrator; strangulation; or abuse of animals or pets.

«Abuser/Perpetrator” - An individual who commits or threatens to commit an act
of domestic violence, including unwarranted violence against individuals and
animals. Other abusive behaviors and forms of violence can include the
following: bullying, humiliating, isolating, intimidating, harassing, stalking, or
threatening the victim, disturbing someone’s peace, OF destroying someone’s
property.
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«“Hyman Resources Officer (HRO)” - An employee of a public employer with a
human resources job title, or its equivalent, who is responsible for orienting,
training, counseling, and appraising staff. Persons designated by the employer as
the primary or secondary contact to assist employees in reporting domestic
violence incidents.

“Iptimate Partner” - Partners of any sexual orientation or preference who have
been legally married or formerly married to one another, have a child or children
in common, or anticipate having a child in common if one party is pregnant.
Intimate partner also includes those who live together or have lived together, as
well as persons who are dating or have dated in the past.

“Temporary Restraining Order (TRO)” - A civil court order issued by a judge to
protect the life, health, or well-being of a victim. TROs can prohibit domestic
violence offenders from having contact with victims, either in person ot through
any means of communication, including third parties. TROs also can prohibit
offenders from a victim’s home and workplace. A violation of a TRO may be a
criminal offense. A TRO will last approximately ten business days, or until a
court holds a bearing to determine if a Final Restraining Order (FRO) is needed.
n New Jersey, there is no expiration of a FRO.

“Victim” - A person who is cighteen years of age or older or who is an
emancipated minor and who has been subjected to domestic violence by a spouse,
former spouse, or any other person who is a present household member or was at
any time a household member. A victim of domestic violence is also any person,
regardless of age, who has been subjected to domestic violence by one of the
following factors: a person with whom the victim has a child in common; a
person with whom the victim anticipates having a child in common, if one of the
parties is pregnant; and a person with whom the victim has had a dating

relationship.

“Workplace-Related Incidents” - Incidents of domestic violence, sexual violence,
dating violence, and stalking, including acts, attempted acts, or threatened acts by
or against employees, the families of employees, and/or their property, that
imperil the safety, well-being, or productivity of any person associated with a
public employee in the State of New Jersey, regardless of whether the act
occurred in or outside the organization’s physical workplace. An employee is
considered to be in the workplace while in or using the resources of the employer.
This includes, but is not limited to; facilities; work sites; equipment; vehicles; or
while on work-related travel.
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Persons Covered Under N.J.S.A. 11A:2-6a and Policy and Regulation 1581

All New Jersey public employees are covered under N.J.S.A, 11A:2-6a and
Policy and Regulation {581 — Section A. A State of New Jersey public employer
is any State, county, municipality, school district, or other political subdivision
thereof, and any agency, authority, or instrumentality of the foregoing.
Casual/seasonal employees, intermns, volunteers, and temporary employees of any
public employer at any workplace location are also covered under N.J.S.A.
11A:2-6a and Regulation 1581 — Section A.

Responsibility of Employer to Designate a Human Resources Officer (HRO)

a. All public employers shall designate an HRO fto assist employees who are
victims of domestic violence.

b. The designated HRO must receive training on responding to and assisting
employees who are domestic violence victims in accordance with Policy
and Regulation 1581 — Qection A. Should the HRO be unavailable at any
time, the employer must designate a secondary HRO, who must also be
appropriately trained to respond and assist domestic violence victims
pursuant to Policy and Regulation 1581.

c. Managers and supervisors are often aware of circumstances involving an
cmployee who is experiencing domestic violence. ~ Managets and
supervisors are required to refer any employee who is expetriencing
domestic violence or who report witnessing domestic violence 10 the
designated HRO. Managers and supetvisors  must maintain
confidentiality, to the extent possible, and be sensitive, compassionate,
and respectful to the needs of persons who are victims of domestic
violence.

(1)  The name and contact information of the designated HRO must be
provided to all employees.

d. Policy and Regulation 1581 - Section A. does not supersede applicable
laws, guidelines, standard operating procedures, internal affairs policies,
or New Jersey Attorney General directives and guidelines that impose a
duty to report.
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(1)  For example, +f theresjs any indication a child may also be a victim,
reporting is mandatory to the Department of Children and
Families, Child Protection and Permanency, under N.JS.A.

9:6-8.13.
4. Domestic Violence Reporting Procedure
a. Employees who are victims of domestic violence are encouraged to seek

immediate assistance from their HRO.

b. Employees who have information about or witness an act of domestic
violence against an employee are encouraged to report that information to
the designated HRO, unless the employee is required to report the
domestic violence pursuant 0 applicable laws, guidelines, standard
operating procedures, internal affairs policies, or New Jersey Attorney
General directives and guidelines that impose a duty to report, in which
case the employee must report to the appropriate authority in addition to
reporting to the designated HRO.

c. Nothing in Policy and Regulation 1581 — Section A. shall preclude an
employee from contacting 911 in emergency situations. HROs shall
remind employees to contact 911 if they feel they are in immediate
danger.

d. Each designated HRO shall:

(1) Immediately respond to an employee upon request and provide a

safe and confidential location to allow the employee to discuss the

circumstances surrounding the domestic violence incident and the
request for assistance.

(2) Determine whether there is an imminent and emergent need to
contact 911 and/or local law enforcement.

(3)  Provide the employee with resource information and a confidential
telephone line to malke necessary calls for services for emergent
intervention and supportive services, when appropriate. The HRO
or the employee can contact the appropriate Employee Assistance
Program to assist with securing resources and confidential

services.
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(4)  Refer the employee to the provisions and protections of the New
Jersey Security and Financial Empowerment Act, NJ.S.A.
34:11C-1 et seq. (NJ SAFE Act), referenced in Regulation 1581 -
Section B.

(5) In cases where domestic violence involved a sexual touching or

sexual assault between State employees, the HRO is also required

to report the incident to their agency’s Equal Employment
Opportunity (EEQ) Officer or Title IX Officer, as appropriate.

(6) Ifthercisa report of sexual assault or abuse, the victim should be
offered the services of the New Jersey State Sexual Assault
Response Team.

(7) = Maintain the confidentiality of the employee and all parties
involved, to the extent practical and appropriate under the
circumstances, pursuant to A.5. below.

(8 Upon the employee’s consent, the employee may provide the HRO
with copies of any TROs, FROs, and/or civil restraint agreements
that pertain to restraints in the work place and ensure that security
personnel are aware of the names of individuals who are prohibited
from appearing at the work location while the employee who
sought the restraining order is present. All copies of TROs and
FROs must be kept in a separate confidential personnel file.

5. Confidentiality Policy

a. In responding to reports of domestic violence, the HRO shall seek to
maintain confidentiality to protect an employee making a report of,
witnessing, or expetiencing domestic violence, to the extent practical and
approptiate under the circumstances and allowed by law.

b. No provision of Policy and Regulation 1581 — Section A. shall supersede
applicable laws, guidelines, standard operating procedures, internal affairs
policies, or New Jersey Attorney General divectives and guidelines that
impose a duty to report.
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c, Policy 1581 and Regulation 1581 — Section A.5. shall not prevent
disclosure where to do s0 would result in physical harm to any person or
jeopardize safety within the workplace.

(1)  When information must be disclosed to protect the safety of
individuals in the workplace, the HRO shall limit the breadth and
content of such disclosure to information reasonably necessary to
protect the safely of the disclosing employee and others and
comply with the law.

()  The HRO shall provide advance notice to the employee who
disclosed information, to the extent possible, if the disclosure must

be shared with other parties 1 order to maintain safety in the
workplace or elsewhere.

3 The HRO shall also provide the employee with the name and title
of the person to whom they intend to provide the employee’s
statement and shall explain the necessity and purpose regarding the
disclosure.

(a) For example, if the substance of the disclosure presents a
threat to employees, then law enforcement will be alerted
immediately.

d. Policy 1581 and Regulation 1581 — Section A. does not supetsede
applicable laws, guidelines, standard operating procedures, internal affairs
policies, or New Jersey Attorney General directives and guidelines where
mandatory reporting is required by the appointing authority or a specific
class of employees.

6. Confidentiality of Employee Records

a. To ensure confidentiality and accuracy of information Policy and
Regulation 1581 — Section A.6. requires the HRO to keep all documents
and reports of domestic violence in a confidential personnel file separate
from the employee's other personnel records.

b. These records shall be considered personnel records and shall not be
government records available for public access under the Open Public
Records Act. See N.JL.S.A. 47:1A-10.
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7. Public Employer Domestic Violence Action Plan

a. Public employers in the State of New Jersey shall develop an action plan %

to identify, tespond to, and correct employee performance issues that are

caused by domestic violence, pursuant to NJS.A. 11A2-6a, and in
accordance with the following guidelines:

(1)  Designate an HRO with responsibilities pursuant to A3. and A4
above.

2) Recognize that an employee may need an accommodation as the
employee may expetience temporary difficulty fulfilling job
responsibilities.

(3)  Provide reasonable accommodations 10 ensure the employee’s
safety. Reasonable accommodations may include, but are not
limited to, the following: implementation of safety measures;
transfer or reassignment; modified work schedule; change in work
telephone number of wotk-station  location; assistance in
documenting the violence occurring in the workplace; an
implemented safety procedure; or other accommodation approved

by the employer.

(4)  Advise the employee of information concerning the NI SAFE Act;
Family and Medical Leave Act (FMLA); or Family Leave Act
(FLA); Temporary Disability Insurance (TDI); ot Americans with

Disabilities Act (ADA); or other reasonable flexible leave options
when an employee, or his or her child, parent, Spouse, domestic
partner, civil union partner, oOr other relationships as defined in
applicable statutes is a victim of domestic violence.

(5)  Commit to adherence of the provisions of the NJ SAFE Act,

including that the employer will not retaliate against, terminate, 0t

discipline any employee for reporting information about incidents

of domestic violence, as defined in Policy and Regulation 1581 —

Section A., if the victim provides notice to their human resources

office of the status or if the human resources office has reason to
believe an employee is a victim of domestic violence.

=
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(6)  Advise any employee, who believes he ot she has been subjected
to adverse action as a result of making a report pursuant to Policy
and Regulation 1581 - Qection B. of the civil right of action under ;

the NJ SAFE Act.

(a) Advise any employee to contact their designated Labor
Relations Officer, Conscientious Employees Protection Act
(CEPA) Officer, and/or Equal Employment Opportunity
Officer in the event they believe the adverse action is a
violation of their collective bargaining agreement, the
Conscientious Employees Protection Act, or the New
Jersey Law Against Discrimination and corresponding
policies.

(7)  Employers, their designated HRO, and employees should
familiarize themselves with Policy and Regulation 1581. Policy
and Regulation 1581 shall be provided to all employees upon

Board approval and to all new employees upon hiring.

(8)  Information and resoutces about domestic violence are encouraged
to be placed in visible areas, such as restrooms, cafeterias,
breakrooms, and where other resource information is located.

8. Resources

Resources and prografm information will be readily available to assist victims of
domestic violence. These resources should be provided by the designated HRO to
any victim of domestic violence at the time of reporting.

9. Distribution of Policy

The Civil Service Commission and the Division of Local Government Services in
the Department of Community Affairs shall distribute a Uniform Domestic
Violence Policy, and any modifications thereto, to public employers. The
Director of the Division of Local Government Services shall release Local
Finance Notices setting forth any changes to the Uniform Domestic Violence
Policy, as changes occut.

10, Other Applicable Requirements
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In addition to Policy and Regulation 1581, the HRO and the public employer’s
appointing authotity, if applicable, must follow all applicable laws, guidelines,
standard operating procedures, internal affairs policies, and New Jersey Attorney
General directives and guidelines that impose a duty to report. Additionally, to
the extent that the procedures set forth in Policy and Regulation 1581 conflict
with collective negotiated agreements or with the Family Educational Rights and
Privacy Act (FERPA), the provisions of the negotiated agreements and the
provisions of FERPA control.

Policy Modification and Review

a. A public employer may seek to modify Policy and Regulation 1581 to
create additional protocols to protect victims of domestic violence, but
may not modify in a way fhat reduces Or COMPIOMises the safeguards and
processes set out in the Uniform Domestic Violence Policy.

b. The Civil Service Commission will review and modify their Uniform
Domestic Violence Policy periodically and as needed.

Policy Enforceability

The provisions of the Uniform Domestic Violence Policy are intended to be

implemented by the Civil Service Commission. These provisions do not create
any promises or rights that may be enforced by any persons of entities.

Policy Inquiries and Effective Date

Any questions concerning the interpretation or implementation of the Uniform
Domestic Violence Policy shall be addressed to the Chair/Chief Executive Officer
of the Civil Service Commission, or their designee. The Uniform Domestic
Violence Policy and Policy and Regulation 1581 shall be enforceable upon the
HRO's completion of training on the Uniform Domestic Violence Policy and
Policy and Regulation 1581.

NT SAFE Act- (N.J.S.A, 34:11C-1 et seq.)

1.

The New Jersey Secutity and Financial Empowerment Act, NJSA.
34:11C-1, et seq. (NJ SAFE Act), is a law that provides employment protection
for victims of domestic or sexual violence.
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Definitions (N.J.S.A. 34:11C-2)

The following terms are defined solely for the purpose of N.IS.A.
34:11C-1 et seq. - NJ SAFE Act:

“Employee” means a person who is employed for at least twelve months by an
employer, with respect to whom benefits are sought under the NJ SAFE Act, for
ot less than 1,000 base hours during the immediately preceding twelve-month
period. Any time, up to a maximum of ninety calendar days, during which a
person is laid off or furloughed by an employer due to that employer curtailing
operations because of a state of emergency declared after October 22, 2012, shall
be regarded as time in which the persen is employed for the purpose of
determining eligibility for leave time under the NJ SAFE Act. In making the
determination, the base hours per week during the layoft or furlough shall be
deemed to be the same as the average number of hours worked per week during
the rest of the twelve-month period.

“Bmployer” means a person of corporation, partnership, individual proprietorship,
joint venture, firm or company, or other similar legal entity which engages the
services of an employee and employs twenty-five or more employees for each
working day during each of twenty or more calendar work weeks in the then
current or immediately preceding calendar year. “Employer” includes the State,
any political subdivision thereof, and all public offices, agencies, boards, or
bodies.

“Qtate of emergency” means a natural or man-made disaster of emergency for
which a state of emergency has been declared by the President of the United
States or the Governor, or for which a state of emergency has been declared by a
municipal emergency management coordinator.

Regulations Relative to Unpaid Leave for Employees and Family Members
Affected by Certain Offenses (NLJ.S.AL 341 1C-3)

a. Any employee of an employer in the State of New Jersey who was 2
victim of an incident of domestic violence as defined in N.I.S.A.
2(:25-19, or a sexually violent offense as defined in N.J.S.A. 30:4-27.26,
or whose parent-in-law, sibling, grandparent, grandchild, child, parent,
gpouse, domestic partner, or ¢civil union partner individual, or any other
individual related by blood to the employee, and any other individual that
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the employee shows to have a close agsociation with the employee which
is the equivalent of a family relationship, was a victim shall be entitled to :
unpaid leave of no more than twenty days in one twelve-month period, to
be used in the twelve-month period next following any incident of
domestic violence or any sexually violent offense as provided in N.J.S.A.
34:11C-3.

For purposes of N.J.S.A. 34:11C-3 and Regulation 1581 - Section B.3.,
each incident of domestic violence or aty sexually violent offense shall
constitute a separate offense for which an employee is entitled to unpaid
Jeave, provided that the employee has not exhausted the allotted twenty
days for the twelve-month period.

The unpaid leave may be taken intermittently in intervals of no less than
one day, as needed for the purpose of engaging in any of the following
activities as they relate to the incident of domestic violence or sexually
violent offense:

(1)  Seeking medical attention for, or recovering from, physical or
psychological injuries caused by domestic or sexual violence to the
employee or the employee’s parent-in-law, sibling, grandparent,
grandchild, child, parent, spouse, domestic partner, or civil union
partner individual, or any other individual related by blood to the
employee, and any other individual that the employee shows to
have a close association with the employee which is the equivalent
of a family relationship;

(2)  Obtaining services from a victim services organization for the
employee or the employee’s parent-in-law, sibling, grandparent,
grandchild, child, parent, spouse, domestic partner, of civil union
partner individual, or any other individual related by blood to the
employee, and any other individual that the employee shows to
have a close association with the employee which is the equivalent
of a family relationship;

(3) Obtaining psychological or other counseling for the employee or
the employee’s parent-in-law, sibling, grandparent, grandchild,
child, parent, spouse, domestic partner, or civil union partner
individual, or any other individual related by blood to the
employee, and any other individual that the employee shows to
have a close association with the employee which is the equivalent
of a family relationship;
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(4)  Participating in safety planning, temporarily ot permanently
relocating, or taking other actions to increase the safety of the
employee or the employee’s parent-in-law, sibling, grandparent,
grandchild, child, parent, spouse, domestic partner, or civil union
partner individual, or any other individual related by blood to the
cmployee, and any other individual that the employee shows 10
have a close association with the employee which is the equivalent
of a family relationship, from future domestic or sexual violence o1
to ensure econOmic security;

(5) Secking legal assistance or remedies to ensure the health and safety
of the employee or the employee’s parent-in-law, sibling,
grandparent, grandchild, child, parent, spouse, domestic partner, or
civil union partner, individual, or any other individual related by
blood to the employee, and any other individual that the employee
shows to have a close association with the employee which is the
equivalent of a family relationship, including preparing for, or
participating in, any civil or criminal legal proceeding related to or
derived from domestic or sexual violence; or

(6) Attending, participating in, or preparing for a criminal or civil
court proceeding relating to an incident of domestic or sexual
violence of which the employee or the employee’s parent-in-law,
sibling, grandparent, grandchild, child, parent, spouse, domestic
partner, or civil union partner, or any other individual related by
blood to the employee, and any other individual that the employee
shows to have a close association with the employee which is the
equivalent of a family relationship, was a victim.

b. An eligible employee may elect to use any accrued paid vacation leave,
personal leave, or medical or sick leave of the employee, or any family
temporary disability leave benefits provided pursuant {o N.J.S.A. 43:21-27
during any part of the twenty-day petiod of unpaid leave provided under
N.J.S.A 34:11C-3 and Regulation 1581 - Section B.3.a.

In such case, any paid leave provided by the employer, and accrued
pursuant to established policies of the employer, or family temporary
disability leave benefits, shall Tun concurrently with the unpaid leave
provided under N.J <A, 34:11C-3.a and Regulation 1581 - Section B.3.a.
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and, accordingly, the employee shall receive pay pursuant to the
employer’s applicable paid leave policy, or family temporary disability
leave benefits, during the period of otherwise unpaid leave. If an
employee requests {eave for a reason covered by both N.J.S.A, 34:11C-3.2
and the “Family Leave Act,” NIS.A. 34:11B-1 et seq. or the Federal
«“Family and Medical Leave Act of 1993,7 29 US.C. § 2601 et seq., the
Jeave shall count simultaneously against the employee’s entitlement under

each respective law.

T.eave granted under N.JS.A. 34:11C-3 and Regulation 1581 - Section B.
shall not conflict with any rights pursuant to the “Family Leave Act,” the
“Temporary Disability Benefits Law,” N.JS.A. 43:21-25 et al, or the
Federal “Family and Medical Leave Act of 1993.7

Prior to taking the leave provided for in N.J S.A. 34:11C-3 and Regulation
1581 - Section B.3.a., an employee shall, if the necessity for the leave is
foreseeable, provide the employer with written notice of the need for the
Jeave, unless an emergency Or other unforeseen circumstance precludes
prior notice. The notice shall be provided to the employer as far in
advance as is reasonable and practical under the circumstances.

Nothing contained in the NI SAFE Act (NJ.S.A. 34:11C-1 et seq.) and
Regulation 1581 - Section B. shall be construed to prohibit an employer
from requiring that a period of leave provided pursuant to N.JS.A.
14:11C-3 and Regulation 1581 - Section B. be supported by the employee
with documentation of the domestic violence or sexually violent offense
which is the basis for the leave,

If the employer requires the documentation, the employee shall be
regarded as having provided sufficient documentation if the employee
provides one or MOre of the following:

4y, A domestic violence restraining order or other documentation of
equitable relief issued by a court of competent jurisdiction;

(2) A letter or other written documentation from the county o
municipal prosecutor documenting the domestic violence or
sexually violent offense;
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Documentation of the conviction of a person for the domestic
violence ot sexually violent offense;

Medical documentation of the domestic violence or sexually
violent offense;

Certification from a certified Domestic Violence Specialist or the
director of a designated domestic violence agency or Rape Crisis
Center, that the employee or employee’s parent-in-law, sibling,
grandparent, grandchild, child, parent, spouse, domestic partner, or
civil union partner, or any other individual related by blood to the
employee, and any other individual that the employee shows to
have a close association with the employee which is the equivalent
of a family relationship, is a vietim of domestic violence or a
sexually violent offense; or

Other documentation or certification of the domestic violence or
sexually violent offense provided by a social worker, member of
the clergy, shelter worker, or other professional who has assisted
the employee or employee’s parent-in-law, sibling, grandparent,
grandchild, child, parent, spouse, domestic partnet, or civil union
partner, or any other individual related by blood to the employee,
and any other individual that the employee shows to have a close
association with the employee which is the equivalent of a family
relationship, in dealing with the domestic violence or sexually
violent offenses.

For the purpose of N.J.S.A. 34:11C-3.c and Regulation 1581 - Section

B.3.d.:

(1)

2)

«Certified Domestic Violence Specialist” means a person who has
fulfilled the requirements of certification as a Domestic Violence
Specialist established by the New Jersey Association of Domestic
Violence Professionals;

“Designated Domestic Violence Agency” means a county-wide
organization with a primary purpose to provide services to victims
of domestic violence, and which provides services that conform to
the core domestic violence services profile as defined by the
Division of Child Protection and Permanency in the Department of
Children and Families and is under contract with the Division for
the express purpose of providing the services.
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3) “Rape Crisis Center” means an office, institution, or center
offering assistance to victims of sexual offenses through crisis
intervention, medical and legal information, and follow-up
counseling.

e. An employer shall display conspicuous notice of its employees” rights and
obligations pursuant to the provisions of the NJ SAFE Act, in such form
and manner as the Commissioner of Labor and Workforce Development
shall prescribe, and use other appropriate means to keep its employees so
informed.

f. No provision of N.J.S.A. 34:11C-1 et seq. and Policy and Regulation 1581
_ Section B. shall be construed as requiting or permitting an employer to
reduce employment benefits provided by the employer or required by a
collective bargaining agreement which are in excess of those required by
the NJ SAFE Act. Nor shall any provision of N.J.S.A. 34:11C-1 et seq.
and Policy and Regulation 1581 — Section B. be construed to prohibit the
negotiation and provision through collective bargaining agreements of
leave policies or benefit programs which provide benefits in excess of
those required by the NJ SAFE Act. N.J.S.A. 34:11C-3.e and Regulation
1581 — Section B.3.f, shall apply irrespective of the date that a collective
bargaining agreement takes effect.

Nothing contained in N.J.S.A. 34:11C-1 et seq. and Policy and Regulation
1581 — Section B. shall be construed as permitting an employer to:

(1) Rescind or reduce any employment benefit accrued prior to the
date on which the leave taken pursuant to the NJ SAFE Act
commenced; or

(2)  Rescind or reduce any employment benefit, unless the rescission or
reduction of the benefit is based on changes that would have
occurred if an employee continued to work without taking the
leave provided pursuant to Regulation 1581 — Section B.3.a.

g. All information provided to an employer pursuant to N.J.S.A. 34:11C-3.¢
and Regulation 1581 — Section B.3.d. above and any information
regarding a leave taken pursuant to N.J.S.A. 34:11C-3.¢ and any failure of
an employee to return to work, shall be retained in the strictest
confidentiality, unless the disclosure is voluntarily authorized in writing
by the employee or is required by a Federal or State law, rule, or
regulation.

T
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Certain Actions by Employer Prohibited (N.J.S.A. 34:11C-4)

An employer shall not discharge, harass, or otherwise discriminate, retaliate, or
threaten to discharge, harass, or otherwise discriminate or rctaliate against an
employee with respect to the compensation, terms, conditions, or privileges of
employment on the basis that the employee took or requested any leave to which
the employee was entitled pursuant to N.I.S.A. 34:11C-3 of the NJ SAFE Act and
Regulation 1581 — Section B.3. or on the basis that the employee refused to
authorize the release of information deemed confidential pursuant to N.J.S.A.
34:11C-3.f and Regulation 1581 — Section B.3.¢.

Violations; Penaltics (N.J.S.A. 34:11C-5)

a. Upon a violation of any of the provisions of N.J.S.A.34:11C-3 and
Regulation 1581 - Section B.3., or NI S.A. 34:11C-4 and Regulation 1581
- Section B.4., an employee or former employee may institute a civil
action in the Superior Court for relief. All remedies available in common
law tort actions shall be available to a prevailing plaintiff. The Court may
also order any or all of the following relief:

(1) An assessment of a civil fine of not less than $1,000 and not more
than $2,000 for the first violation of any of the provisions of
NJS.A 34:11C-3 or NJS.A. 34:11C-4 and not more than $5,000
for each subsequent violation;

(2)  An injunction to restrain the continued violation of any of the
provisions of N.J.S.A. 34:11C-3 or N.IS.A. 34:11C-4;

(3)  Reinstatement of the employee to the same position or to a position
equivalent to that which the employee held prior to unlawful
discharge or retaliatory action;

(4)  Reinstatement of full fringe benefits and seniority rights;

(5) Compensation for any lost wages, benefits, and other
remuneration;

(6) Payment of reasonable costs and attorney’s fees.
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An action brought under N.J.S.A. 34:11C-5 shall be commenced within
one year of the date of the alleged violation.

A private cause of action provided for in N.J.S.A. 34:11C-5 shall be the
sole remedy for a violation of N.J.S.A. 34:11C-1 et seq.
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2422 HEALTH AND PHYSICAL EDUCATION

M
2422 HEALTH AND PHYSICAL EDUCATION

The Board of Education requires all students to participate in a comprehensive,
sequential, health and physical education program aligned with the New Jersey
Student Learning Standards (NJSLS) that emphasizes the natural interdisciplinary
connection between wellness and health and physical education. The primary
focus of the NISLS is the development of knowledge and skills that influence
healthy behaviors within the context of self, family, school, and the local and
global community.

The NISLS incorporate New Jersey statutes related to health and well-being of
students in New Jersey schools. The following statutes incorporated into the
NISLS include, but are not limited to, the following requirements:

1. Accident and Fire Prevention (N.J.S.A. 18A:6-2) requires regular
courses of instruction in accident and fire prevention.

2. Breast Self-Examination (N.J.S.A. 18A:35-5.4) requires offering
instruction on breast self-examination for students in grades seven
through twelve.

3. Bullying Prevention Programs (N.J.S.A. 18A:37-17) requires the
establishment of bullying prevention programs.

4. Cancer Awareness (N.J.S.A. 18A:40-33) requires the development
of a school program on cancer awareness by the Commissionet of
Education.

5. Dating Violence Education (N.J.S.A. 18A:35-4.23a) requires
instruction regarding dating violence in grades seven through
twelve.

6. Domestic Violence Education (N.J.S.A. 18A:35-4.23) allows
instruction on problems related to domestic violence and child
abuse.
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7. Gang Violence Prevention (N.J.S.A. 18A:35-4.26) requires
instruction in gang violence prevention for elementary school
students.

8. Health, Safety, and Physical Education (N.J.S.A. 18A:35-5)
requires that all students in grades one through twelve participate
in at least two and one-half hours of health, safety, and physical
education each school week.

9. Drugs, Aleohol, Tobacco, Controlled Dangerous Substances, and
Anabolic Steroids (N.J.S.A. 18A:40A-1) requires instructional
programs of drugs, alcohol, anabolic steroids, tobacco, and
controlled dangerous substances and the development of
curriculum guidelines for each grade Kindergarten through twelve.

10. Lyme Disease Prevention (N.J.S.A. 18A:35-5.1 through 5.3)
requires the development of Lyme Disease curriculum guidelines
and training to all teaching staff members who instruct students
with Lyme Disease.

11,  Organ Donation (N.J S.A. 18A:7F-4.3) requites information
relative to organ donation to be given to students in grades nine
through twelve.

12. Sexual Assault Prevention (N.J S.A. 18A:35-4.3) requires the
development of a sexual assault prevention education program by
the Commissioner of Education for utilization by school districts.

13.  Stress Abstinence (N.ILS.A. 18A:35-4.19 through N.JS.A.
18A:35-4.22), also known as the “AIDS Prevention Act of 1999,”
requires sex education programs to stress abstinence.

14.  Suicide Prevention (N.J.S.A. 18A:6-111 through 113) requires
instruction in suicide prevention in public schools.

15.  Cardiopulmonary Resuscitation  (CPR)/Automated External
Defibrillator (AED) (N.J.S.A. 18A:35-4.28 and 18A:35-4.29)
requires public high schools and charter schools to provide
instruction in cardiopulmonary resuscitation and the use of an
automated external defibrillator to each student priot to graduation.
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16.  Sexually Explicit Images through Electronic Means (N.J.S.A.
18A:35-4.32 and 4.33) requites instruction, once during middle
school, on the social, emotional, and legal consequences of
distributing and  soliciting sexually explicit images through
electronic means.

17.  History of Disabled and LGBT Persons (N.J.S.A. 18A:35-4.35
and 4.36) requires instruction on the political, economic, and
social contributions of persons with disabilities and lesbian,
gay, bisexual, and transgender people for middle and high
school students.

18.  Financial Literacy (N.J.S.A. 18A:35-4.34) requires instruction
with basic financial literacy necessary for sound financial
decision-making in cach of the grades six through eight.

179.  Other Statutory or Administrative Codes. The Board will
incorporate into its health and physical education curriculum any
other requirements of the NJSLS in Comprehensive Health and
Physical Education.

In accordance with the provisions of N.J.S.A, 18A:35-4.7, any student whose
parent presents to the Principal a signed statement that any part of the instruction
in health, family life education, or sex education is in conflict with his/her
conscience ot sincerely held moral or religious beliefs shall be excused from that
portion of the course where such instruction is being given and 1o penalties as to
credit or graduation shall result.

The Board of Education must provide two and one-half hours of health, safety,
and physical education courses in each school week, or proportionately less when
holidays fall within the week. Recess period(s) shall not be used to meet the
requirements of N.ISA. 18A:35-5,7, and 8.

In accordance with N.J.S.A. 18A:35-4.31, the Board of Bducation shall provide a daily
recess period of at least twenty minutes for students in grades Kindergarten through five.
A recess period is not required on a school day in which the day is substantially shortened
due to a delayed opening or early dismissal. The recess petiod shall be outdoors, if

feasible. A student shall not be denied recess for any reason, except as a consequence of

a violation of the school district’s Code of
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Student Conduct, including a harassment, intimidation, or bullying (HIB)
investigation pursuant to N.J S A, 18A:37-13 et seq. Students may not be denied
recess more than twice per week for a violation of the Code of Student Conduct or
HIB investigation and these students shall be provided restorative justice activities
during the recess period. Restorative justice activities are defined as activities
designed to improve the socioemotional and behavioral responses of students
through the use of more appropriate and less punitive interventions thereby
establishing a more suppottive and inclusive school culture. The student’s recess
period should be scheduled in a manner that does not interfere with the
implementation of a student’s Individualized Education Program (JEP). School
staff may deny recess for a student on the advice of a medical professional, school
nurse, or the provisions of a student’s TEP and/or 504 Plan.

A copy of the NISLS for Comprehensive Health and Physical Education and all

related curriculum/course guides and instructional material shall be available for
public inspection in each school.

N.J.S.A. 18A:35-4.3 1’_1_314_35—5;-}&&%—?—,—%—8

Adopted: 28 August 2006
Revised: 30 August 2016

Revised: 13 June 2019
Revised: 20 August 2020

Revised:
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3421.13 POSTNATAL ACCOMMODATIONS

The Board of Education recognizes teaching staff members may be returning to work shortly
after their child’s birth and may need to express breast milk during the workday. The Patient
Protection and Affordable Care Act (PPACA) amended Section 7 of the Federal Fair Labor
Standards Act (FLSA) for nursing mothers to be permitted reasonable break times and a private
location to express breast milk for their nursing child for one year after the child’s birth.

Lvery employee position in the school district is designated as cither “non-exempt” or “exempt”
by the provisions of the FLSA. Generally, a teaching staff member entitled to overtime pay is
designated as “non-exempt.” A teaching staff member that performs duties that are executive,
administrative, or professional in nature and not entitled to overtime pay is designated “exempt.”
The school district administration shall refer to the comprehensive definitions of “exempt” and
“non-exempt” as outlined in 29 C.F.R. 541 et seq. in determining an employee’s designation.

A Board of Education is required to provide reasonable break times to non-exempt teaching staff
members to express breast milk for their nursing child. The non-exempt teaching staff member
shall coordinate such breaks with their immediate supervisor. The non-exempt teaching staff
member will not receive compensation during this break time unless the break time is during a

non-exempt teaching staff member’s compensated break time.

A Board of Education is not required under the FLSA to provide such breaks to exempt teaching
staff members. However, exempt teaching staff members may take such breaks provided the
breaks are coordinated with their immediate supervisor. If this break is taken during the exempt
teaching staff member’s duty free lunch period or duty free break period during the wotkday, the
exernpt teaching staff member will not be reduced in compensation.

The Principal or the nursing mother’s jmmediate supervisor, in consultation with the school
nurse, will designate a lactation room that is shielded from view and free from intrusion from co-
workers and the public. The location must be functional as a space for expressing breast milk
and shail include an electrical outlet, a chair, and nearby access to running water. If the space is
not dedicated to the nursing mother’s use, it must be available when needed. A space
temporarily converted into a lactation room or made available when needed by a nursing mother
is sufficient; however, a bathroom, even if private, is not a permissible location under the FLSA.

All exempt and non-exempt teaching staff members are requited to sign-out of work to begin the
break to express breast milk and shall sign-in when they return (o work after the break. The
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break shall be for a reasonable amount of time. For compensation purposes, the immediate
supervisor shall forward all sign-in and sign-out information relative to break times for nursing
mothers under the ELSA to the School Business Administrator/Board Secretary.

Fair Labor Standards Act 29 U.S.C, 201 et seq.
Patient Protection and Affordable Care Act — PL.111-148
N.IS.A. 26:4C-1 through 26:4C-3

Adopted:
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4421.13 POSTNATAL ACCOMMODATIONS

The Board of Education reco gnizes support staff members may be returning to work shortly after
their child’s birth and may need to express breast milk during the workday. The Patient
Protection and Affordable Care Act (PPACA) amended Section 7 of the Federal Fair Labor
Standards Act (FLSA) for nursing mothers to be permitted reasonable break times and a private
location to express breast milk for their nursing child for one year after the child’s birth.

Every employee position in the school district is designated as either “pon-exempt” or “exempt”
by the provisions of the FLSA. Generally, a support staff member entitled to overtime pay is
designated as “non-exempt.”’ A support staff member that performs duties that are executive,
administrative, ot professional in nature and not entitled to overtime pay is designated “exempt.”
The school district administration shall refer to the comprehensive definitions of “exempt” and

“pon-exempt” as outlined in29 C.F.R. 541 et seq. in determining an employee’s designation.

A Board of Education is required to provide reasonable break times o non-exempt support staff
members to express breast milk for their nursing child. The non-exempt support staff member
shall coordinate such breaks with their jmmediate supetvisor. The non-exempt support staff

member will not receive compensation during this break time unless the break time is during a
non-exempt support staff member’s compensated break time.

A Board of Education is not required under the FLSA to provide such breaks to exempt support
otaff members. However, exempt support staff members may take such breaks provided the
breaks are coordinated with their immediate supervisor. If this break is taken during the exempt
support staff member’s duty free lunch period or duty free break period during the workday, the
exempt support staff member will not be reduced in compensation.

The Principal or the nursing mothet’s smmediate supervisor, i consultation with the school
nurse, will designate a Jactation room that is shielded from view and free from intrusion from co-
workers and the public. The location must be functional as a space for expressing breast milk
and shall include an electrical outlet, a chair, and nearby access 1o yunning water. If the space is
not dedicated to the nursing mother’s use, it must be available when needed. A space
temporatily converted into a lactation room Of made available when needed by a nursing mother
is sufficient; however, a bathroom, even if private, is not a permissible focation under the FLSA.

All exempt and non-exempt support staff members are required to sign-out of work to begin the
break to express breast milk and shall sign-in when they return to wotk after the break. The

@1/’/,2
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break shall be for a reasonable amount of time. For compensation purposes, the immediate
supervisor shall forward all sign-in and sign-out information relative to break times for nursing
mothers under the FLSA to the School Business Administrator/Board Secretary.

Fair Labor Standards Act —29 U.S.C. 201 et seq.
Patient Protection and Affordable Care Act— PI.111-148
N.J.S.A. 26:4C-1 through 26:4C-3

Adopted:
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The Board of Education disclaims any and all responsibility for the diagnosis and
treatment of an illness of any student. However, in order for many students with
chronic health conditions and disabilities to remain in school, medication may
have to be administered during school hours. Parents are encouraged to
administer medications to children at home whenever possible as medication
should be administered in school only when necessary for the health and safety of
students. The Board will permit the administration of medication in school in
accordance with applicable law.

Medication will only be administered to students in school by the school
physician, a certified or noncertified school nurse, a substitute school nurse
employed by the district, the student’s parent, a student who is approved to self-
administer in accordance with N.J SA. 18A:40-12.3 and 12.4, and school
employees who have been trained and designated by the certified school nurse to
administer epinephrine and hydrecortisone sodium succinate in an emergency
pursuant to N.LS.A. 18A:40-12.5, and 12.6, 12,29, and 12.30.

Self-administration of medication by a student for asthma or other potentially life-
threatening illnesses, or a life threatening allergic reaction, or adrenal
insufficiency is permitted in accordance with the provisions of N.J.S.A.
18A:40-12.3.

o ey e rataved-bv-the mapant
E-propoy FeROVEQ T Yoot

The school nurse shall have the primary responsibility for the administration of
epinephrine and hydrocortisone sodium succinate to the student. However,
the eextified school nurse may designate, in consultation with the Board or the
Superintendent, additional employees of the district who volunteer to be trained in
the administration of epinephrine via a pre-filled auto-injector mechanism and
the administration of hydrocortisone sodium succinate using standardized
training protocols established by the New Jersey Department of Education
(NJDOE) in consulfation with the Department of Health and-Sepior—Services
when the school nurse is not physically present at the scene.
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In accordance with the provisions of NJ.S.A. 18A:40-12.6.d, no school
employee, including a school nurse or any other officer or agent of a Board of
Education or a physician or an advanced practice nurse providing a prescription
under a standing protocol for school epinephrine pursuant to N.JS.A.
18A:40-12.5 and/or hydrocortisone sodjum succinate pursuant to N.J.S.A.
18A:40-12.29, shall be held liable for any good faith act or omission consistent
with the provisions of N.J.S.A. 18A:40-12.5 and N.J.S.A. 18A:40-12.29, nor
shall any action before the New Jersey State Board of Nursing lie against a school
nurse for any such action taken by a person designated in good faith by the school
nurse pursuant to N.J.S.A. 18A:40-12.6.d and N.JS.A. 18A:40-12.33. Good

faith shall not include willful misconduct, gross negligence, or recklessness.

The school nurse or designee shall be promptly available on site at the school and
at school-sponsored functions in the event of an allergic reaction or an
emergency requiring the administration of hydrocortisone sodium succinate.
In addition, the parent must be informed that the school district, its employees and
agents shall have no Jiability as a result of any injury arising from the
administration of epinephrine oxr hydrocortisone sodium succinate to the
student.

The parent of the student must sign a statement acknowledging their
anderstanding the district shall have no liability as a result of any injury atising
from the administration of the epinephrine via a pre-filled  auto-injector
mechanism or the administration of hydrocortisone sodium succinate to the
student. and Tn addition, the parent shall indemmnify and hold harmless the district
and its employees or agents against any claims arising out of the administration of
the epinephrine via a pre-filled auto-injector mechanism or the administration of
hydrocortisone sodium succinate to the student.

The permission for the emergency administration of epinephrine via a pre-filled
auto-injector mechanism containing epinephrine to students for anaphylaxis
and/or the emergency administration of hydrocortisone sodium succinate for
adrenal insufficiency is effective for the school year it is granted and must be
cenewed for each subsequent school year.
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Each school in the district shall have and maintain for the use of students at least
one nebulizer in the office of the school nurse or a similar accessible location.
Each certified school nurse or other persons authorized to administer asthma |
medication will receive training in airway management and in the use of |
nebulizers and inhalers consistent with State-Depastment of Bdueation NJDOE
regulations, Every student that is authorized to use self-administered asthma
medication pursuant to N.J.S.A. 18A:40-12.3 or a nebulizer must have an asthma
treatment plan prepared by the student’s physician which shall identify, at a
minimum, asthma triggers, the treatment plan, and other such elements as
required by the State Board of Education.

All student medications shall be appropriately maintained and secured by the
schoo!l nurse, except those medications to be self-administered by students. In
those instances the medication may be retained by the student with the priot
knowledge of the school nurse. The school nurse may provide the Principal and
other teaching staff members concerned with the student’s educational progtress
with such information about the medication and its administration as may be in
the student’s best educational interests. The school nurse may report to the school
physician any student who appears to be affected adversely by the administration
of medication and may recommend to the Principal the student’s exclusion

pursuant to law.

The school nurse shall document each instance of the administration of
medication to a student. Students self-administering medication shall report each
incident to a teacher, coach, or other individual designated by the school nurse
who is supervising the student during the school activity when the student self-
administers. These designated individuals shall report such incidents to the
school nurse within twenty-four hours of the self-administration of medication.
The school nurse shall preserve records and documentation regarding the seli-
administration of medication in the student’s health file.

NIS.A. 18A:6-1.1; 18A:40-3.1; 18A:40-6; 18A:40-7; 18A:40-12.3;
18A:40-12.4; 18A:40-12.5; 18A:40-12.6; 18A:40-12.7;
18A:40-12.8; 18A:40-12.29 through 12.33

N.JS.A. 45:11-23

N.JA.C. 6A:16-2.3(b)

Adopted: 28 August 2006

Revised: 18 October 2007

Revised: 19 November 2015
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R 5330 ADMINISTRATION OF MEDICATION

Al Definitions

1. “Medication” means any prescription drug or over-the-counter medicine Of
nutritional supplement and includes, but is not limited to, aspirin and cough drops.

2. « A dministration” means the taking of any medication by ingestion, injection, Ot
application to any part of the body or the giving of direct physical assistance to
the person who s ingesting, inj ecting, or applying medication.

3. «Qelf-administration” means carrying and taking medication without the
intervention of the school nurse, approved through the school district policy and
restricted to students with asthma, other potentially {ife-threatening illnesses, life-

threatening allergic reaction, or adrenal insufficiency.

4, «] ife-threatening illness” means an {liness ot condition that requires an immediate
response 10 specific symptoms OF sequelae (an after effect of disease of injury)
that if left untreated may lead to potential loss of life.

5. «p pre-filled auto-injector mechanism containing epinephrine” is a medical

device used for the emergency administration of epinephrine {0 a student for
anaphylaxis.

6. «“Noncertified nurse” means a person Who holds a current license as @ registered

professional purse from the State Board of Nursing and is employed by the
district, and who is not certified as a school nurse by the New Jersey Department
of Bducation (NJDOE).

7. «Gubstitute school nurse” means a person who holds a cuorrent license as a
registered professional nurse from the State Board of Nursing and who has been
;ssued a county substitute cettificate to serve as a substitute for a certified school

nurse in accordance with N.JA.C. 6A:9B-7.6.

8. «Qchool physician” means a physician with a current license to practice medicine
or osteopathy from the New Jersey Board of Medical Examiners who works under
contract or as an employee of the district. This physician is referred to as the

medical inspector in N.J S.A. 18A:40-4.1.

ll_".-z'—ﬁ,/,/,,,,,/f//’J
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9. « Advanced practice nurse” means a person Who holds a current license as nurse
p1'actitioner/clinica1 nurse specialist from the State Board of Nursing.

10.  “Certified school purse” means a person who holds a current license as a
registered professional nurse from the State Board of Nursing and an Educational
Services Certificate with 2 school nurse endotsement OF school nurse/non-

instructional from the Department of Lducation pursuant to N.J A.C. 6A:9B-14.3
and 14.4.

B. Permission for Administration by a School Nurse or Registered Nurse

1. Permission for the administration of medication in school or at school-sponsored
functions will be given only when it is necessary for the health and safety of the
student.

2. Medication will not be administered to a student who is physically unfit to attend
school or has a contagious disease. Any such student should not be permitted to
attend school and may be excluded in accordance with Policy 8451.

3. Parent requests for the administration of medication in school must be made in
writing and signed by the parent.

4. The patent must submit a certified statement written and signed by the student’s
physician. The statement must include:

a. The student’s name;
b. The name of the medication;
c. The purpose of its administration to the student for whom the medication

is intended;

d. ‘The proper timing and dosage of medication;

e. Any possible side effects of the medication;

f. The time when the medication will be discontinued;

g. A statement that the student is physically fit to attend school and is free of

contagious disease; and
STUDENTS

=
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h. A statement that the student would not be able to attend school if the
medication is not administered during school hours.

The request for the administration of medication must be made to the
Superintendent or designee prior to any administration of medication or delivery
of the medication to the school. The Superintendent or designee may consult
with the school nurse and the school physician in making his/her final
determination to allow or deny the request.

a. An approved request will be signed by the Superintendent or designee and
given to the school nurse and the student’s parent,

b. The parent will be informed of a reason for a denied request.

C. Administration of Epinephrine to Students

1.

In accordance with N.JLS.A. 18A:40-12.5, the parent may provide the
Superintendent or designee authorization for the emergency administration of
epinephrine via a pre-filled auto-injector mechanism containing epinephrine to a
student for anaphylaxis provided:

a. The parent provides the Superintendent or designee a written
authorization for the administration of epinephrine;

b. The parent of the stadent provides the Superintendent oy designee
with written orders from the physician or an advanced practice nurse
that the student requires the administration of epinephrine for
anaphylaxis;

c. The parent is informed in writing by the Board of Education or
Superintendent or designee that the school district and its employees or
agents shall have no liability as a result of any injury to a student arising
from the administration of epinephrine via a pre-filled auto-injector
mechanism;

d. The parent signs a statement acknowledging their understanding the
district shall incur no liability as a result of any injury arising from the
administration of epinephrine via a pre-filled auto-injector mechanism to
the student and the parent shall indemnify and hold harmless the district
and its employees or agents against any claims arising out of the
administration of epinephrine via a pre-filled auto-injector mechanism {0
the student;
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The permission for the cmergency administration of epinephrine via a pre-
filled auto-injector mechanisim is effective for the school year it is granted
and must be renewed for each subsequent school year upon the fulfillment
of the requirements as outlined in a. through d. above;

The Superintendent or designee requires:

(M The placement of the student’s prescribed epinephtine to bein a
secure but unlocked location easily accessible by the school nurse
and trained designees to ensure prompt availability in the event of
an allergic emergency at school or at a school-sponsored function.
The location of the epinephrine shall be indicated on the student’s
emergency care plan., Back-up epinephrine shall also be available
ai the school if needed;

(2) The school nurse or trained designee to be promptly available on
site at the school and school-sponsored functions in the event of an
allergic reaction; and

(3) The transportation of the ctudent to a hospital emergency ro0m by
emergency Services persornel  after the administration of
epinephrine, even if the student’s symptoms appeat to have
resolved.

The Superintendent or designee shall also:

(1)  Permit the school nurse or trained designee to administer
epinephrine via a pre-filled auto-injector mechanism to any student
without a known history of anaphylaxis or to any student whose
parent has not met the requirements outlined in Regulation 5330 —
Section C.1.a., b., and d. and has not received the notice
required in Regulation 5330 — Section C.1.c. when the school
qurse of trained designee in good faith believes the student is
having an anaphylactic reaction; and

(2)  Require each school in the district to maintain in a secure, but
unlocked and easily accessible location, a supply of epinephrine
auto-injectors prescribed under a standing order from a licensed
physician or advanced practice nurse, and is accessible to the
school nurse and trained designees for administration to a student
having an anaphylactic reaction.
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In accordance with N.J.S.A. 18A:40-12.6, the school nurse shall have the
primary responsibility for the administration of the epinephrine. The school
nurse shall designate, in consultation with the Board of Education, additional
employees of the school district who volunteer to administer epinephrine via
a pre-filed auto-injector mechanism to a student for anaphylaxis when the
purse is not physically present at the scene. In the event that a licensed
athletic trainer volunteers to administer epinephrine, it shall not constitute a
violation of the “Athletic Training Licensure Act,” P.1.1984, ¢.203 (C.45:9-
37.35 et seq.).

a. The school nurse shall determine that:

(1) The designees have been properly trained in the
administration of the epinephrine via a pre-filled auto-injector
mechanism using standardized training protocols established
by the NJDOE in consultation with the Department of Health;

(2) The parent of the student consented in writing to the
administration of the epinephrine via a pre-filled auto-injector
mechanism by the designees;

3) The Board or Superintendent or designee has informed the
parent of the student in writing that the district and its
employees or agents shall have no liability as a result of any
injury arising from the administration of the epinephrine to
the student;

(4) The parent of the student signed a statement acknowledging
their understanding the district shall have no liability as a
result of any injury arising from the administration of the
epinephbrine via a pre-filled auto-injector mechanism to the
student and the parent shall indemnify and hold harmless the
district and its employees or agents against any claims arising
out of the administration of the epinephrine via a pre-filled
auto-injector mechanism to the student; and

5) The permission is effective for the school year for which it is
granted and is renewed for each subsequent school year upon
fulfillment of the requirements in subsections 2.a.(1) through
2.a.{4) above |
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The NJDOE, in consultation with the Department of Health, shall require
trained designees for students enrolled in a school who may require the
emergency administration of epinephrine for anaphylaxis when the school
nurse is not available.

Nothing in N.J.S.A. 18A:40-12.6 and Regulation 5330 — Section C. shall be
construed to prohibit the emergency administration of epinephrine via a pre-
filled auto-injector mechanism to a student for anaphylaxis by the school
purse or other employees designated pursuant to NLIS.A. 18A:40-12.3(a)1)
when the student is authorized to self-administer epinephrine pursuant to
N.J.S.A. 18A:40-12.3, or when there is a coexisting diagnosis of asthma, or
when a prescription is received from a licensed health care professional for
epinephrine coupled with another form of medication, or when the
epinephrine is administered pursuant to N.J.S.A. 18A:40-12.5.1.

The certified school nurse, in consultation with the Superintendent or
designee, shall recruit and train volunteer designees who are determined
acceptable candidates py the school nurse within each school building as
deemed necessary by the nursing services plan, in accordance with N.J.S.A.
18A:40-12.6¢(b).

No school employee, including a school nurse, ox any other officer or agent of
a Board of Education, or 2 physician or an advanced practice nurse
providing a prescription under a standing protocol for school epinephrine
pursuant to N.J.S.A. 18A:40-12.5.8 and Regulation 5330 — Section C.L.g.,
shall be held liable for any good faith act or omission consistent with the
provisiens of N.J.S.A. 18A:40-12.5 et seq., nor shail an action before the
New Jersey State Board of Nursing lie against a school nurse for any such
action taken by a person designated in good faith by the school nurse
pursuant to N.J.S.A. 18A:40-12.6. Good faith shall not include wiliful
misconduct, gross negligence, or recklessness.

D. Administration of Hydrocortisone Sodium Succinate to Students

1.

In accordance with the provisions of N.J.S.A, 18A:40-12.29, the Board will

permit the emergency administration of hydrocortisone sodium succinate

through appropriate delivery devices and equipment to a student for adrenal

insufficiency provided that:

a. The parent of the student provides the Superintendent or designee a
written autherization for the administration of hydrocortisone sodium
succinate;
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The parent of the student provides the Superintendent or designee

written orders from the physician or an advanced practice nurse that

the student requires the administration of hydrocortisone sodium
succinate for adrenal insufficiency;

The Superintendent or designee informs the parent of the student in
writing that the school district and its employees or agents shall have
no liability as a result of any injury arising from the administration of
hydrocortisone sodium succinate;

The parent of the student signs a statement acknowledging their

injury arising from the administration of hydrocortisone sodium
succinate to the student and that the parent shall indemnify and hold
harmless the district and its employees or agents against any claims
arising out of the administration of hydrocortisone sodium succinate
to the student; and

The permission for the administration of hydrocortisone sodiam
uceinate is effective for the schoeol year for which it is granted and
must be renewed for each subsequent school year upon the fulfillment

of the requirements as outlined in a. through d. above.

The placement of the student’s prescribed hydrocortisone sodium
succinate shall be in a secure, but unlecked location easily accessibie
by the school nurse and trained designees to ensure prompt
availability in the event of emergency situations at school or at a
school-sponsored function. The location of the prescribed
hydrocortisone sodium succinate shall be indicated on the student’s
emergency care plan. Back-up hydrocortisone sodium succinate,
provided by the stadent’s parent, shall also be available at the school
if needed;

The school nurse or trained designee shall be promptly available on
site at the school and school-sponsored functions in the event of an
emergency; and

The student shall be transported to 2 hospital emergency room by
emergency services personnel after the administration of hydrocortisone
sodium succinate, even if the student’s symptoms appear to have resolved.

|
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In accordance with N.J.S.A. 18A:40-12.30, the school nurse has the primary
responsibility for the administration of hydrocortisone sodiwm succinate.

The school narse shall designate, in consultation with the Superintendent or
designee, additional employees of the school district who volunteer to
administer hydrocortisone sodium succinate fo a student when the school
nurse is not physically present at the scene.

In the event that a licensed athletic trainer volunteers to administer
hydrocortisone sodium succinate, it shall not constitute a violation of the
«Athletic Training Licensure Act” - NJ.S.A. 45:9-37.35 et seq.

The school nurse shall determine that:

a. The designees have been properly trained in the administration of
hydrocortisone sodium succinate USing standardized training protocols
established by the NJDOE in consultation with the Department of Health;

b. The parent of the student consented in writing o the administration of
hydrocortisone sodium succinate by the designee(s);

C. The Superintendent or designee has informed the parent of the student in
writing that the district and its employees or agents shall have no liability

as a result of any injury arising from the administration of hydrocortisone
sodium succinate to the student;

d. The parent of the student signed a statement acknowledging their
understanding that the district shall have no Hability as a result of any
injury arising from the administration of hydrocortisone sodium succinate
to the student and that the parent shall indemnify and hold harmless the
district and its employees or agents against aty claims arising out of the
administration of hydrocortisone sodium succinate to the student; and

e. The permission is offective for the school year for which it is granted and
is penewed for each subsequent school year upon fulfillment of the
requirements in NJ.S.A. 18A:40-12.30 and D.3.a through d above.

Nothing in N.J.S.A. 18A:40-12.30 and D.3. above shall be construed to prohibit
the emergency administration of hydrocortisone sodium succinate to a student for
adrenal insufficiency by the school nurse or other employees designated pursuant
to N.J.S.A. 18A:40-12.30 and 1.3, above when the student is authorized to self-
administer hydrocortisone sodium succinate pursuant to N.J S.A. 18A:40-12.3.




REGULATION

Englewood
BOARD OF EDUCATION

STUDENTS
R 5330/page 9 of 13
Administration of Medication

The certified school nurse, in consultation with the Superintendent or designee,
shall recruit and train volunteer designees who are determined acceptable
candidates by the school nurse within each school building as deemed necessary
by the nursing services plan, in accordance with N.J.S.A. 18A:40-12.32(b).

No school employee, including a school nurse, or any other officer or agent of a
Board of Education shall be held liable for any good faith act or omission
consistent with the provisions of N.J S A. 18A:40-12.29 et al., nor shall an action
before the New Jersey State Board of Nursing lie against a school nurse for any
action taken by a person designated in good faith by the school nuise pursuant to
NIS.A. 18A:40-12.30. Good faith shall not include willful misconduct, gross
negligence, or recklessness, in accordance with N.1.S.A. 18A:40-12.33.

Permission for Self-Administration of Medication

In accordance with N.J.S.A. 18A:40-12.3, the Board shall permit the self-administration
of medication by a student for asthma, ot other potentially life-threatening illnesses, a
life-threatening allergic reaction, or adrenal insufficiency provided that:

1.

The parent of the student provides the Board or Superintendent or designee
written authorization for the self-administration of medication;

The parent of the student provides the Board or Superintendent or designee a
signed written certification from the physician of the student that the student has
asthma or another potentially life threatening illness, is subject to a life-
threatening allergic reaction, or has adrenal insufficiency and is capable of, and
has been instructed in, the proper method of self-administration of medication.
The written certification must include:

a. The student’s name;
b. The name of the medication;
c. The purpose of its administration to the student for whom the medication

is intended;

d. The proper timing and dosage of medication;
e. Any possible side effects of the medication;
f. The time when the medication will be discontinued, if applicable;
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g. A statement that the student is physically fit to attend school and is free of
contagious disease; and

h. A statement the medication must be administered during the school day ot
the student would not be able to attend school.

3. The Board or the Superintendent or designee informs the parent of the
student in writing that the district and its employees or agents shall incur no
liability as a result of any injury arising from the self-administration of
medication by the stadent;

4. The parent of the student signs a statement acknowledging that the school district
shall incur no liability as a result of any injury arising from the self-administration
of medication by the student and that the parent shall indemnify and hold
harmless the school district, the Board, and its employees or agents against any
clajms arising out of the self-administration of medication by the student;

5. The parent’s written authorization and the physician’s written certification is
reviewed by the Principal or designee with the school nurse and the school
physician. The school nurse and the school physician must agtee the student is
capable of self-administration of the medication. If it is determined the student
may self-administer medication in accordance with the request:

a. The request will be signed by the Principal and given to the school nurse
and the student’s parent;

b. The parent will be informed of a reason for a denied request.

0. Permission to self~administer one medication shall not be construed as permission
to self-administer other medication; and

7. Permission shall be effective on the school year for which it is granted and shall
be renewed for each subsequent school year upon fulfillment of the requirements
in B.1. through E.6. above.

Custodianship of Medication

1. Medications to be administered by the school nurse or a registered nurse:

a. All medications must be delivered to the school by the parent.
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b. All medications must be in the original container, with the prescription
information aftixed.

C. The school nurse shall be custodian of students’ medication, which will be
propetly secured.

d. Any unused medication must be picked up by the student’s parent.

€. After reasonable efforts to have the parent retrieve the medication have
failed, any unused medication that remains in the school at the end of the
school year or two school weeks afler the student stops taking the
medication, whichever first occurs, must be destroyed or discarded by the
school nurse, in accordance with proper medical controls.

2. Medications to be self-administered by a student:

a. Time being of the essence in cases of asthma or other potentially life
threatening illnesses, or a Jife-threatening allergic reaction, or adrenal
insufficiency, all medications to be self-administered by a student must be
kept in the student’s possession.

b. No student may possess medication for self-administration unless the
proper permission has been granted by the Principal or designee and a
secord of the medication is on file in the office of the school nurse.

c. Students who are permitted to self-administer medications must secure
their medication in such a manner that the medication will not be available
to other students, The medication must be in a sealed container and
clearly labeled with the medication name, dosage, and ordering physician.
The medication, if ingested by someone other than the student, shall not
cause severe illness or death.

d. Students who are permitted to self-administer medications shall only have
in their possession the quantity of medication necessary for the time
period of the student’s school day.

e. Notwithstanding any other law or regulation, a student who is permitted to
self-administer medication in accordance with the provisions of N.J.S.A.
18A:40-12.3 shall be permitted to carry an inhaler or prescribed
medication for allergic reactions, including a pre-filled auto-injector
mechanism, or prescribed medication for adrenal insufficiency, at all
times, provided the student does not endanger himself/herself or other
persons through misuse.
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Administration of Medication

1. No medication shall be administered to or taken by a student in school or at a
school-sponsored funection except as permitted by Board Policy 5330 and this
Regulation,

2. Medication will only be administered. to students in school by the school

physician, a certified or noncertified school nurse, a substitute school nurse
employed by the district, a student who is approved to seif-administer in
accordance with N.J.S.A. 18A:40-12.3 and school employees who have been
trained and designated by the certified school nurse to administer epinephrine in
an emergency pursuant to N.JL.S.A. 18A:40-12.5 and 12.6 and to administer
hydrocortisone sodium succinate in an emergency pursuant to N.J.S.A.
18A:40-12.29 and 12.30.

3. When practicable, self-administration of medication should be observed by the
schoo! nurse.

4. Students self-administering medication shall report cach administration of
medication and any side effects to a teacher, coach, or the individual in charge of
the student during school activities,  Such individuals shall report all
administrations and any side effects reported or observed to the school nurse
within twenty-four hours.

5. When a student attends a school-sponsored fumction at which medication may be
required (such as an outdoor field trip or athletic competition) and the school
nurse cannot be in attendance, the student’s parent will be invited to attend. If
neither the school nurse nor the parent can attend and the student does not have
permission to self-administer medication and there is a risk that the student may
suffer injury from lack of medication, the student may be excused from the

function.
Emergencies
1. Any medical emergency requiting medication of students will be bandled in

accordance with Policy 8441 and implementing regulations on first aid and, as
appropriate, the school physician’s standing orders for school nurses.
Arrangements will be made to transport a student to a hospital emergency rooin
after the administration of epinephrine in accordance with N.J.S.A.
18A:40-12.5.¢.(3) and after the administration of hydrocortisone sodium
succinate in accordance with N.J.S.A. 18A:40-12.29.b.(3).
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1. Records

The school nurse shall include the following in a student’s health record:

1. The approved written request for the administration or self-administration of
medication;

2. A record of cach instance of the administration of the medication by the school
nurse or a registered nurse;

3. A record of reports by teachers, coaches, and other individuals in charge of school
activities who report student self-administration of medication,

4, Any side effects that resulted from the administration of medication; and

5. Whether the supply of medication provided in cases where the medication is to be
administered by the school nurse or a registered nurse was exhausted or the parent
removed the medication or, if the parent failed to remove the medication, the
medication was destroyed and the date on which that occurred.

J. Notification

L. The school nurse may provide the Principal and other teaching staff members
concerned with the student’s educational progress with information about the
medication and administration when such release of information is in the
student’s best educational interest.

2. The school nurse will provide teachers, coaches, and other individuals in charge
of school activities with a list of students who have been given permission to self-
administer medication.

3. The school nurse will inform the student’s parent of any difficulty in the
administration of medication or any side effects.

4. The school nurse will report to the school physician any student who appears to

be adversely affected by the medication.

Issued: 16 March 2007
Revised: 11 August 2016

Revised:
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7243 SUPERVISION OF CONSTRUCTION

The Board of Education directs that the _ Facilities Director be responsible for
the supervision of all building construction in this school district. Supervision shall include field
inspection of the construction contractor's operations, administrative review of the activities of
the architect relating to the construction, and any other construction matters relating to the
interests of the school district.

The  Facilities Director shall report periodically to the Board on the progress
of the work of the construction contractor(s).

The Board shall not employ for pay or contract for the paid services of any person serving in a
position which involves regular contact with students unless the Board has first determined,
consistent with the requirements and standards of N.J.S.A. 18A:6-7.1 et seq., that no criminal
history record information exists on file in the Federal Bureau of Investigation, Identification
Division, or the State Bureau of Identification which would disqualify the individual from being
employed or utilized in such capacity or position.

The Superintendent shall direct the School Business Administratot/Board Secretary or designee
to act as liaison to all construction contractoxs for school facility and construction projects to
obtain a list of the individuals who will have regular contact with students and will be employed
by or working for the contractor on a school district project that will be undergoing a criminal
history record check pursuant to the requirements of N.J S.A. 18A:6-7.1 et seq. The liaison shall
provide the list of those contracted employees o the Superintendent or designee and the Human
Resources Director. The Superintendent or designee and the Human Resources Director who
teceive any adverse action correspondence from the New Jersey Department of Education
(NJDOE) related to the criminal history record check process shall review the contracted
company list in order to determine if the subject of that correspondence is either a school
employee or an employee of any contract service provider and take appropriate action. No
employee of a contracted service provider shall commence work at a school facility without
having first obtained an approval for employment from the NJDOE. Approvals for employment
of these contracted employees shall be maintained with the liaison and copies forwarded to the
Superintendent’s office.

™

A change order involving additional cost will be submitted to the Board for review and approval.
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A change order not involving monetary considerations may be acted upon solely by the
Facilities Director and reported to the Board.

Upon completion of a building project and a final inspection of all its aspects by the architect,
contractors, and school officials, a recommendation for acceptance shall be made to the Board by
the _ Facilities Director .

N.I.S.A. 18A:6-7.1 et seq.; 18A:18A-16; 18A:18A-43; 18A:18A-44
N.J.S.A. 18A:54-30 [vocational districts]

Adopted: 7 February 2008
Revised:

= | |
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8210 SCHOOL YEAR

The Board of Education recognizes that the preparation of a school calendar is essential to
orderly educational planning and to the efficient operation of the school district.

The Board shall annually approve the days when the schools will be in session for instructional
purposes. The school calendar will provide no fewer than one hundred eighty days of instruction
in accordance with N.I.S.A. 18A:7F-9. Days on which school is closed for holidays, teachers’
institutes, and inclement weather shall not be considered as days in session.

A half-day class or shortened school day shall be considered the equivalent of a full day only if
school is in session for four or more hours, exclusive of recess periods or lunch periods.

A school day shall consist of not less than four hours, except that one continuous session of two
and one-half hours may be considered a full day for Kindergarten in accordance with N.J.A.C.
6A:32-8.3(b).

An approved Kindergarten shall meet the requirements set forth in N.J.A.C. 6A:32-8.3(c).]

The Commissioner of Education shall annually prescribe a list of religious holidays on which it
shall be mandatory to excuse students for religious observance upon the written request signed
by the parent or person standing in loco parentis. Staff members shall avoid, whenever possible,
scheduling a test on a religious holiday commonly observed by residents of the district.

The Superintendent shall annually prepare and submit to the Board a school calendar for the next
school year no later than May 1. The Board reserves the right to alter the school calendar when:
such alteration is feasible and serves the best interests of the students of this district; the number
of school closings during the school year extend the school year past a reasonable closing date in
June; there is an extended school closing during the school year due to an unforeseen
circumstance; and/or due to any reason deemed in the best interest of students.

N.J.S.A. 18A:25-3; 18A:36-2; 18A:36-16
N.J.S.A. 18A:54-25 [vocational districts]
N.JA.C. 6A:32-8.3

Adopted:
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R 8220 SCHOOL CLOSINGS

The following procedures will govern the unscheduled closing of school for the entire school
day, the delayed opening of school, and the early closing of school. No single set of rules can
anticipate the problems that may be encountered when schools must be closed, and Building
Principals may be required to exercise independent judgment in individual circumstances. Any
consequent deviation from these rules shall be approved by the Superintendent.

A, Notification Provisions

1.

The Superintendent or designee shall notify media outlets and/or activate an
emergency call system when a decision is made for an unscheduled closing of
school for the entire school day, the delayed opening of school, or the early
closing of school. The media outlets may include, but not be limited to, radio,
television stations, and internet websites as listed below:

District Email Blast

www.epsd.org
District Call Blast

Parent(s) will be notified at the beginning of each schoo! year that they will be
notified of an emergency school closing day by means of announcements over the
media outlets listed above.

B. All Day Closing

1.

The decision to close schools for the day will be made in accordance with Policy
8220. As soon as the decision is made, the Superintendent or designee will
promptly notify:

a. The media outlets identified in A.1. above;

b. All school staff members;

c. private schools to which transportation is provided for district children;
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d. __Englewood Police Departments (municipalities that
are affected by decision or that provide school crossing guards);

e. Board of Education President; and

f. Any other individuals or organizations the Superintendent or designee
determines the need to be notified.

Notwithstanding a provision in a collective bargaining agreement, if applicable,
unless the Superintendent determines otherwise, school office personnel and
custodial personnel are expected to report for work on an emergency closed day.

C. Delayed Opening

1.

The decision to delay the opening of school will be made as soon as practicable.
Notice of the delayed opening will be given in accordance with B. above.

Notwithstanding a provision in a collective bargaining agreement, unless the
Superintendent determines otherwise, school office personnel and custodial
personnel are expected to report to work on time if the opening of school is
delayed.

Tf weather conditions change after a delayed opening has been announced, the
Superintendent may decide to close schools for the day. This decision will be
made as soon as practicable. Notice of the closing of schools for the day will be
given in accordance with B.1. above.

The Principal of each school will modify the school’s schedule to accommodate
the shorter day. After-school and athletic events may be canceled.

D. Early Dismissal

L.

The decision by the Superintendent or designee to close school early will be
promptly relayed to the media outlets, school staff members, and the people or
organizations listed in B.1. above.

Building Principals in the affected schools will promptly notify all school staff
members of the early closing, using appropriate building procedures.
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8220 SCHOOL DAY

The Board of Education shall annually approve detesmine the times that
school(s) wﬂl be in sess1on, i?e}-%h%ﬁﬂrpese—ef—pfewémg—adeqaa%e-%ﬂ%f%

aten 3% e—district including the
startmg and endmg time of a shortened day A school day shall be in
accordance with NLJ.A.C. 6A:32-8.3.

The schools of the district will be in session for students on those days speetfied
and times recommended by the Superintendent and annually approved by

the Board and-at-the-following times:,

The Superintendent may close the schools, delay the opening of school, or dismiss
school early when such alteration in the regular session is required for the
protection of the health and safety of students and staff members or other good
cause. A shortened school day, whether it is planned or emergent (as in the
case of inclement weather), must meet certain requirements in order to count
toward the one hundred eighty day requirement of N.J.S.A. 18A:7F-9.

The Superintendent shall inform the Board President of any such alteration as
soon as possible and shall prepare rules for the proper and timely notification of

concerned persons in the event of any delayed opening or emergency school
closing ofthe schools.

N.J.A.C. 6A:32-8.3

Adopted: 29 April 2004
Revised: 14 March 2007
Revised: 19 July 2007
Revised:
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8462 REPORTING POTENTIALLY MISSING OR ABUSED CHILDREN

The Board of Education recognizes early detection of missing, abused, or neglected children is
important in protecting the health, safety, and welfare of all children. In recognition of the
importance of early detection of missing, abused, or neglected children, the Board of Education
adopts this Policy pursuant to the requirements of N.J.S.A, 18A:36-24 and 18A:36-25. The
Board provides this Policy for its employees, volunteers, or interns for the early detection of
missing, abused, or neglected children through notification of, reporting to, and cooperation with
the appropriate law enforcement and child welfare authorities pursuant to N.J.S.A. 18A:36-24
and 18A:36-25 et seq., N.J.A.C. 6A:16-11.1, N.J.S.A. 9:6-8.10, and N.J.A.C. 6A:22-4.1(d).

Employees, volunteers, or interns working in the school district shall immediately notify
designated child welfare authorities of incidents of alleged missing, abused, and/or neglected
children. Reports of incidents of alleged missing, abused, or neglected children shall be reported
to the New Jersey State Central Registry (SCR} at 1-877 NJ ABUSE or to any other telephone
number designated by the appropriate child welfare authorities, If the child is in immediate
danger a call shall be placed to 911 as well as to the SCR.

The school district shall prominently display information about the Department of
Children and Families’ State Central Registry, a toll-free hotline for reporting child abuse,
in each school of the district. The information shall give instructions to call 911 for
emergencies and shall include directions for accessing the Department of Children and
Families’ website or social media platforms for mere information on reporting abuse,
neglect, and exploitation.

The information shall be in a format and language that is clear, simple, and
understandable. The information shall be on a poster and displayed at each school in at
least one high-traffic, highly and clearly visible public area that is readily accessible to and
widely used by students, pursuant to N.J.S.A. 18A:33.28.

The person having reason to believe that a child may be missing or may have been abused or
neglected may inform the Principal or other designated school official(s) prior to notifying
designated child welfare authorities if the action will not delay immediate notification. The
person notifying designated child welfare authorities shall inform the Principal or other
designated school official(s) of the notification, if such had not occurred prior to the notification.
Notice to the Principal or other designated school official(s) need not be given when the person
believes that such notice would likely endanger the reporter or student involved or when the
person believes that such disclosure would likely result in retaliation against the student or in
discrimination against the reporter with respect to his or her employment.
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The Principal or other designated school official(s) upon being notified by a person having
reason to believe that a child may be missing or may have been abused or neglected, must notify
appropriate law enforcement authorities. Notification to appropriate law enforcement authorities
shall be made for all reports by employees, volunteers, or interns working in the school district.
Confirmation by another person is not required for a school district employee, volunteer, or
intern to report the suspected missing, abused, or neglected child situation.

School district officials will cooperate with designated child welfare and law enforcement
authorities in all investigations of potentially missing, abused, or neglected children in
accordance with the provisions of N.J.A.C. 6A:16-11.1(a)5.

The district designates Superintendent or designee as the school district’s liaison to
designated child welfare authorities to act as the primary contact person between the school
district and child welfare authorities with regard to general information sharing and the
development of mutual training and other cooperative efforts. The district designates the
Superintendent or designee as the school district’s liaison to law enforcement authorities to act as
the primary contact person between the school district and law enforcement authorities, pursuant
to N.TLA.C. 6A:16-6.2(b)1, consistent with the Memorandum of Agreement, pursuant to N.J.A.C.
6A:16-6.2(b)13.

An employee, volunteer, or intern working in the school district who has been named as a
suspect in a notification to child welfare and law enforcement authorities regarding a missing,
abused, or neglected child situation shall be entitled to due process rights, including those rights
defined in N.JLA.C. 6A:16-11.1(a)9.

The Superintendent or designee shall provide training to school district employees, volunteers, or
interns on the district’s policy and procedures for reporting allegations of missing, abused, or
neglected child situations. All new school district employees, volunteers, or interns working in
the district shall receive the required information and training as part of their orientation.

There shall be no reprisal or retaliation against any person who, in good faith, reports or causes a
report to be made of a potentially missing, abused, or neglected child situation pursuant to
N.J.S.A. 9:6-8.13.

N.J.S.A. 18A:33-28; 18A:36-24; 18A:36-25 et seq.
N.JA.C.6A:16-11.1

Adopted: 28 August 2006

Revised: 1 May 2008

Revised: 11 August 2016

Revised: 29 November 2018
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[See POLICY ALERT Nos. 164 and 220]

2270 RELIGION IN THE SCHOOLS

The Board of Education recognizes that religious belief and disbelief are matters
of personal conviction rather than governmental authority and the students of this
district are protected by the First Amendment of the United States Constitution
and by Article I, Paragraph 4 of the New Jersey State Constitution from the
establishment of religion in the schools. The First Amendment requires public
sSchool officials will to show be-neutral-in-their-{reatment-of relipion—in—the

school distriet—shewing neither favoritism toward nor hostility against religious
expression such as prayer. Aceordingly-devotional oxereises-will be-permitted

in-this-distriet:

The United States Department of Education’s Guidance on Constitutionally
Protected Prayer and Religious Expression in Public Elementary and
Secondary Schools (USDOE Guidance) provides information on the current
state of the law concerning religious expression in public schools.

The following activities as outlined in the USDOE Guidance will be permitted
upon applymg the govermng constltutlonal prmclples in part;cular contexts
related to:

gevemmeﬂ{»&nd—re—hg’:eﬁ— prayer dmmg non—lnstmctlonal tlme orgamzed prayer
groups and activities; teachers, administrators, and other school employees’

activities; moments of silence; accommodations for prayer during
instructional time; religious-expression—and prayer in classroom assignments;
student assemblies and extraecurricalar pomcurricular events; prayer at
graduation, and/or baccalaureate ceremonies:—devetonal -exereises—and—other

prayer-andfor religionrelated-activities.

The following activities as outlined in the USDOE Guidance will be
permitted upon applying the governing constitutional principles in particular
contexts related to religious expression: religious literature; teaching about
rehglon, student dress codes and p011c1es, and/or religious excusals The
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Any issues regarding religion in the schools and the provisions of this Policy
shall be referred to the Superintendent of Schools who may consult with the
Board Attorney.

U.S. Const. Amend. 1

The Equal Access Act, 20 U.8.C. Section 4071 |

U.S. Department of Education - Guidance on Constitutionally Protected
Prayer in Public Elementary and Secondary Schools — February752003
January 16,2020

N.J. Const. (1947) Art. 1, para. 4

N.JS.A. 18A:35-4.6 et 5€q.; 18A:36-16

Adopted: November 14, 2019
Revised:



POLICY

BYLAWS

0131/page 1 of 4

Bylaws, and-Policies, and Regulations
May 21

[See POLICY ALERT No. 223]

0131 BYLAWS, AND POLICIES, AND REGULATIONS

The Board of Education shall exercise its rule-making power by adopting,
revising, and abolishing bylaws, and policies, and regulations for the
organization and operation of the school district.

“Regulations” for the purpose of this Bylaw are only those regulations that
are required to be adopted by the Board.

Adoption, Amendment, and Abolishment Repeat

Bylaws, and policies, and regulations may be adopted; and revised amended;
and-repealed at any meeting of the Board, provided the proposed adoption; or

revision amendment;-orrepeal has been proposed-and approved by the Board at

a previous meeting of the Board.

Bylaws, policies, or regulations may be abolished at any meeting of the Board

provided the proposed abolishing of the proposed bylaw,
policy, or regulation has been approved by the Board at a
previous meeting of the Board.

Optional
JThe Board shall may at its organization meeting or annually at a meeting of the

Board and by a majority vote of those present and voting, readopt existing
bylaws, and-policies, and regulations without prior notice.}

ENGLEWOOD
BOARD OF EDUCATION
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The Board may, under emergency circumstances, suspend the operation of a
bylaw, et policy, or regulation and adopt, revise amend, or abolish repeal a
bylaw, e policy, or regulation without prior notice. The emergency adoption,
revision amendmest, or abolishment repeal of a bylaw, ez policy, or regulation
shall terminate at the next meeting of the Board or at such earlier date as may be
specified by the Board unless further acted upon by the Board in accordance
with this Bylaw.

The adoption, revision amendment, abolishment repeal, or suspension of a
bylaw, et policy, or regulation shall be recorded in the minutes of the Board.
Any bylaw, policy, or regulation or part of a bylaw, policy, or regulation that is
superseded by a term in a negotiated agreement or by a subsequently adopted
bylaw, policy, er regulation shall no longer be in force and effect as a bylaw,
policy, or regulation and shall be abelished by the Board in accordance with
this Bylaw.

Promulgation and Distribution

A The manual of bylaws, and policies, and regulations shall be maintained. A
copy of the manual of bylaws, and policies, and regulations shall be available
and accessible given to each Board member, the Superintendent, the School
Business Administrator/Board Secretary, the Board Attorney, each Building
Principal, and other individuals designated by the Superintendent.

The Superintendent shall institute a plan for the orderly

promulgation of policies to staff members who are affected by them and shall
provide staff members with access to an up-to-date manual of Board bylaws, and
policies, and regulations.

The manual of bylaws, and policies, and regulations shall be considered a public
record open to inspection in the office of the . The manual retained
by the shall be considered the master copy of the poliey manual
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Consideration Develepment of Bylaws, and Policies, and Regulations

Bylaws, and policies, and regulations will be develeped-and considered for
adoption by the Board in accordance with the following procedure:

1. A recommendation for a new or revised bylaw, ex policy, or
regulation shall may be recommended saggested—to the Board

and/or Superintendent by—any—Beard—member,—the
Superintendentany staff-member, ora-memberofthe publie;

2. A recommendation sugsestion for a new or revised bylaw, or
policy, or regulation may be referred, at the discretion of the
Board President and as appropriate to the subject, to the
Superintendent, a Board committee, or a public advisory
committee for study and formulation of a recommendation to the
Board. Any study of a new or revised recommended bylaw,
policy, or regulation suggestion will should consider whether the
matter is adequately adchessed in ex1st1ng Board bylaw, policy, or
regulation :

by-administrative regulation;

3. If a recommendation for a new or revised bylaw, er policy, or
regulation results from referral for study, a proposed draft will be
referred to the Superintendent and at the discretion of the
Board President and as appropriate to the subject, to a Board
committee i i

4, All proposed new and revised bylaws, policies, and regulations
shall be submitted to the Superintendent. The Superintendent
or designee will review all new and revised draft bylaws,
policies, and regulations prior to the Board receiving a draft of
new or revised bylaws, policies, or regulations for Board
consideration;
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54, The proposed draft; bylaw, policy, or regulation approved by the
Board on first reading; will be submitted for adoption at a the-next
succeeding regular meeting of the Board. Revisions Changes in
the draft may be made at any meeting prior to adoption by a
simple majority vote of the Board. A revision at any succeeding
meeting change that alters the substantive meaning of the draft
will constitute a new first reading, and the draft must be presented
for adoption at a the-next succeeding Board meeting. A change
that is merely editorial may be followed by a vote to adopt the new
or revised bylaw, e policy, or regulation on second reading.

NJ.S.A. 18A:11-1

Adopted: 28 February 2002
Revised:
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[See POLICY ALERT Nos. 173 and 223]

2421 CAREER AND VOCATIONAL-TECHNICAL EDUCATION

The Board of Education believes provides a program(s) of career and vecational-
technical education is important to the educational development of its
students. The New Jersey system purpose of carcer and technical education
has as its purpose to:

1. Support developmental career education designed to provide
students opportunities to enhance career awareness,
exploration, preparation, and decision-making skills necessary
for success in the workplace; j i i
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. .
2. Provide secondary and postsecondary students with career and

technical education programs and programs of study in
Department-recognized Career Clusters in accordance with
N.J.AC. 6A:19-1.1(a)2.;

3. Suppert a comprehensive K-12 ecareer education and
counseling system; and

4, Support the workforce development system by helping to
ensure quality postsecondary educational opportunities for
adult students.

The Board provides a program of career and veecational-technical education
Select One Option As-ldentified Below

[For County Vocational Schools-Districts

operating as a county vocational school district in accordance with

N.J.S.A. 18A:54-13-etseg- and N.J.A.C. 6A:19-+1et-seq.|
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[For School Districts That Only Offer The County Vocational School Option
For Career and Voeational—Technical Education Programs

__ with students guaranteed the right to apply and, if accepted, to attend a
county vocational school district. The district shall sl provide a county
vocational school district and its designated representative(s) with & reasonable
opportunity, during school hours, to present information about the county
vocational school distriet’s programs to all students, ir grades six Kindergarten
through twelve in the schools of the district in accordance with N.J.A.C.
6A:19-2.3(d). The Board of Education may not in any manner inhibit
student access to such information.]

[For School Districts That Offer The County Vocational School Option And
Local Career and Veeational-Technical Education Programs Established In
Accordance With N.J.A.C. 6A:19-351-1-et-seqs

__ with stadents guaranteed the right to apply and, if accepted, to attend a
county vocational school district. The district shall will provide a county
vocational school district and its designated representative(s) & with reasonable
opportunity, during school hours, to present information about the county
vocational school distriet’s programs to all students, in grades six Kindergarten
through twelve in the schools of the district in accordance with N.J.A.C.
6A:19-2.3(d). The Board of Education may not in any manner inhibit
student access to such information.

In addition, the district has established local career and secondary-veeational-
technical edueation programs and programs of study approved pursuant to
N.IA.C. 6A:19-3.1 as part of a separate career and technical high school or
as part of a comprehensive high school curriculum in accordance with the
provisions of NJA.C. 6A:19-3.5 2.1(e). These programs shall be have-been
approved by the Commissioner of Education pus FAC- AR

Admission to the district’s career and voeational-technical education programs
will be open to regularly enrolled students in grades ___ through on the
basis of their potential for achieving the occupational or other objective of such
instruction.]
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All students participating in career and vecational-technical education programs
within this district or in shared-time career and veeational-technical programs
are considered to be regularly enrolled in the schools of this district and are
subject to the policies and rules of this Board. The district shall establish
admission requirements that jnclude equity and access for all populations,
including special populations and special education students. No student shall
be denied admission or participation in any carcer and voeational-technical
education programs due to race, color, creed, religion, national origin, ancesiry,
age, marital status, affectional or sexual orientation, gender, socioeconomic
social-or-economie status, or disability.

}Students may be permitted to enroll in programs of vocational instruction offered
by a county vocational school district outside the county only as required in
the provisions of N.J.A.C. 6A:19-2.3(a)2. : istriets—
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The district will comply with the gencral program requirements for career and
voeational-technical education as defined in N.JA.C. 6A:19-523.1 et—seq.
Students participating in part-time school and part-time employment career and
voeational-technical programs will not be exploited, illegally employed, or
employed under conditions that fail to safeguard the student’s health and interest,
These students shall receive wages commensurate with wages paid to other
employees for similar work and shall be protected by provisions of the Worker’s
Compensation Act and any other acts of the State pertaining to such training and
employment. The school district will comply with all safety and health
standards contained in N.J.A.C. 6A:19-6.1 for career and technical education
programs, programs of study, and structured learning experiences.

Career and technical education programs offered by the school district shall
comply with the provisions of N.J.S.A. 18A:54 and N.J.AC. 6A:19.
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Federal, State, and private

d utilize all available
inancial support of career and veeational-techn

fi
education programs in the district.

The Superintendent shall seck an
sources of revenue for the

N.IS.A. 18A:35-4.2; 18A:38-15; 18A:54-3-1-et-seq:

N.J.A.C. 6A

19-+t-etseq:

.
.

Adopted: 16 August 2007

Revised:
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3134 ASSIGNMENT OF EXTRA DUTIES
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3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER

The Board of Education recognizes its obligation to employ only those staff
members best trained and equipped to meet the educational needs of the students
of this district. The Board shall discharge that obligation by retaining in service
only those pontenured teaching staff members who meet those standards. The
Board will renew the employment contract of a nontenured teaching staff
member only upon the recommendation of the Superintendent and by a recorded
roll call majority vote of the full membership of the Board. The Board shall not
withhold its approval for arbitrary and capricious reasons. A nontenured teaching
staff member who is not recommended for renewal by the Superintendent is
deemed nonrenewed.

When the nontenured teaching staff member’s performance does not meet the
standards of the school district, the Superintendent shall recommend not to renew
the teaching staff member’s contract. Prior to notifying the nontenured teaching
staff member of the nonrenewal, the Superintendent will notify the Board of the
recommendation not to renew the nontenured teaching staff member’s contract
and the reasons for the recommendation. The Superintendent may notify the
Board in a written notice or in executive session at a full Board Meeting. In the
event the Board is notified in executive session, the Superintendent will comply
with the requirements of the Open Public Meetings Act and provide reasonable
notice to the nontenured teaching staff member their employment will be
discussed in executive session in order for the nontenured teaching staff member
{0 exercise their statutory right to request a public discussion.

On or before May 15 of each year, each nontenured teaching staff member
continuously employed by a Board of Education since the preceding
September 30 shall receive a written notice from the Superintendent that
such employment will not be offered if the Superintendent recommends the
nontenured teaching staff member not be renewed. i

antifioench wantenead tanching ctoff member o e resmtlovment wnllbnot 1’\%
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offered-of such-ponrenewal-in-wiiting-on-ot before-May-15. Any nontenured
teaching staff member receiving whe—received written notice that a teaching
contract for the succeeding school year will not be offered may, within fifieen
calendar days of receiving—sueh—netification thereafter, request in writing
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a statement of the reasons for aoprenewal such non-employment which shall be
given to the nontenured staff member in writing within thirty calendar days
after the receipt of such request 2! iH-provi =

Ve dnuaafier 4he yvoanaint o
Y-Eidy oo TECLIpT

£ any-such-request.

Whenever the nontepured teaching staff member has requested in writing and
received a written statement of reasons for rion-reemployment pursuant to
N.J.S.A. 18A:27-3.2, the nontepured teaching staff member may request in
writing shall-have-the-right-te an informal appearance before the Board., The
written request shall be submitted to the Board within ten calendar days of
the nontenured teaching staff member’s receipt of the Board’s statement of
reasons. The informal appearance shall be scheduled within thirty calendar
days from the nontenured teaching staff member’s receipt of the Board’s
statement of reasons i i i
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The Board is not required to offer reemployment or vote on reemployment after
an informal appearance with a nontenured teaching staff member who was not
recommended for reemployment by the Superintendent. The Board may, with a
majority vote of its full membership in public session and without the
recommendation of the Superintendent, offer the nontepured teaching staff
member reemployment after the informal appearance before the Board. Within
three working days following the informal appearance, the Board shall notify
the affected nontenured teaching staff member, in writing, of its final
determination Fhe-pontepured teaching—staffmember—wit be-notified-ef-the

o
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N.J.S.A. 18A:27-3.1; 18A:27-3.2; 18A:27-4.1; 18A:27-10 et seq.
N.ILA.C. 6A:10-98.1

Adopted: 26 August 2004
Revised: 6 November 2007
Revised: November 14, 2019
Revised:
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[See POLICY ALERT Nos. 166, 175,201 and 223]

R 3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER

A, Evaluations

I. Fach nontenured teaching staff member shall be evaluated in strict
compliance with statutes N.J.S.A. 18A:27-3.1, rules—eftheState
Board-of Edueation; N.J.A.C. 6A:10-1.1 et seq., and the policies
and procedures of this district.

B. Nonrenewal Recommendation

1. When a nontenured teaching staff member’s performance does not
meet the standards of the school district, employment will not be

offered to the nontenured teaching staff member for the
Succeeding Dvinrﬁﬂn] A the nontanred tanpharia Tmarnedy
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staff-member—should-not-bereemployed—in thefollowing school
year.
2. On or before May 15 of each year each nontenured teachin
3

staff member continuously employed by 2 Board of Education
since the preceding September 30 shall receive a-written notice
from the Superintendent that such employment will not be
offered if the Superintendent recommends the nontenured
teaching staff member not be renewed The-nontenured-teaching
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3. A recommendation by the Superintendent to not renew for
aontenewal a nontenured teaching staff member’s contract for
the succeeding school year may be based upon the nontenured
teaching staff member’s observations, evaluations, job
performance, or any factor affecting his/her employment in the this
school district.
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4. A pNontenured teaching staff members® employment contracts
can enly be renewed only upon the Superintendent’s
recommendation and a recorded roll call majority vote of the full
membership of the Board. The Board shall say not withhold its
approval for arbitrary and capricious reasons.

C. Nonrenewal Action

1. Prior to notifying the nontenuyed teaching staff member of the
nonrenewal, the Superintendent shall notify the Board of the
recommendation not to renew the nontenured teaching staff

member’s contract and the reasons for the recommendation,
The S]‘!f\ai‘;ﬂ“"oﬂADﬂ“‘ el otz T A 11 hopa Of
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5 : . The Superintendent
may notify the Board members of the recommendation not to
renew the nontenured teaching staff member’s contract and the
reasons for the recommendation in a written notice to the Board
prior to May 15— or in the alternative, i

. .
natifiothe R aard mambers af the renmmmandation-not to-renew—a
ROy oA mempets-o-tneTetulmrivhiiautivit ROt Tarvy

3 i . in an executive session. Usipg
this-optien 1f notification is provided to the Board in executive
session, the Superintendent and the Board will meet in executive
session prior to May 15 to review the Superintendent’s
recommendation(s) ‘ i
mermbers.

a. Notice of the executive session shall be given in
accordance with N.J.S.A. 10:4-13 and individual notice
shall be given, not less than fotty-eight hours in advance of
the meeting, to those nontenured teaching staff members
whose possible nonrenewal will be discussed at the
meeting. If any such nontenured teaching staff member

requests the discussion take place in public, the
recommendation for his/her nonrenewal will be severed
from any other nonrenewal recommendation(s) and will be
scheduled for discussion at a public meeting prior to May
15.
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A nontenured teaching staff member not recommended for renewal
by the Superintendent is deemed not renewed, A Board’s of
FEduacation vote is not required on the Superintendent’s
recommendation(s) to not renew a nontenured teaching staff
memiber’s contract.

of Nonrenewal

S1 wamntondentia

j—n

12.
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1.
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The nonrenewal notice shall be in-witing—and provided to the
nontenured teaching staff member not recommended for renewal
by the Superintendent on or before May 15. If hand delivered, a
rocord shall be made of the date on which delivery was made. If
sent by mail, the notice shall be sent registered mail, return receipt
requested, to the nontenured teaching staff member’s address of
record.

Request for Statement of Reasons

Any nontenured teaching staff member receiving notice that a
teaching contract for the succeeding school year will not be
offered may, within fifteen calendar days thereafter, request in
writing, a statement of the reasons for such non-employment
which shall be given to the nontenured teaching staff member
in writing within thirty calendar days after the receipt of such
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2. The statement of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons for the
nonrenewal. Where the nonrenewal is based on performance
deficiencies recorded in the nontenured employee’s teaching
staff member’s observations and evaluations and the
nontenured teaching staff member employee has been given a
copy of those observations and evaluations, the statement of
reasons may incorporate the observations and evaluations by
reference.

3. The written statement of reasons will be prepared by the
Superintendent and shall be—delivered—to—the—employee whe

soanectad 4t anthin thirbs calendar dgses aftor the yreccint of the
FequesStoa—Tyyaans tAATEY - Cdrontar e S arel R reCepr—orare

employee’s request.
F. Nonrenewal Appearance
1. Whenever the nontenured teaching staff member has

requested in writing and received a written statement of
reasons for non-reemployment pursuant to N.J.S.A.
18A:27-3.2, the nontenured teaching staff member may request
in writing an informal appearance pefore the Board. The
written request shall be submitted to the Board within ten
calendar days of the nontenured teaching staff member’s
receipt of the Board’s statement of reasons. A—teaching-staff
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2. The A-date-for-the informal appearance shall be scheduled within
thirty calendar days from the nontenured teaching staff member’s
receipt of the Board’s statement of reasons.

. . +
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The Board will exercise discretion in determining determine a
reasonable length of time for the proceeding
appearanee, depending  upon each  instance’s
circumstances.

specific

The proceeding of an informal appearance before the Board may
be conducted in executive session pursuant to N.J S.AL
10:4-12(b)(8). f conducted in executive session, notice must be

given in accordance with N.J.S.A. 10:4-13.

"The Board shall provide the nontenured teaching staff member
adequate written notice regarding the date and time of the
informal appearance. j i
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The nontenured teaching staif member’s appearance before
the Board shall not be an adversary proceeding, The purpose
of the appearance shall be to provide the nontenured teaching
staff member the opportunity to convince Board of Education
members to offer reemployment. The-purpose-of-the-appearanee
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The proceeding of an informal appearance before the Board shall
be conducted with the President of the Board presiding end-the

The nontenured teaching staff member may be represented by an

attorney or by one individual of his/her choosing. He/She The
nontenured teaching staff member may present, on his or her
behalf, witnesses i i : i whe do
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not need to present testimony under oath and theisstatements-may
be-recorded—The shall not be cross-examined by the Board will
hear_witnesses and-shall-not-cross-examine-them, Witnesses shall
will be called one at a time into the meeting to address the Board
one-at-a-time and shall be excused from the meeting after making
their statements.

G. Final Determination
1 A nr\ﬂfavnn-nr‘l tannhino. oty ' amber-not 1annmmanAaA o samasral
. A-pentepureateacip S otdi THuTHBRA -HAUR FeconenaCuToT I yal

- A Board vote is not
required on the Superintendent’s recommendation(s) to not renew
a nontenured teaching staff member, However, after an informal
appearance before the Board, the Superintendent may make a
recommendation for reemployment of the nontenured teaching
staff member to the voting members of the Board. The-veting

hera_af the RBaasrd—bw i unto_nt the £y
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public—session;—faust—approve the—recmployment—based—on—the
If the Superintendent
recommends the nontenured teaching staff member for
reemployment, the voting members of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the Superintendent’s recommendation for

reemployment.
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The Board may, with a majority vote of its full membership in
public session and without the recommendation of the
Superintendent, offer the nontenured teaching staff member
reemployment after the informal appearance before the Board.

Within three working days following the informal appearance,
the Board shall netify the affected nontenured teaching staff
member, in writing, of its final determination. The Board may
delegate notification of jts final determination to the
Superintendent or Board Secretary. The -final-determination
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3221 EVALUATION OF TEACHERS

The Board of Education recognizes the importance of teacher effectiveness to
further the development of a professional corps of educators and to increase
student achievement. The Board of Education adopts Policy and Regulation 3221
for the evaluation of teachers consistent with the Teacher Effectiveness and
Accountability for the Children of New Jersey Act (TEACHNI) and the
AchieveNJ administrative codes.  This Policy and Regulation provides the
provisions and requirements for teacher evaluations consistent with TEACHN]
and AchieveNJ.

For the purposes of Policy and Regulation 3221, “teacher” means a teaching stafl
member who holds the appropriate standard, provisional, or emergency
instructional certificate issued by the Board of Examiners and is assigned a class
roster of students for at least one particular course.

1ootmi Effaptivengan chall _sot-overs de-—g9
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¥ ective-bargaining agreements of other-employment
ontracts—in-effect -on—July—1-2013-and—nNo collective bargaining agreement
entered into after July 1, 2013, shall conflict with the educator evaluation system
established pursuant to N.J.A.C. 6A:10-1.1 et seq, or any other specific statute or
regulation, nor shall topics subject to bargaining involve matters of educational
policy or managetial prerogatives.  All information contained in annual
performance reports and all information collected, compiled, and/or maintained
by employees for the purpose of conducting the educator evaluation process
pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subject to public inspection or
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.

The Board shall annually adopt evaluation rubrics for all teachers which shall be
submitted to the Commissioner of Education by August Juse 1 for approval by
August 15 1 of cach year. The evaluation rubrics shall have four defined annual
ratings: ineffective, partially effective, effective, and highly effective. The Board
shall meet the requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual
evaluation of teachers and shall ensure the training procedures as outlined in
N.ILA.C. 6A;10-2.2(b) are followed when implementing the evaluation rubrics for
all teachers. A District Evaluation Advisory Committee may shall be established
in accordance with the requirements of N.J.A.C. 6A:10-2.3.

M
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The minimum requirements for the evaluation procedures for teachers as outlined
in NJA.C. 6A:10-2.4 shall be followed. Ior each teacher rated ineffective or
partially effective on the annual summative evaluation rating, as measured by the
evaluation rubrics, a corrective action plan shall be developed in accordance with
the provisions of N.J.A.C. 6A:10-2.5. A School Improvement Panel shall be
established in accordance with N.J.A.C. 6A:10-3.1 and with the responsibilities
outlined in N.J.A.C. 6A:10-3.2.

The components of the teacher evaluation rubric as described in N.JA.C.
6A:10-4.1 shall apply to teachers. Measures of student achievement, as outlined
in N.JA.C. 6A:10-4.2, shall be used to determine impact on student learning.
Teacher observations shall be conducted in accordance with the provisions of
NJA.C. 6A:10-4.4 and N.J.S.A. 18A:27-3.1. Observers shall conduct the
observations pursuant to N.J.S.A. 18A:6-123.b.(8) and N.JL.A.C. 6A:10-2.5 and
3.2, and they shall be trained pursuant to N.JA.C. 6A:10-2.2(b).

The teacher practice instrument approved by the Department of Education shall
meet the criteria as outlined in N.JA.C, 6A:10-7.2.

The Superintendent shall annually notify all teachers of the adopted evaluation
policies and procedures/regulations no later than October 1. If a teacher is hired
after October 1, the Superintendent shall notify the teacher of the policies and
procedures/regulations at the beginning of his or her employment. All teachers
shall be notified of amendments to the policy and procedures/regulations within
ten teacher working days of adoption.

N.J.S.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1

N.IA.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
NJAC. 6A:10-3.1 and 3.2; N.J.A.C. 6A:10-4.1 through 4.4
N.J.A.C. 6A:10-7.1and 7.2

Adopted: 26 August 2004
Revised: 18 May 2006
Revised: 26 February 2009
Revised: 15 October 2015
Revised: 15 July 2017
Revised:
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[See POLICY ALERT Nos. 181, 201, 207, 212 and 223]

R 3221 EVALUATION OF TEACHERS

A, Definitions — N.J.A.C. 6A:10-1.2

The following words and terms shall have the following meanings when
used in Policy and Regulation 3221 unless the context clearly indicates
otherwise:

«Anmounced observation” means an observation in which the person
conducting an observation for the purpose of evaluation will notify the
teacher of the date and the class period the observation will be conducted.

“Annual performance report” means a written appraisal of the teacher’s
performance prepated by the teacher’s designated supervisor based on the
evaluation rubric for his or her position.

“Annual summative evaluation rating” means an annual evaluation rating
that is based on appraisals of educator practice and student performance,
and includes all measures captured in a teacher’s evaluation rubric. The
four summative performance categories are ineffective, partially effective,
effective, and highly effective.

«Calibration” in the context of educator evaluation means a process to
monitor the competency of a trained evaluator to ensure the evaluator
continues to apply an educator practice instrument accurately and
consistently according to the standards and definitions of the specific
instrument.

“Chief Schoo! Administrator” means the Superintendent of Schools or the
Administrative Principal if there is no Supetintendent.

“Commissioner” means Commissioner of the New Jetse Department of
: Y
Education.

“(Co-observation” means two Or more supervisors who are trained on the
practice instrument who observe simultaneously, or at alternate times, the
same lesson or portion of a lesson for the purpose of training.
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“Corrective Action Plan” means a written plan developed by the
designated supervisor in collaboration with the teacher to address
deficiencies as outlined in an evaluation. The corrective action plan shall
include timelines for corrective action, responsibilities of the individual
teacher and the school district for implementing the plan, and specific
support that the district shall provide as defined in N.J.S.A. 18A:6-119.

“Department” means the New Jersey Department of Education.

“Designated supervisor” means the supervisor designated by the
Superintendent of Schools or designee as the teacher’s supervisor.

“District Fvaluation Advisory Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.J.A.C.
6A:10-2.3.

“Educator practice instrument” means an assessment tool that provides:
scales or dimensions that capture competencies of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shown in practice and/or research
studies. The scores from the teacher practice instrument are
components of the teacher’s evaluation rubric and the scores are
included in the summative evaluation rating for the individual. The
scores from educator practice instruments may be applied to the
teacher’s summative evaluation rating in a manner determined by the
school district.

“Eyaluation” means an appraisal of an individual’s professional
performance in relation to his or her job description and professional
standards and based on, when applicable, the individual’s evaluation
rybric.

“Ryaluation rubric” means a set of critetia, measures, and processes used
to evaluate all teachers in a specific school district or local education
agency. Evaluation rubtics consist of measures of professional practice,
based on educator practice instrument, and student outcomes. Each Board
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of Education will have an evaluation yubric specifically for teachers,
another specifically for Principals, Vice Principals, and Assistant
Principals, and evaluation rubrics for other categories of teaching staff
members.

“Indicators of student progress and growth” means the results of
assessment(s) of students as defined in N.J.A.C. 6A:8, Standards and
Assessment.

“Individual professional development plan” is as defined in N.JS.A.
18A:6-119.

“Job description” means a writlen specification of the function of a
position, duties and responsibilities, the extent and limits of authority, and
work relationships within and outside the school and school district.

«Observation” means a method of collecting data on the performance of a
teacher's assigned duties and responsibilities. An observation for the
purpose of evaluation will be included in the determination of the annual
summative evaluation rating and shall be conducted by an individual
employed in the school district in a supervisory role and capacity and
possessing a school administrator, Principal, or supervisor endorsement as
defined in NLJLA.C. 6A:9-2.1.

“post-observation conference” means a meeting, either in-person or
remotely, between the supervisor who conducted the observation and the
teacher for the purpose of evaluation fo discuss the data collected in the
observation.

“Seoring guide” means a set of rules or criteria used to evaluate a
performance, product, ot project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Teacher Educator
practice instruments include a scoring guide that an evaluator uses to
structure his or her assessments and ratings of professional practice.

«Qemester” means half of the school year.
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“Signed” means the name of one physically written by oneself or an
electronic code, sound, symbol, or process attached to or logically
associated with a record and executed or adopted by a person with the
intent to sign the record.

“Student growth objective” means an academic goal that teachers and
designated supervisors set for groups of students.

“Student growth percentile” means a specific metric for measuring
individual student progress on Statewide assessments by tracking how
much a student’s test scores have changed relative to other students
Statewide with similar scores in previous years.

“Superintendent” means Superintendent of Schools or Chief School
Administrator.

“Supervisor” means an appropriately certified teaching staff member, as
defined in N.J.S.A. 18A:1-1, or Superintendent employed in the school
district in a supervisory role and capacity, and possessing a school
administrator, Principal, or supervisor endorsement as defined in N.J.A.C.
6A:9B-12.

“Teacher” means a teaching staff member who holds the appropriate
standard, provisional, or emergency instructional certificate issued by the
Board of Examiners and is assigned a class roster of students for at least
one particular course.
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“Uinannounced observation” means an observation in which the person
conducting an observation for the purpose of evaluation will not notify the
teacher of the date or time the observation will be conducted.
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Applicability of Rules on Collective Bargaining Agreements — N.J AC,
6A:10-1.3

2 &

by-a-seheol-distriet-ia-etiec 5 . No
collective bargaining agreement entered into after July 1, 2013, shall
conflict with the educator evaluation system gstablished pursuant to
N.J.A.C. 6A:10-1.1 et seq. or amny other specific statute or regulation, nor
shall topics subject to bargaining involve matters of educational policy or

managerial prerogatives.
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Educator Evaluation Data, Information, and Annual Performance Reports
~N.JA.C. 6A:10-1.4

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees of the
Board of Education for the purposes of conducting the educator evaluation
process pursuant to N.J A.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Such information shall not be
subject to public inspection ot copying pursuant to the Open Public
Records Act, N.J.S.A. 47:1A-1 et seq. Nothing contained in N.J.A.C.
6A:10-1.1 et seq. shall be construed to prohibit the Department or & school
district from, at its discretion, collecting evaluation data pursuant to
NISA. 18A:6-123.e or distributing aggregate statistics regarding
evaluation data.

Evaluation of Teachers - N.J.A.C. 6A:10-2.1
1. The Board of Education shall annually shell adopt evaluation

rubrics for teachers. The evaluation rubrics shall have four defined
annual ratings:  ineffective, partially effective, effective, and

highly effective.

2. The evaluation rubrics for teachers shall include all other relevant
minimum standards set forth in N.J.S.A. 18A:6-123 (P.L. 2012,
c. 26, 8 17c).

3. Fvaluation rubrics shall be cubmitted to the Commissioner by

August June-1 for approval by August 15 1 of each year.
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E. Duties of the Board of Education — N.JLA.C. 6A:10-2.2

1. The Board of Education shall meet the following requirements for
the annual evaluation of teachers, unless otherwise specified:

a. Establish a District Evaluation Advisory Committee to
oversee and guide the planning and implementation of the
Board of Education's evaluation policies and procedures as
set forth in N.J.A.C. 6A:10-2 et seq.;

b. Annually adopt policies and procedures developed by the
Superintendent pursuant to N.JA.C. 6A:10-2.4, including
the evaluation rubrics approved by the Commissioner
pursuant to N.J.A.C. 6A:10-2.1(c):

(1)  The Superintendent shall develop policies and
procedures that, at a minimum, ensure student
petformance data on the Statewide assessment is,
upon receipt, promptly distributed or otherwise
made available to teachers ingstaff-members who
were primarily responsible for instructing  the
applicable students in the school year in which the
assessment was taken, as well as to teachers ing
staff _members who are or will be primarily
responsible for instructing the applicable students in
the subsequent school year.

c. Ensure the Supetintendent annually notifies all teachers of
the adopted evaluation policies and procedures no later than
October 1. If a teacher is hired after October 1, the
Board/Superintendent shall notify the teacher of the
policies and procedures at the beginning of his or her
employment. All teachers shall be notified of amendments
to the policy and procedures within ten teacher working
days of adoption;
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d. Annually adopt by June 1, any Commissioner-approved
educator teacher practice instruments and, as part of the
process described at N.J A.C. 6A:10-2.1(c), notify the
Department which instruments will be used as part of the
school district’s evaluation rubrics;

e. Ensure the Principal of each school within the school
disttict has established a School Improvement Panel
pursuant to N.JA.C. 6A:10-3.1. The panel shall be
established annually by August 31 and shall carry out the
duties and functions described in N.J.A.C. 6A:10-3.2,

f. Ensure data elements ate collected and stored in an
accessible and usable format. Data elements shall include,
but not be limited to, scores or evidence from observations
for the purpose of evaluation and student growth objective
data; and

g. Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of a teacher for the purpose of evaluation as described in
N.IA.C. 6A:10-44; NJAC, 6A:10-5.4; and N.JA.C.
6A:10-6.2, shall meet the statutory observation
requirements of N.IS.A. 18A:6-119; 18A:6-123.6(8); and
N.J.S.A. 18A:27-3.1 and the teacher member of the School
Improvement Panel requirements of N.J.A.C. 6A:10-3.2.

The Board of Education shall ensure the following training
procedures are followed when implementing the evaluation rubric
for all teachers and, when applicable, applying the Commissioner-
approved educator practice instrument:

a. Annually provide training on and descriptions of each
component of the evaluation rabric for all teachers who are
being evaluated in the school district and provide more
thorough training for any teacher who is being evaluated
for the first time.  Training shall include detailed
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descriptions of all evaluation rubric components including,
when applicable, detailed  descriptions of  student
achievement measures and all aspects of the educator
practice instrument;

b. Annually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and more thorough training for any supervisor who
will evaluate teachers for the first time. Training shall be
provided on each component of the evaluated teacher's
evaluation rubric before the evaluation of a teacher;

c. Annually require each supervisor who will conduct
observations for the purpose of evajuation of a teacher to
complete at least two co-observations during the school
year.

(O Co-observers shall use the co-observation to
promote accuracy and consistency in scoring.

(2) A co-observation may count as One required
observation for the purpose of evaluation pursuant
to N.JLA.C. 6A:10-4.4, as long as the observer
meets the requirements sect forth in N.JLA.C.
6A:10-4.3 and 4.4, but the co-observation shall not
count as two or more required observations. If a co-
observation counts as one required observation, the
score shall be determined by the teacher’s
designated supervisor.

d. The Superintendent shall apnually certify to the
Department that all supervisors of teachers in the school
district who are utilizing evaluation tubrics have completed
training on and demonstrated competency in applying the
evaluation rubrics.
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F. District Evaluation Advisory Committee — N.J.A.C. 6A:10-2.3

1.

Members of the District Evaluation Advisory Committee shall
include representation from the following groups: teachers from
cach school level represented in the school district; central office
administrators overseeing  the teacher evaluation process;
supervisors involved in teacher evaluation, when available or
appropriate; and administrators conducting evaluations, including a
minimum of one administrator conducting evaluations who
participates on a School Improvement Panel. Members also shall
include the Superintendent, a special education administrator, a
parent, and a member of the Board of Education.

The Superintendent may extend membership on the District
Evaluation Advisory Committee to representatives of other groups
and to individuals.

A Begmﬂmg-m——’,}@%-}@w;—'fhe District Evaluation Advisory
Committees is not shall-no-longer-be required and the Board of

Education shall have the discretion to establish a continue—the
District Evaluation Advisory Committee.

G. Evaluation Procedures for Teachers — N.JLA.C. 6A:1 0-2.4

1.

The provisions outlined in Policy and Regulation 3221 and
N.JIA.C. 6A:10-2.4 shall be the minimum requirements for the
evaluation of teachers.

Evaluation policies and procedures requiring the annual evaluation
of all teachers shall be developed under the direction of the
Superintendent, who may consult with the District Evaluation
Advisory Committee or representatives from School Improvement
Panels, and shall include, but not be limited to, a description of:

a. Roles and responsibilities for implementation of evaluation
policies and procedures;
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b. Job descriptions, evaluation rubrics for teachers, the
process for calculating the summative ratings and each
component, and the cvaluation regulations set forth in
N.J.A.C. 6A:10 et seq;

C. Methods of data collection and reporting appropriate to
each job description, including, but not limited to, the
process for student atribution to teachers, Principals,
Assistant Principals, and Vice Principals for calculating the
median and school-wide student growth percentile;

d. Processes for observations for the purpose of evaluation
and post-observation conference(s) by a supervisor;

e. Process for developing and scoring student growth
objectives;
f. The process for preparation of individual professional

development plans; and

g. The process for preparation of an annual performance
report by the teacher’s designated supervisor and an annual
summary conference between the teacher and his or her
designated supervisor.

The annual summary conference between designated supervisors
and teachers shall be held before the annual performance report is
filed. The conference shall occur on or before June 30 of each
school year and shall include, but not be limited to, a review of the
following:

a. The performance of the teacher based upon the job
description and the scores or evidence compiled using the
teacher’s evaluation rubric, including, when applicable:

(1)  The educator’s teacher’s practice instrument; and
(2)  Available indicators or student achievement

measures such as student growth objective scores
and student growth percentile scores.
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b. The progtess of the teacher toward meeting the goals of the
individual professional development plan or, when
applicable, the corrective action plan; and

c. The preliminary annual performance report.

4. If any scores for the teacher’s evaluation rubric are not available at
the time of the annual summary conference due to pending
assessment results, the annual summative evaluation rating shall be
calculated once all component ratings are available.

5. The annual performance report shall be prepared by the teacher’s
designated supervisor and shall include, but not be limited to:

a. A summative rating based on the evaluation rubric,
including, when applicable, a total score for each
component as described in N.J A.C. 6A:10-4;

b. Performance area(s) of strength and area(s) needing
improvement based upon the job description and
components of the teacher’s evaluation rubric; and

c. The teacher’s individual professional development plan or
corrective action plan from the gvaluation year being
reviewed in the report.

6. The teacher and the designated supervisor shall sign the report
within five teacher working days of the review.

7. The Board of Education shall include all performance reports and
supporting data, including, but not limited to, written observation
reports and additional components of the summative evaluation
rating as part of the teachet’s personnel file, or in an alternative,
confidential location. If reports and data are stored in an
alternative location, the personnel file shall clearly indicate the
report’s location and how it can be easily accessed. The yecords
shall be confidential and shall not be subject to public inspection or
copying pursuant to the Open Public Records Act, N.J.S.A.
47:1A-1 et seq.
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H. Corrective Action Plans for Teachers — N.J.A.C. 6A:10-2.5

1.

For each teacher rated ineffective or partially effective on the
annual summative evaluation, as measured by the evaluation
rubrics, a corrective action plan shall be developed by the teacher
and the teacher’s designated supervisor. If the teacher does not
agree with the corrective action plan’s content, the designated
supervisor shall make a final determination.

The corrective action plan shall be developed and the teacher and
his or her designated supervisor shall meet to discuss the corrective
action plan by October 31 of the school year following the year of
evaluation except:

a. If the ineffective or partially effective summative
evaluation rating is received after October 1 of the school
year following the year of evaluation, a cortective action
plan shall be developed, and the teacher and his or her
designated supetvisor shall meet to discuss the corrective
action plan within twenty-five teacher working days
following the school district’s receipt of the teacher’s

summative rating.
The content of the corrective action plan shall replace the content
of the individual professional development plan required pursuant
to NLLA.C. 6A:9C-4.3(a) and 4.4(a) and shall:

a. Address areas in need of improvement identified in the
teacher evaluation rubric;

b. Include specific, demonstrable goals for improvement;

c. Include responsibilities of the evaluated employee and the
school district for the plan’s implementation; and

d. Include timelines for meeting the goal(s).
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4. The teacher’s designated supervisor and the teacher on a corrective
action plan shall discuss the teacher’s progress toward the goals
outlined in the corrective action plan during each required post-
observation conference, pursuant to N.JS.A. 18A:27-3.1 or
N.IA.C. 6A:10-4.4. The teacher and his or her designated
supervisor may update the goals outlined in the corrective action
plan to reflect any change(s) in the teacher’s progress, position, or

role.

5. Progress toward the teacher’s goals outlined in the corrective
action plan:

a. Shail be documented in the teacher’s personnel file and
reviewed at the annual summary conference and the mid-
year evaluation. Both the teacher on a corrective action
plan and his or her designated supervisor may collect data
and evidence to demonstrate the teacher’s progress toward
his or her corrective action plan goals; and

b. May be used as evidence in the teacher’s next annual
summative evaluation, however, such progress shall not
guarantee an effective rating on the next summative
evaluation.

6. Responsibilities of the evaluated teacher on a corrective action

plan shall not be exclusionary of other plans for improvement
determined to be necessary by the teacher’s designated supervisor.

7. The School Improvement Panel shall ensure tecachers with a
corrective action plan receive a mid-yeat evaluation as required by
N.IS.A. 18A:6-120.c. The mid-year evaluation shall occur
approximately midway between the development of the corrective
action plan and the expected receipt of the next annual summative
rating. The mid-yeat evaluation shall include, at a minimum, a
conference to discuss progress toward the teacher’s goals outlined
in the corrective action plan. The mid-year evaluation conference
may be combined with a post-observation copference.
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The School Improvement Panel shall ensure teachers with a
corrective action plan receive one observation, including a post-
observation conference, in addition to the observations required in
NIA.C. 6A:10-4.4 for the purpose of evaluation as described in
N.J.A.C. 6A:10-1.2 and 4.4(a).

Except where a school district employs only one administrator
whose position requires a supervisor, principal, or school
administrator endorsement, tenured teachers with a corrective
action plan shall be observed by multiple observers for the purpose
of evaluation as described in N.J.A.C. 6A:10-4.4(c)4.

The corrective action plan shall remain in effect until the teacher
receives his or her next summative evaluation rating.

There shall be no minimum number of teacher working days a
teacher’s corrective action plan can be in place.

I School Improvement Panel —-N.JLA.C. 6A.:10-3 et seq.

1.

School Improvement Panel Membership - N.J.A.C. 6A:10-3.1

a. The School Improvement Panel shall include the Principal,
a Vice Principal, and a teacher who is chosen in accordance
with b. below by the Principal in consultation with the
majority representative. If an Assistant Principal or Vice
Principal is not available to serve on the panel, the
Principal shall appoint an additional member who Is
employed in the district in a supervisory role and capacity,
in accordance with N.J.S.A. 18A:6-120.a. The Principal
may appoint additional members to the School
Improvement Panel as long as all members meet the criteria
outlined in this section and N.J.S.A. 18A:6-120.a. and the
teacher(s) on the panel represents at least one-third of its
total membership.

b. The Principal annually shall choose the teacher(s) on the
School Improvement Panel through the following process:
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The teacher member shall be a person with a
demonstrated record of success in the clagsroom. A
demonstrated record of success in the classroom
means the teacher member shall have been rated
offective or highly effective in the most recent
available annual summative rating.

The majority tepresentative, in accordance with a.
above, may submit to the Principal, teacher member
nominees for consideration.

The Principal shall have final decision-making
authority and 1s mnot bound by the majority
representative’s list of nominees.

C. The teacher member shall serve a full school year, except
in case of illness or authorized leave, but may not be

appo

inted more than three consecutive school years.

d. All members of the School Improvement Panel shall be
chosen by August 31 of each year,

2, School Improvement Panel Responsibilities ~ N.J ALC.6A:10-3.2

a. The School Improvement Panel shall:

)

@)

€)

Oversee the mentoring of teachers according to
NJAC., 6A:9C-53(a)2. and support  the
implementation of the school district mentoring
plan;

Conduct evaluations of teachers pursuant to
N.JA.C. 6A:10-2.4 and 4.4;

Ensure corrective action plans for teachers are
created in accordance to NIAC. 6A:10-2.5; and
ensure mid-year evaluations are conducted for
teachers who are on a corrective action plan; and
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(4)  Identify professional development opportunities for
all teachers based on the review of aggregate
school-level data, including, but not limited to,
teacher evaluation and student performance data to
support school-level professional ~development
plans described in N.JA.C. 6A:9C-4.2.

b. To conduct observations for the purpose of evaluation, the
teacher member shall have:

(1) Agreement of the majority representative;
(2)  Anappropriate supervisory certificate; and

(3) Approval of the Principal who supervises the
teacher being observed.

c. The teacher member who participates in the evaluation
process shall not serve concurrently as a mentor under
N.J.A.C. 6A:9C-5.2(a)3.

J. Components of Teacher Evaluation Rubric — N.JLA.C. 6A:10-4.1

1. The components of the teacher evaluation rubric described in
NJA.C. 6A:10-4.1 et seq. shall apply to teachers holding the
position of teacher and holding a valid and effective standard,
provisional, or emergency instructional certificate.

2. Evaluation tubrics for all teachers shall include the requirements
described in N.J.S.A. 18A:6-123, including, but not limited to:

a. Measures of student achievement putsuant io N.JAC
6A:10-4.2; and
b. Measures of teacher practice pursuant to NJ ALC.

6A:10-4.3 and 4.4.
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3. To earn a summative rating, a teacher shall have a student
achievement score, including median student growth percentile
and/or student growth objectives(s) scores, and a teacher practice
score pursuant to N.JLA.C. 6A:10-4.4.

4. Each score shall be converted to a percentage weight so all
components make up 100 percent of the evaluation rubric. By
August 31 prior to the school year in which the evaluation rubric
applies, the Department shall provide on its website the required
percentage weight of each component and the required summative
rating scale. All components shall be worth the following
percentage weights or fall within the following ranges:

a. If, according to N.J.A.C. 6A:10-4.2(b), a teacher receives a
median student growth percentile, the student achievement
component shall be at least thirty percent and no more than
fifty percent of a teacher’s evaluation rubric rating as
determined by the Department.

b. If, according to N.J.A.C. 6A:10-4.2(b), a teacher does not
ceceive a median student growth percentile, the student
achievement component shall be at least fifteen percent and
no more than fifty percent of a teacher’s evaluation rubric
rating as determined by the Department.

C. Measures of teacher practice described in N.JAC.
6A:10-4.3 and 4.4 shall be at least fifty percent and no
more than eighty-five percent of a teacher’s evaluation
rubric rating as determined by the Department.

5. Standardized tests, used as a measure of student progress, shall nol
be the predominant factor in determining a teacher’s annual
summative rafing.

K. Student Achievement Components — N.J.A.C. 6A:10-4.2

1. Measures of student achievement shall be used to determine
impact on student Jearning. The student achievement measure
shall include the following components:
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a. [f the teacher meets the requirements of 2. below, the
median student growth percentile of all students assigned to
a teacher, which shall be calculated as set forth in 4. below,
and

b. Student growth objective(s), which shall be specific and
measurable, based on available student learning data,
aligned to the New Jersey Student Learning Standards
(NJSLS), and based on growth and/or achievement.

(D For teachers who teach subjects or grades not
covered by the NJSLS, student growth objective(s)
shall align to standards adopted or endorsed, as
applicable, by the State Board.

2. The median student growth percentile shall be included in the
annual summative rating of a teacher who:

a. Teaches at least one course or group within a course that
falls within a standardized-tested grade or subject. The
Department shall maintain on its website a course listing of
all standardized-tested grades and subjects for which
student growth percentile can be calculated pursuant to 4.
below;

b. Teaches the course or group within the coutse for at least
sixty percent of the time from the beginning of the course
to the day of the standardized assessment; and

c. Has at least twenty individual student growth percentile
scores attributed to his or her name during the school year
of the evaluation. If a teacher does not have at least twenty
individual student growth percentile scores in a given
school year, the student growth percentile scores attributed
io a teacher during the two school years prior to the
evaluation year may be used in addition to the student
growth percentile scotes attributed to the teacher during the
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school year of the evaluation. Only student growth
percentile scores from school year 2013-2014 or any school
year after shall be used to determine median student growth
percentiles.

3. The Department shall periodically collect data for all teachers that
include, but are not limited to, student achievement and teacher
practice scores.

4. The Department shall caloulate the median student growth
percentile for teachers using students assigned to the teacher by the
school district. For teachers who have a student growth percentile
score:

a. The Board of Bducation shall submit to the Department
final ratings for all components, other than the student
growth percentile, for the annual summative rating; and

b. The Department then shall repot to the employing district

Board of Education the annual summative rating, including

the median student growth percentile for each teacher who
receives a median student growth percentile.

5. Student growth objectives for teachers shall be developed and
measured according to the following procedures:

a. The Superintendent shall determine the number of required
student growth objectives for teachers, including teachers
with a student growth percentile. A teacher with a student
growth percentile shall have at least one and not more than
four student growth objectives. A teacher without a student
growth percentile shall have at least two and a maximum of
four student growth objectives. By August 31 prior to the
school year the evaluation rubric applies, the Department
shall provide on its website the minimum and maximum
number of required student growth objectives within this
range.
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A teacher with a student growth percentile shall not use the
standardized assessment used in determining the student
growth percentile to measure progress toward a student
growth objective.

Each teacher shall develop, in consultation with bis or her
supervisor or a Principal’s designee, each student growth
objective. If the teacher does not agree with the student
growth objectives, the Principal shall make the final
determination.

Student growth objectives and the criteria for assessing
teacher performance based on the objectives shall be
determined, recorded, and retained by the teacher and his or
her supervisor by October 31 of each school year, or within
twenty-five teacher working days of the teacher’s start date
if the teacher begins work after October 1.

Adjustments to student growth objectives may be made by
the teacher in consultation with his or her supervisor only
when approved by the Superintendent or designee.
Adjustments shall be recorded in the teacher’s personnel
file on or before February 15.

(1) Ifthe Student Growth Objective (SGO) covers only
the second semester of the school year, or if the
teacher begins work after October i, adjustments
shall be recorded before the mid-point of the second
semester.

The teacher’s designated supervisor shall approve each
teacher’s student growth objective score. The teacher’s
student growth objective score, if available, shall be
discussed at the teacher’s annual summary conference and
recorded in the teacher’s personnel file.
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L. Teacher Practice Components — N.J.A.C. 6A:10-4.3

1.

The teacher practice component rating shall be based on the
measurement of the teacher’s performance according to the school
district’s Commissioner-approved teacher practice instrument.
Observations pursuant to N.JA.C. 6A:10-4.4 shall be used as one
form of evidence for the measurement.

M. Teacher Observations — N.J A.C.6A:10-44

1,

For the purpose of teacher evaluation, observers shall conduct the
observations pursuant to N.J.S.A. 18A:6-123.b.(8) and N.J.A.C.
6A:10-2.5 and 3.2, and they shall be trained pursuant to N.J ALC.
6A:10-2.2(Db).

Observation conferences shall include the following procedures:

a. A supetvisor who is present at the observation shall
conduct a post-observation conference with the teacher
being observed. A post-observation conference shall occur
no more than fifteen teacher working days following cach
observation.

b. The post-observation conference shall be for the purpose of
reviewing the data collected at the observation, connecting
the data to the teacher practice instrument and the teachet's
individual professional development plan, collecting
additional information needed for the evaluation of the
teacher, and offering areas 1o improve effectiveness.
Within a school year, the post observation conference shall
be held prior to the occurrence of further observations for
the purpose of evaluation.

c. If agreed to by the teacher, one required post-observation
conference and any pre-observation conference(s) for
observations of tenured teachers who are not on 2
corrective action plan may be conducted by wia written
communication, including electronic.
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d. One post-observation conference may be combined with a
teacher's annual summary conference, as long as it occurs
within the required fifteen teacher working days following
the observation for the purpose of evaluation.

e. A pre-observation conference, when required, shall occur
at least one but not more than seven teacher working days
prior to the observation.

3. Fach teacher shall be observed as described in N.JA.C, 6A:10-4.4.
For all teachers, at least one of the required observations shall be
announced and preceded by a pre-observation conference, and at
least one of the required observations shall be unannounced. The
Superintendent ~ shall decide whether additional required
observations are announced oOf unannounced, if applicable. The
following additional requirements shall apply:

a. Each observation required for the purpose of evaluation
shall be conducted for at least twenty minutes.

b. Nontenured teachers shall be observed at least three times
each school year, but not less than once each semester. The
observations shall be conducted in accordance with the
timeframe set forth in N.J.S.A. 18A:27-3.1.

(1)  Except where a school district employs only one
administrator whose position requires a supervisor,
principal, or school administrator endorsement,
nontenured teachers shall be observed during the
course of the year by more than one appropriately
certified supervisor.

C. Tenured teachers shall be observed at least two times
during each school year. Observations for all tenured
teachers shall occur prior 1o the annual summary
conference, which shall occur prior to the end of the
academic school year.
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(1)  If a tenured teacher was rated highly effective on
his or her most recent summative evaluation and if
both the teacher and the teachet's designated
supervisor agree to use this option, one of the two
required observations may be an observation of a
Commissioner-approved  activity other than a
classroom lesson.  The Department of Education
shall post apnually to its website a list of
Commissioner-approved  activities that may be
observed in accordance with N.J.A.C. 6A:10-4.4.

d. Teachers on a corrective action plan shall receive, in
accordance with N.JA.C. 6A:10-2.5(h), one additional
observation, including a post-observation conference.

e. Upon receiving a final summative evaluation that
necessitates a corrective action plan, in accordance with
NJAC. 6A:10-2.5(a), any remaining  required
observation(s) shall not be conducted until the corrective
action plan has been finalized.

f. A written or electronic observation report shall be signed
by the supervisor who conducted the observation and post-
observation and the teacher who was observed.

g. The teachet shall submit his or her written objection(s) of
the evaluation within ten teacher working days following
the conference. The objection(s) shall be attached to each
party’s copy of the annual performance report.

4. To earn a teacher practice score, a nontenured teacher shall receive
at least three observations.

a. If a nontenured teacher is present for less than forty percent
of the total student school days in a school year, he or she
shall receive at least two observations to carn a teacher
practice score.
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N. Teacher Practice Instrument — N.IJA.C.6A:10-72

1. The teacher practice instrument approved by the Department shall
meet the following criteria:

a. Include domains of professional practice that align to the
New Jersey Professional Standards for Teachers pursuant
to N.JA.C. 6A:9-3;

b. Include scoring guides for assessing teacher practice that
differentiate among a minimum of four levels of

performance, and the differentiation has been shown in
practice and/or research studies. Each scoring guide shall:

(1) Clearly define the expectations for each rating
category;

(2) Provide a conversion to four rating categories;

(3) Be applicable to all grades and subjects; or to
specific grades and/or subjects if designed explicitly
for the grades and/or subjects; and

(4) Use clear and precise language that facilitates
common understanding among teachers and
administrators.

C. Rely on, to the extent possible, specific, discrete,
observable, and/or measurable behaviors of students and
teachers in the classroom with direct evidence of student
engagement and learning; and

d. Include  descriptions  of specific  training and
implementation details required for the instrument to be
effective.

Issued: 18 May 2006
Revised: 15 October 2015
Revised: 15 June 2017
Revised:
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3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING

TEACHERS AND ADMINISTRATORS
The Board of Education recognizes the importance of teaching staff member
effectiveness to further the development of a professional corps of educators and
to increase student achievement. The Board of Education adopts Policy and
Regulation 3222 for the evaluation of teaching staff members consistent with the
Teacher Effectiveness and Accountability for the Children of New Jersey Act
(TEACHNJ) and the AchieveNJ administrative codes. This Policy and
Regulation provides the provisions and requirements for teaching staff member
evaluations consistent with TEACHNJ and AchieveNJ.

For the purposes of Policy and Regulation 3222, “teaching staff member”
includes, but is not limited to, educational services staff members, guidance
counselors, school nurses, library/media specialists, occupational therapists, and
other teaching staff members working under an educational services certificate.
For the purposes of Policy and Regulation 3222, “teaching staff member” does
not include teachers, Principals, Vice Principals, Assistant Principals, and
administrators, including, but not limited to, directors and/or SUPErvisors.

EL 5 o collective bargaining agreement
entered into after July 1, 2013, shall conflict with the educator evaluation system
established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other specific statute or
regulation, nor shall topics subject to bargaining invelve matters of educational
policy or managerial prerogatives. All information contained in annual
petformance reports and all information collected, compiled, and/or maintained
by employees for the purpose of conducting the educator evaluation process
pursuant to N.JA.C. 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subject to public inspection of
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.

The Board shall annually adopt evaluation rubrics for all teaching staff members
which shall be submitted to the Commissioner of Education by August June 1
for approval by August 15 + of each year. The evaluation rubrics shall have four




POLICY BOARD OF EDUCATION

TEACHING STAFF MEMBERS

3222/page 2 of 2

Evaluation of Teaching Staff Members, Excluding
Teachers and Administrators

defined annual ratings: ineffective, partially effective, effective, and highly
offective. The Board shall meet the requirements as outlined in N.J.A.C, 6A:10-
2.2(a) for the annual evaluation of teaching staff members and shall ensure the
training procedures as outlined in N.J.A.C. 6A:10-2.2(b) are followed when
implementing the evaluation rubtics for all teaching staff members. A District
Evaluation Advisory Committee may shalt be established in accordance with the
requirements of N.J.A.C. 6A:10-2.3.

The minimum requirements for the evaluation procedures for teaching staff
members as outlined in N.JLA.C. 6A:10-2.4 shall be followed. For each teaching
staff member rated ineffective or partially effective on the annual summative
evaluation rating, as measured by the evaluation rubrics, a corrective action plan
shall be developed in accordance with the provisions of N.J.A.C. 6A:10-2.5.

Observations and evaluations for nontenured teaching staff members shall be in
accordance with the provisions of N.I.S.A. 18A:27-3.1 and N.J.A.C. 6A:10-6.2.
Evaluations for nontenured teaching staff members shall take place before
April 30 each year prior to the May 15 notice requirement date for continued
employment., Evaluations for tenured teaching staff members shall be completed
prior to June 30.

The Superintendent shall annually notify all teaching staff members of the
adopted evaluation policies and procedures/regulations no later than October 1. If
a teaching staff member is hired after October 1, the Superintendent shall notify
the teaching staff member of the policies and procedures/regulations at the
beginning of his or her employment. All teaching staff members shall be notified
of amendments to the policy and procedures/regulations within ten teaching staff
member working days of adoption.

N.JS.A, 18A:6-117 et seq.; N.ILS.A. 18A:27-3.1
N.IA.C. 6A:10-1.1 through 1.4; 6A:10-2.] through 2.5; 6A:10-6.2

Adopted: 22 August 2004
Revised: 6 November 2007
Revised: 15 October 2015
Revised: 15 June 2017
Revised:
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R 3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING

A.

TEACHERS AND ADMINISTRATORS

Definitions — N.J.A.C. 6A:10-1.2

The following words and terms shall have the following meanings when
used in Policy and Regulation 3222 unless the context clearly indicates
otherwise:

“Annual performance report” means a written appraisal of the teaching
staff member's performance prepared by the teaching staff member’s
designated supervisor based on the evaluation rubric for his or her
position.

“Annual summative evaluation rating” means an annual evaluation rating
that is based on appraisals of educator practice and student performance, if
applicable, and includes all measures captured in a teaching staff
member’s evaluation rubric. The four summative performance categories

are ineffective, partially effective, effective, and highly effective.

“Chief School Administrator” means the Superintendent of Schools or the
Administrative Principal if there is no Superintendent.

“Commissioner” means Commissioner of the New Jersey Department of
Education.

“Corrective  Action Plan” means a written plan developed by the
designated supervisor in collaboration with the teaching staff member to
address deficiencies as outlined in an cvaluation. The corrective action
plan shall include timelines for corrective action, responsibilities of the
individual teaching staff member and the school district for implementing
the plan, and specific support that the district shall provide as defined in
N.IS.A. 18A:6-119.

“Department” means the New Jersey Department of Education.
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“Designated supervisor” means the supervisor designated by the
Superintendent of Schools or designee as the teaching staff member’s
supetvisor.

“District Bvaluation Advisory Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.J.A.C.
6A:10-2.3.

“Educator practice instrument” means an assessment too! that provides:
scales or dimensions that capture competencies of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shown in practice and/or research
studies. The scores from educator practice instruments for teaching staff
members other than teachers, Principals, Vice Principals, and Assistant
Principals may be applied to the teaching staff member’s summative
evaluation rating in a manner determined by the school district.

“Byaluation” means an appraisal of an individual’s professional
performance in relation to his or her job description and professional
standards and based on, when applicable, the individual’s evaluation
rubric.

“Fyalyation rubric” means a set of criteria, measures, and processes used
to evaluate all teaching staff members in a specific school district or local
education agency. Evaluation rubtics consist of measures of professional
practice, based on educator practice instruments and student outcomes.
Fiach Board of Education will have an evaluation rubric specifically for
teachers, another specifically for Principals, Vice Principals, and Assistant
Principals, and evaluation rubrics for other categories of teaching staff

members.

“Tndicators of student progress and growth” means the results of
assessment(s) of students as defined in N.J.A.C. 6A:8, Standards and
Assessment.

“Indjvidual professional development plan” is as defined in N.J.S.A.
18A:6-119.
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“Job description” means a written specification of the function of a
position, duties and responsibilities, the extent and limits of authority, and
work relationships within and outside the school and school district,

“O)pgervation” means a method of collecting data on the performance of a
teaching staff member's assigned duties and responsibilities,  An
observation for the purpose of evaluation will be included in the
determination of the annual summative evaluation rating and shall be
conducted by an individual employed in the school district in a
supervisory role and capacity and possessing 2 school administrator,
Principal, or supervisor endorsement as defined in N.J.A.C. 6A:9-2.1.

«post-observation conference” means a meeting, either in-person Or
remotely, between the supervisor who conducted the observation and the
teaching staff member for the purpose of evaluation to discuss the data
collected in the observation.

“Qeoring guide” means a set of rules or criteria used to evaluate a
performance, product, or project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Bducator practice
instruments include a scoring guide that an evaluator uses o structure his
ot her assessments and ratings of professional practice.

“Qemester” means half of the school year.

“Qigned” means the name of one physically written by oneself or an
clectronic code, sound, symbol, or process attached to or logically
associated with a record and executed or adopted by a person with the
intent to sign the record.

«Giudent growth objective” means an academic goal that teaching stafl
members and designated supervisors set for groups of students.

“Superintendent” means Superintendent of Qchools or Chief School
Administrator.
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“Supervisor” means an appropriately certified teaching staff member, as
defined in N.J.S.A. 18A:1-1, or Superiniendent employed in the school
district in a supervisory role and capacity, and possessing a school
administrator, Principal, or supervisor endorsement as defined in N.J.A.C.
6A:9B-12.

“Teaching staff member” for the purposes of Policy 3222 and this
Regulation, includes, but is not limited to, educational services staff
members, guidance counselors, school nurses, library/media specialists,
occupational therapists, and other teaching staff members working under
an educational services certificate and does not include teachers,
Principals, Vice Principals, Assistant Principals, and administrators,
including, but not limited to, Directors and/or Supervisors.

B. Applicability of Rules on Collective Bargaining Agrecments — N.J.A.C,
6A:10-1.3

contracts-entered-into-by-a-seh :
collective bargaining agreement entered into after July 1, 2013, shall
conflict with the educator evaluation system established pursuant to
N.IA.C. 6A:10-1.1 et seq. or any other specific statuie or regulation, nor
shall topics subject to bargaining involve matters of educational policy or

managerial prerogatives.

i _affoct on 1
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C. Educator Evaluation Data, Information, and Annual Performance Reports
~N.JA.C. 6A:10-1.4

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees of the
Board of Education for the purposes of conducting the educator evaluation
process putsuant to N.JLA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Such information shall not be
subject to public inspection ot copying pursuant to the Open Public
Records Act, N.I.S.A. 47:1A-1 et seq. Nothing contained in N.J.A.C.
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6A:10-1.1 et seq. shall be construed to prohibit the Department or & school
district from, at its discretion, collecting evaluation data pursuant to
N.IS.A. 18A:6-123.e. or distributing aggregate statistics regarding
evaluation data.

D. Evaluation of Teaching Staff Members — N.J.A.C. 6A:10-2.1

I. The Board of Education shall annually shall adopt evaluation
cubtics for all teaching staff members. The evaluation rubrics shall
have four defined annual ratings: ineffective, partially effective,
effective, and highly effective.

2. Evaluation rubrics shall be submitted to the Commissioner by
August June-1 for approval by August 15 + of each year.

E. Duties of the Board of Fducation — N.JLA.C. 6A:10-2.2

1. The Board of Education shall meet the following requirements for
the annual evaluation of teaching staff members, unless otherwise
specified:

a. Establish a District Evaluation Advisory Committee to
oversee and guide the planning and implementation of the
Board of Education's evaluation policies and procedures as
set forth in N.J.A.C. 6A:10-2 et seq,;

b. Annually adopt policies and procedures developed by the
Superintendent pursuant to N.JIA.C. 6A:10-2.4, including
the evaluation rubrics approved by the Commissioner
pursuant to N.J.A.C. 6A: 10-2.1(c):

(1)  The Superintendent shall develop policies and
procedures that, at a minimum, ecnsure student
performance data on the Statewide assessment is,
upon receipt, promptly distributed or otherwise
made available to staff members who were
primarily responsible for instructing the applicable
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students in the school year in which the assessment
was taken, as well as to staff members who are or
will be primarily responsible for instructing the
applicable students in the subsequent school year.

Ensure the Superintendent annually notifies all teaching
staff members of the adopted evaluation policies and
procedures no later than October 1. If a teaching staff
member is hired after October 1, the Board/Superintendent
shall notify the teaching staff member of the policies and
procedures at the beginning of his or her employment. All
teaching staff members shall be notified of amendments to
the policy and procedures within ten teaching staff
member working days of adoption;

Annually adopt by June 1, any Commissioner-approved
educator practice instruments and, as pat of the process
described at N.J.A.C. 6A:10-2.1(c), notify the Department
which instruments will be used as part of the school
district’s evaluation rubrics;

Ensure the Principal of each school within the school
district has established a School Improvement Panel
pursuant to N.J.A.C. 6A:10-3.1. The panel shall be
established annually by August 31 and shall carry out the
duties and functions described in N.J.A.C. 6A:10-3.2;

Fnsure data elements are collected and stored in an
accessible and usable format. Data elements shall include,
but not be limited to, scores or evidence from observations
for the purpose of evaluation and student growth objective
data; and

Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of a teaching staff member for the purpose of evaluation as
described in N.J.A.C. 6A:10-4.4; NJ.A.C. 6A:10-5.4, and
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N.JA.C. 6A:10-6.2, shall meet the statutory observation
requirements of N.J.S.A. 18A:6-119; 18A:6-123.b.(B); and
N.IS.A. 18A:27-3.1 and the teacher member of the School
Improvement Panel requirements of N.J AC6A:10-32.

2. The Board of Education shall ensure the following training
procedures are followed when implementing the evaluation rubric
for all teaching staff members and, when applicable, applying the
Commissioner-approved educator practice instruments:

a. Annually provide training on and descriptions of each
component of the evaluation rubric for all teaching staff
members who are being evaluated in the school district and
provide more thorough iraining for any teaching staff
member who is being evaluated for the first time. Training
shall include detailed descriptions of all evaluation rubric
components  including, when applicable, detailed
descriptions of student achievement measures and all
aspects of the educator practice instruments;

b. Annually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and more thorough training for any supetrvisor who
will evaluate teaching staff members for the first time.
Training shall be provided on each component of the
evaluated teaching staff member’s evaluation rubric before
the evaluation of a feaching staff member; and

C. The Superintendent shall annually certify to the
Department that all supervisors of teaching staff members
in the school district who are utilizing evaluation rubrics
have completed training on and demonstrated competency
in applying the evaluation rubrics.
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F. District Evaluation Advisory Committee —N.J AC.6A:10-2.3

1.

Members of the District Evaluation Advisory Committee shall
include representation from the following groups: teachers from
cach school level represented in the school district; central office
administrators  overseeing the  teacher evaluation process;
supervisors involved in teacher evaluation, when available or
appropriate; and adminisirators conducting evaluations, including a
minimum of one administrator conducting evaluations who
participates on a School Improvement Panel. Members also shall
include the Supetintendent, a special education administrator, a
parent, and a member of the Board of Education.

The Superintendent may extend membership on the District
Evaluation Advisory Committee to representatives of other groups
and to individuals.

A Be-g}ﬁfﬁﬁg—lﬂ—%@‘]‘g-gg‘l‘gp*—t‘h‘e District Evaluation Advisory
Committees is not shall-ne-longesbe required and the Board of

Fducation shall have the discretion to establish a continue—the
District Evaluation Advisory Comumittee.

G. Evaluation Procedures for Teaching Staff Members — N.JLA.C. 6A:10-2.4

1.

The provisions outlined in Policy and Regulation 3222 and
N.IA.C. 6A:10-2.4 shall be the minimum requirements for the
evaluation of teaching staff members.

Evaluation policies and procedures requiting the annual evaluation
of all teaching staff members shall be developed under the
direction of the Superintendent, who may consult with the District
Evaluation Advisory Committee or representatives from School
Improvement Panels, and shall include, but not be limited to, a
description of:

a Roles and responsibilities for implementation of evaluation
policies and procedures;
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b. Job descriptions, evaluation rubrics for all teaching staff
members, the process for calculating the summative ratings
and each component, and the evaluation regulations set
forth in N.J.A.C. 6A:10 et seq.;

c. Methods of data collection and reporting appropriate to
cach job description, including, but not limited to, the
process for student attribution to teachers, Principals,
Assistant Principals, and Vice Principals for calculating the
median and school-wide student growth percentile;

d. Processes for observations for the purpose of evaluation
and post-observation conference(s) by a supervisor;

e. Process for developing and scoring student growth
objectives;
f. The process for preparation of individual professional

development plans; and

g. The process for preparation of an annual performance
report by the teaching staff member’s designated
supervisor, and an annual summary conference between the
teaching staff member and his or her designated supervisor.

3. The apnual summary conference between the designated
supervisor and the teaching staff member shall be held before the
annual performance report is filed. The conference shall occur on
ot before June 30 of each school year and shall include, but not be
limited to, a review of the following:

a. The performance of the teaching staff member based upon
the job description and the scores or evidence compiled
using the teaching staff member’s evaluation rubric,
including, when applicable:

(1)  The educator’s teaching—staff member’s practice

instrument; and
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(2)  Available indicators or student achievement
measures such as student growth objective scores
and student growth percentile scores.

b. The progress of the teaching staff member toward meeting
the goals of the individual professional development plan
or, when applicable, the corrective action plan; and

c. The preliminary annual performance report.

If any scores for the teaching staff member’s evaluation rubric are
not available at the time of the annual summary conference due to
pending assessment results, the annual summative evaluation
rating shall be calculated once all component ratings arc available.

The annual performance report shall be prepared by the teaching
staff member’s designated supervisor and shall include, but not be
limited to:

a. A summative rating based on the evaluation rubric;

b. Performance area(s) of strength and area(s) needing
improvement based upon the job description and
components of the teaching staff member’s evaluation
rubric; and

c. The teaching staff membet’s individual professional
development plan or cotrective action plan from the
evaluation year being reviewed in the report.

The teaching staff member and the designated supervisor shall sign
the report within five teaching staff member working days of the
review.

The Board of Education shall include all performance teports and
supporting data, including, but not limited to, written observation
reports and additional components of the summative evaluation
rating as part of the teaching staff membet’s personnel file or in an
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alternative, confidential location. If reports and data are stored in
an alternative location, the personnel file shall clearly indicate the
report’s location and how it can be easily accessed. The records
shall be confidential and shall not be subject to public inspection or
copying pursuant to the Open Public Records Act, N.J.S.A,

47:1A-1 et seq.

H. Cotrective Action Plans for Teaching Staff Members — N.JA.C.
6A:10-2.5

1.

For each teaching staff member rated ineffective or partially
offective on the annual summative evaluation, as measured by the
evaluation rubrics, a corrective action plan shall be developed by
the teaching staff member and the teaching staff member’s
designated supervisor. If the teaching staff member does not agree
with the corrective action plan’s content, the designated supervisor
shall make a final determination.

The corrective action plan shall be developed and the teaching staff
member and his or her designated supervisor shall meet to discuss
the cotrective action plan by October 31 of the school year
following the year of evaluation, except:

a. If the ineffective or partially effective summative
evaluation rating is received after October 1 of the school
year following the year of evaluation, a corrective action
plan shall be developed, and the teaching staff member and
his or her designated supervisor shall meet to discuss the
corrective action plan within twenty-five teaching staff
member working days following the school district’s
receipt of the teaching staff member’s summative rating.

The content of the corrective action plan shall replace the content
of the individual professional development plan required pursuant
to N.J.A.C. 6A:9C-4.3(a) and 4.4(a) and shall:

a. Address areas in need of improvement identified in the
teaching staff member evaluation rubric;
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b. Include specific, demonstrable goals for improvement;

c. Include responsibilities of the evaluated employee and the
school district for the plan’s implementation; and

d. Tnclude timelines for meeting the goal(s).

4, The teaching staff member’s designated supervisor and the
teaching staff member on a cotrective action plan shall discuss the
teaching staff member’s progress toward the goals outlined in the
cortective action plan during each required post-observation
conference. The teaching staff member and his or her designated
supervisor may update the goals outlined in the corrective action
plan to reflect any change(s) in the teaching staff member’s
progress, position, or role.

5. Progress toward the teaching staff member’s goals outlined in the
corrective action plan:

a. Shall be documented in the teaching staff member’s
personnel file and reviewed at the anpual summary
conference and the mid-year evaluation. Both the teaching
staff member on a corrective action plan and his or her
designated supervisor may collect data and evidence to
demonstrate the teaching staff member’s progress toward
his or her corrective action plan goals; and

b. May be used as evidence in the teaching staff member’s
next annual summative evaluation, however, such progress
shall not guaranice an effective rating on the next
summative evaluation.

6. Responsibilities of the evaluated teaching staff member on a
corrective action plan shall not be exclusionary of other plans for
improvement determined to be necessary by the teaching staff
member’s designated supervisor.

7. The cortective action plan shall remain in effect until the teaching
staff member receives his or her next summative evaluation rating.
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8. There shall be no minimum number of teaching staff member
working days a teacher’s corrective action plan can be in place.

L Required Observations for Teaching Staff Members Observations—and
Evaluations — N.J.A.C. 6A:10-6.2

1. The Superintendent shall determine the duration of observations
required pursuant to N.JS.A. 18A:27-3.1 for nontenured teaching
staff members, except teachers, Principals, Vice Principals, and
Assistant Principals. Observations include, but are not limited to,
observations of meetings, student instruction, parent conferences,
and case-study analysis of a significant student issue. The
observation shall:

a. Be at least twenty minutes in length;

b. Be followed within fifteen teaching staff member working
days by a conference between the supervisor who made the
observation and the nontenured teaching staff member;

c. Be followed by both parties to such a conference signing
the written or clectronic observation repott and each
retaining a copy of his or her records; and

d. Allow the nontenured teaching staff member to submit his
or her written objection(s) of the evaluation within ten
teaching staff member working days following the
conference. The objection(s) shall be attached to each
party’s copy of the annual performance repot.

2. All tenured teaching staff members shall receive at least one
observation per school year.

3. All nontenured teaching staff members shall receive at least three
observations, as required pursuant to N.J S.A. 18A:27-3.1.
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a. The required observations and evaluations for nontenured
teaching staff members shall take place before April 30
each year. These observations and evaluations may cover
that period between April 30 of one year and April 30 of
the succeeding year except in the case of the first year of
employment where the three observations and evaluations
must have been completed prior to April 30.

b. The number of required observations and evaluations for
nontenured teaching staff members may be reduced
proportionately when an individual teaching staff member's
term of service is less than one academic year.

4. Evaluations for tenured teaching staff shall be completed prior to
June 30.

Issued: 18 May 2006
Revised: 15 October 2015
Revised: 15 June 2017
Revised:
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3293 EVALUATION OF ADMINISTRAT ORS, EXCLUDING PRINCIPALS.
VICE PRINCIPALS, AND ASSISTANT PRINCIPALS

The Board of Education recognizes the importance of administrator effectiveness
to further the development of a professional corps of educators and to increase
student achievement. The Board of Education adopts Policy and Regulation 3223
for the evaluation of administrators consistent with the Teacher Effectiveness and
Accountability for the Children of New Jersey Act (TEACHNI) and the
AchieveNJ administrative codes. This Policy and Regulation provides the
provisions and requirements for administrator evaluations consistent with
TEACHNTJ and AchieveNJ.

For the purposes of Policy and Regulation 3223, “administrator” means an
appropriately certified staff member, as defined in N.J.S.A. 18A-1.1, employed in
the school district in an administrative and/or supervisory role and capacity, and
holding a valid and effective standard, provisional, ot emergency administrative
certificate.  An “administrator” may be a director, supervisor, or amy other
administrative or supervisory position in the district. For the purposes of Policy
and Regulation 3223 and N.JA.C. 6A:10-1.1 et seq., “administrator” is not a
Principal, Vice Principal, or Assistant Principal.
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The Board shall annually adopt evaluation rubrics for all administrators which
shall be submitted to the Commissioner of Education by August June 1 for
approval by August 15 1 of each year. The evaluation rubrics shall have four
defined annual ratings:  ineffective, partially effective, effective, and highly
offective. The Board shall meet the requirements as outlined in N.JLA.C.
6A:10-2.2(a) for the annual evaluation of administrators and shall ensure the
training procedures as outlined i1 NJA.C. 6A:10-2.2(b) are followed when
implementing the evaluation rubtics for ail administrators. A District Evaluation
Advisory Committee may shall be established in accordance with the
requirements of N.J.A.C. 6A:10-2.3.

The minimum requirements for the evaluation procedures for administrators as
outlined in N.J.A.C. 6A:10-2.4 shall be followed. For each administrator rated
ineffective or partially effective on the annual summative evaluation rating, as
measured by the evaluation rubrics, a corrective action plan shall be developed in
accordance with the provisions of N.J.A.C. 6A:10-2.5.

Observations and evaluations for nontenured administrators  shall be in
accordance with the provisions of N.J.S.A. 18A:27-3.1.  Evaluations for
nontenured administrators shall take place before April 30 each year prior to the
May 15 notice requirement date for continued employment. Evaluations for
tenured administrators shall be completed prior to June 30.

The Superintendent annually shall notify all administrators of the adopted
evaluation policies and procedures/regulations no later than October 1. If an
administrator is hited after October 1, the Superintendent shall notify the
administrator of the policies and procedures/regulations at the beginning of his or
her employment. All administrators shall be notified of amendments to the policy
and procedures/regulations within ten administrator working days of adoption.

NJS.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1
N.LA.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5

Adopted: 26 August 2004
Revised: 15 June 2017
Revised:
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R 3223 EVALUATION OF ADMINISTRATORS, EXCLUDING
PRINCIPALS, VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

A, Definitions — N.J.A.C. 6A:10-1.2

The following words and terms shall have the following meanings when
used in Policy and Regulation 3223 unless the context clearly indicates
otherwise:

« Administrator” means an appropriately certified staff member, as defined
in N.J.S.A. 18A-1.1, employed in the school district in an administrative
and/or supervisory role and capacity, and holding a valid and effective
standard, provisional, or emergency administrative certificate, ~ An
“administrator” may be a director, supervisor or any other administrative
or supervisory position in the district. For the purposes of Policy and
Regulation 3223 and N.J.A.C. 6A:10-1.1 et seq., “administrator” is not a
Principal, Vice Principal, or Assistant Principal.

“Annual performance report” means a written appraisal of the
administrator’s performance prepared by the administrator’s designated
supervisor based on the evaluation rubric for his or her position.

“Apnnual summative evaluation rating” means an annual evaluation rating
that is based on appraisals of educator practice and student performance,
and includes all measures captured in an administrator’s evaluation rubric.
The four summative performance categories are ineffective, partially
effective, effective, and highly effective.

“Chief School Administrator” means the Superintendent of Schools or the
Administrative Principal if there is no Superintendent.

“Commissioner” means Commissioner of the New Jersey Department of
Education.
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“Corrective Action Plan” means a written plan developed by the
administrator’s designated supervisor in collaboration with  the
administrator to address deficiencies as outlined in an evaluation. The
corrective action plan shall include timelines for corrective action,
responsibilities of the individual administrator and the school district for
implementing the plan, and specific support that the district shall provide
as defined in N.J.S.A. 18A:6-119.

“Department” means the New Jersey Department of Education.

“Designated  supervisor” means the supervisor designated by the
Superintendent of Schools or designee as the administrator’s SUpervisor.

“Dyistrict Evaluation Advisory Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.JA.C.
6A:10-2.3.

“Educator practice instrument” means an assessment tool that provides:
scales or dimensions that capture competencies of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shown in practice and/or rescarch
studies. The scores from educator practice instruments  for
administrators teaching—staffmembers other than teachers; Principals,
Vice Principals, and Assistant Principals may be applied to the
administrator’s summative evaluation rating in a manner determined by
the school district.

“Fyaluation” means an appraisal of an individual’s professional
erformance in telation to his or her job description and professional
p J p

standards and based on, when applicable, the individual’s evaluation
rubric.

“FEyaluation rubric” means a set of criteria, measures, and processcs used
to evaluate all administrators in a specific school district or local education
agency. Fvaluation rubrics consist of measures of professional practice,
based on educator practice instruments and student outcomes. Each Board
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of Education will have an evaluation yubric specifically for teachers,
another specifically for Principals, Vice Principals, and Assistant
Principals, and evaluation rubrics for other categories of staff membets.

“Indicators of student progress and growt » means the results of
assessment(s) of students as defined in N.J.A.C. 6A:8, Standards and
Assessment,

“Individual professional development plan” is as defined in N.JIS.A.
18A:6-119.

“Job description” means a written specification of the function of a
position, duties and responsibilities, the extent and limits of authority, and
work relationships within and outside the school and school district.

“Observation” means a method of collecting data on the performance of
an administrator's assigned duties and responsibilities. An observation for
the purpose of evaluation will be included in the determination of the
annual summative evaluation rating and shall be conducted by an
individual employed in the school district in a supervisory role and
capacity and possessing a school administrator, principal, or supervisor
endorsement as defined in N.JA.C. 6A:9-2.1 and as designated by the
Superintendent.

“Post-observation conference” means a meeting, either in-person of
remotely, between the supervisor who conducted the observation and the
administrator for the purpose of evaluation to discuss the data collected in
the observation,

“Seoring guide” means a sct of rules or criteria used to evaluate a
performance, product, or project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Educator practice
instruments include a scoring guide that an evaluator uses to structure his
or her assessments and ratings of professional practice.

“Qemester” means half of the school year.
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“Signed” means the name of one physically written by oneself or an
electronic code, sound, symbol, or process attached to or logically
associated with a record and executed or adopted by a person with the
intent to sign the record.

“Student growth objective” means an academic goal that teachers and
designated supervisors set for groups of students.

“Superintendent” means Superintendent of Qchools or Chief School
Administrator.

“Supervisor” means an appropriately certified staff member, as defined in
N.JS.A. 18A:1-1, or Superintendent employed in the school district in a
supervisory role and capacity, and possessing a school administrator,
Principal, or supervisor endorsement, as defined in N.JLA.C. 6A:9B-12.

Applicability of Rules on Collective Bargaining Agreements — NJAC
6A:10-1.3

Y : yeaent
aofc A_into—tse g cohanl_district e offant an—JaRe 1 013 NO
pu L TR T

contiacts-entered—into-bya-5eNOO QiSO CLHOSERTELY

collective bargaining agreement entered into after July 1, 2013, shall
conflict with the educator evaluation system established pursuant to
N.IA.C. 6A:10-1.1 et seq. or any other specific statute ot regulation, nor
shall topics subject to bargaining involve matters of educational policy or
managerial prerogatives.

o)
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Educator Evaluation Data, Information, and Annual Performance Reports
~NJA.C.6A:10-14

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees of the
Roard of Education for the purposes of conducting the educator evaluation
process pursuant to N.IA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Suach information shall not be
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subject to public inspection or copying pursuant to the Open Public
Records Act, N.J.S.A. 47:1A-1 et seq. Nothing contained in NJAC
6A:10-1.1 et seq. shall be construed to prohibit the Department or & school
district from, at ifs discretion, collecting gvaluation data pursuant to
NIS.A. 18A:6-123.e. or distributing aggregate statistics regarding
evaluation data.

D, Evaluation of Administrators — N.JA.C. 6A:10-2.1

1. The Board of Education shall annually adopt evaluation rubrics for
all administrators. The evaluation rubrics shall have four defined
annual ratings:  ineffective, partially effective, effective, and
highly effective.

2. Evaluation rubrics shall be submitted to the Commissioner by
August June 1 for approval by August 15 1 of each year.

E. Duties of the Board of Education — N.IA.C. 6A:10-2.2

1. The Board of Education shall meet the following requirements for
the annual evaluation of administrators, unless otherwise specified:

2. Bstablish a District Evaluation Advigsory Committee to
oversee and guide the planning and implementation of the
Board of Dducation's evaluation policies and procedures as
set forth in NJ.A.C. 6A:10-2 et seq.;

b. Annually adopt policies and procedures developed by the
Superintendent pursuant to N.JA.C. 6A:10-2.4, including
the evaluation rubrics approved by the Commissioner
pursuant to N.J.A.C. 6A:1 0-2.1(c):

(1)  The Superintendent shall develop policies and
procedures that, at a minimum, ensure student
performance data on the Statewide assessment is,
upon receipt, promptly distributed or otherwise
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made available to staff members who were
primarily responsible for instructing the applicable
students in the school year in which the assessment
was taken, as well as to staff members who are or
will be primarily responsible for instructing the
applicable students in the subsequent school year.

C. Ensure the Superintendent annually notifies  all
administrators of the adopted evaluation policies and
procedures no later than October 1. If an administrator is
hired after October 1, the Board/Superintendent shall notify
the administrator of the policies and procedures at the
beginning of his or her employment. All administrators
shall be notified of amendments to the policy and
procedures within ten administrator working days of
adoption;

d. Annually adopt by June 1, any Commissioner-approved
educator practice instruments and, as patt of the process
described at N.JA.C. 6A:10-2.1(c), notify the Department
which instruments will be used as part of the school
district’s evaluation rubrics;

e. Ensure the Principal of each school within the school
district bas established a School Improvement Panel
pursuant to N.J.A.C. 6A:10-3.1. The panel shall be
established annually by August 31 and shall catry out the
dutics and functions described in N.JLA.C. 6A:10-3.2;

f. Ensure data elements are collected and stored in an
accessible and usable format. Data elements shall include,
but not be limited to, scores or evidence from observations
for the purpose of evaluation and student growth objective
data; and
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g Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of an administrator for the purpose of evaluation as
described in N.J.A.C. 6A:10-4.4; N.J.A.C. 6A:10-5.4; and
N.JA.C. 6A:10-6.2 shall meet the statutory observation
requirements of N.I.S.A. 18A:6-119; 18A:6-123.b.(8); and
NIS.A. 18A:27-3.1 and the teacher member of the School
Improvement Panel requirements of N.JLA.C. 6A:10-3.2.

2. The Board of Education shall ensure the following training
procedures are followed when implementing the evaluation rubric
for all administrators and, when applicable, applying the
Commissioner-approved educator practice instruments:

a. Annually provide training on and descriptions of each
component of the evaluation rubric for all administrators
who are being evaluated in the school district and provide
more thorough training for any administrator who is being
evaluated for the first time, Training shall include detailed
descriptions of all evaluation rubric components including,
when applicable, detailed descriptions of  student
achicvement measures and all aspects of the educator
practice instruments;

b. Annually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and mote thorough training for any supervisor who
will evaluate administrators for the first time. Training
shall be provided on each component of the evaluated
administrator’s evaluation rabric before the evaluation of
an administrator;

c. The Superintendent hall apnually certify to the
Department that all supervisors of administrators in the
school district who are utilizing evaluation rubrics have
completed training on and demonstrated competency in
applying the evaluation rubrics.
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F. District Evaluation Advisory Committee — N.J.A.C. 6A:10-2.3

1.

Members of the District Evaluation Advisory Committee shall
include representation from the following groups: teachers from
each school level represented in the school district; central office
administrators  overseeing the teacher evaluation process;
supervisors involved in teacher evaluation, when available or
appropriate; and administrators conducting evaluations, including a
minimum of one administrator conducting evaluations who
participates on a School Improvement Panel. Members also shall
include the Superintendent, a special education administrator, a
parent, and a member of the Board of Education.

The Superintendent may extend membership on the District
Gvaluation Advisory Committee to representatives of other groups
and to individuals.

A Begﬁgﬂftg——&%@r{h% District Evaluation Advisory
Committees is not shal-no-longerbe required and the Board of
Fducation shall have the discretion 10 establish a contirrue-the
District Evaluation Advisory Committee.

G. Evaluation Procedures for Administrators — N.J.A.C. 6A:10-2.4

1.

The provisions outlined in Policy and Regulation 3223 and
N.JA.C. 6A:10-2.4 shall be the minimum requirements for the
evaluation of administrators.

Evaluation policies and procedures requiring the annual gvaluation
of all administrators shall be developed under the direction of the
Superintendent, who may consult with the District Evaluation
Advisory Committee ot representatives from School Improvement
Panels, and shall include, but not be limited to, a description of:

a. Roles and responsibilities for implementation of cvaluation
policies and procedures,
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b. Job descriptions, evaluation rubrics for administrators, the
process for calculating the summative ratings and each
component, and the evaluation regulations set forth in
N.JA.C. 6A:10 et seq.;

c. Methods of data collection and reporting appropriate to
cach job description, including, but not limited to, the
process for student attribution to teachers, Principals, Vice
Principals, and Assistant Principals for calculating the
median and school-wide student growth percentile;

d. Processes for observations for the purpose of evaluation
and post-observation conference(s) by a supetvisor;

e. Process for developing and scoring student growth
objectives;
f. The process for preparation of individual professional

development plans; and

g. The process for preparation of an annual performance
report by the Superintendent or designated supervisor and
an annual summary conference between the administrator
and his or her designated supervisor,

3. The annual summary conference between designated supervisors
and the administrator shall be held before the annual performance
report is filed. The conference shall occur on or before June 30 of
cach school year and shall include, but not be limited to, a review
of the following:

a. The performance of the administrator based upon the
job description and the scores or evidence compiled using
the administrator’s evaluation rubric, including, when
applicable:

(1)  The educator’s administeator’s practice instrument;
and
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(2)  Available indicators or student achievement
measures such as student growth objective scores
and student growth percentile scores.

b. The progress of the administrator toward meeting the goals
of the individual professional development plan or, when
applicable, the corrective action plan; and

c. The preliminary annual performance report.

If any scores for the administrator’s evaluation rubric are not
available at the time of the annual summary conference due 1o
pending assessment results, the annual summative cvaluation
rating shall be calculated once all component ratings are available.

The annual performance report for the administrator shall be
prepared by the designated supervisor and shall include, but not be
limited to:

a. A summative rating based on the evaluation rubric;

b. Performance area(s) of strength and area(s) needing
improvement based upon the job description and
components of the administrator’s evaluation rubric; and

C. The administrator’s individual professional development
plan or corrective action plan from the evaluation year
being reviewed in the report.

The administrator and the designated supervisor shall sign the
report within five administrator working days of the review.

The Board of Education shall include all performance reports and
supporting data, including, but not limited to, written observation
reports and additional components of the summative evaluation
rating as part of his or her personnel file, or in an alternative,
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confidential location. If reports and data are stored in an
alternative, confidential location, the personnel file shall clearly
indicate the report’s location and how it can easily be accessed.
The records shall be confidential and shall not be subject to public
inspection or copying pursuant to the Open Public Records Act,

N.J.S.A. 47:1A-1 et seq.

H. Corrective Action Plans for Administrators — N.JLA.C. 6A:1 0-2.5

1.

For each administrator rated ineffective or partially effective on the
annual summative evaluation, as measured by the evaluation
rubrics, a corrective action plan shall be developed by
administrator and the Superintendent or the designated supervisor.
If the administrator does not agree with the corrective action plan’s
content, the designated supervisor shall make a final determination.

The correciive action plan shall be developed and the administrator
and his or her designated supervisor shall meet to discuss the
cotrective action plan by October 31 of the school year following
the year of evaluation except:

a. If the ineffective or partially effective summative
evaluation rating is received after October 1 of the school
year following the year of evaluation, a cotrective action
plan shall be developed, and the administrator and his or
her designated supervisor shall meet to discuss the
corrective action plan within twenty-five administrator
working days following the school district’s receipt of the
administrator’s summative rating.

The conient of the corrective action plan shall replace the content
of the individual professional development plan required pursuant
to NJA.C. 6A:9C-4.3(a) and 4.4(a) and shall:

a. Address areas in need of improvement identified in the
administrator evaluation rubric;

b. Include specific, demonstrable goals for improvement;
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c. Include responsibilities of the evaluated employee and the
school district for the plan’s implementation; and

d. Include timelines for meeting the goai(s).

The administrator’s designated supervisor and the administrator on
a corrective action plan shall discuss the administrator’s progress
toward the goals outlined in the corrective action plan during each
required post-observation conference. The administrator and his or
her designated supervisor may update the goals outlined in the
cotrective action plan to reflect any change(s) in the
administrator’s progress, position, or role.

Progress toward the administrator’s goals outlined in the corrective
action plan:

a. Shall be documented in the administrator’s personnel file
and reviewed at the annual summary conference and the
mid-year evaluation, Both the administrator on a corrective
action plan and his or her designated supervisor may collect
data and evidence to demonstrate the administrator’s
progress toward his or her corrective action plan goals; and

b. May be used as evidence in the administrator’s next annual
summative evaluation; however, such progress shall not
guarantee an effective rating on the next summative
evaluation.

Responsibilities of the evaluated administrator on a corrective
action plan shall not be exclusionary of other plans for
improvement determined to be necessary by the administrator’s
designated supervisor.

The corrective action plan shall remain in effect until the
administrator receives his or her next summative evaluation rating.

There shall be no minimum number of administrator working days
an administrator’s corrective action plan can be in place.
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L Administrator Observations and Evaluations — N.J.A.C. 6A:10-6.2

1.

The Superintendent shall determine the duration of observations
required pursuant o NJS.A. 18A:27-3.1 for mnontepured
administrators.  Observations include, but are not limited to,
observations of meetings, student instruction, parent conferences,
and case-study analysis of a significant student issue. The
observation shall:

a. Be at least twenty minutes in length;

b. Be followed within fifteen administrator working days by a
conference between the supervisor who made the
observation and the nontenured administrator;

c. Be followed by both partics to such a conference signing
the written or electronic observation report and each
retaining a copy of his or her records; and

d. Allow the nontenured administrator to submit his or her
written objection(s) of the evaluation within ten
administrator working days following the conference. The
objection(s) shall be attached to each party’s copy of the
annual performance report.

All tenured administrators shall receive at least one observation per
school year.

All nontenured administrators chall receive at least three
observations, as required pursuant to N.J.S.A. 18A:27-3.1.

a. The required observations and evaluations for nontenured
administrators shall take place before April 30 each year.
These obsetvations and evaluations may cover that period
between April 30 of one year and April 30 of the
succeeding year except in the case of the first year of
employment where the three evaluations and observations
must have been completed prior to April 30,
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b. The number of required observations and evaluations for
nontenured administrators may be reduced proportionately
when an individual administrator's term of service is less
than one academic year.

4, Evaluations for tenured administrators shall be completed prior to
June 30.

Adopted: April 16, 2020
Revised:
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3224 EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

The Board of Education recognizes the importance of Principal, Vice Principal,
and Assistant Principal effectiveness to further the development of a professional
cotps of educators and to increase student achievement. The Board of Education
adopts Policy and Regulation 3224 for the evaluation of Principals, Vice
Principals, and Assistant Principals consistent with the Teacher Effectiveness and
Accountability for the Children of New Jersey Act (TEACHNI) and the
AchieveNJ administrative codes.  This Policy and Regulation provides the
provisions and requirements for Principal, Vice Principal, and Assistant Principal
evaluations consistent with TEACHNI and AchieveNJ.

1 o) ot o >
conflicting provision(s)-ofeollective bargaining-agreements-of other-em
contracts—in-effect—on—tuly—-2013 and_nNo collective bargaining agreement
entered into after July 1, 2013, shall conflict with the educator evaluation system
established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other specific statute or
regulation, nor shall topics subject to bargaining involve matters of educational
policy or managetrial prerogatives.  All information contained in annual
performance reports and all information collected, compiled, and/or maintained
by employees for the purpose of conducting the educator evaluation process
pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subject to public inspection or
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.
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The Board shall annually adopt evaluation rubrics for all Principals, Vice
Principals, and Assistant Principals which shall be submitted to the Commissioner
of Education by August Juse 1 for approval by August 15 + of each year. The
evaluation rubrics shall have four defined antual ratings: ineffective, partially
effective, effective, and highly offective. The Board shall meet the requirements
as outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of Principals, Vice
Principals, and Assistant Principals and shall ensure the training procedures as
outlined in N.J.A.C. 6A:10-2.2(b) are followed when implementing the evaluation
cubrics for all Principals, Vice Principals, or Assistant Principals. A District
Evaluation Advisory Committee may shall be established in accordance with the
requirements of N.J.A.C. 6A:10-2.3,
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The minimum requirements for the evaluation procedures for Principals, Vice
Principals, and Assistant Principals as outlined in N.JA.C. 6A:10-2.4 shall be
followed. For each Principal, Vice Principal, or Assistant Principal rated
ineffective or partially effective on the annual summative evaluation rating, as
measured by the evaluation rubrics, a corrective action plan shall be developed in
accordance with the provisions of N.J.A.C. 6A: 10-2.5.

The components of the principal evaluation rubrics as described in N.JLA.C.
6A:10-5.1 shall apply to Principals, Vice Principals, and Assistant Principals.
Measures of student achievement, as outlined in N.J.A.C. 6A:10-5.2, shall be used
to determine impact on student learning. Principal, Vice Principal, and Assistant
Principal observations shall be conducted in accordance with the provisions of
NJ.A.C. 6A:10-5.4. The Superintendent or designated supervisor shall conduct
observations for the evaluation of Principals pursuant to N.J.S.A. 18A:6-121 and
he or she shall be trained pursuant to N.J A.C. 6A:10-2.2(b). A Principal, or the
Superintendent or designated supetvisot, shall conduct observations for the
evaluation of Vice Principals and Assistant Principals pursuant to N.J.S.A.
18A:6-121.

The principal practice instrument approved by the Department of Education shall
meet the criteria as outlined in NLJLA.C. 6A: 10-7.3.

The Superintendent annually shall notify all Principals, Vice Principals, or
Assistant Principals of the adopted evaluation policies and procedures/regulations
1o later than October 1. If a Principal, Vice Principal, or Assistant Principal is
hired after October 1, the Superintendent shall notify the Principal, Vice Principal,
or Assistant Principal of the policies and procedures/regulations at the beginning
of his or her employment. All Principals, Vice Principals, and Assistant
Principals shall be notified of amendments to the policy and
procedures/regulations within ten Principal, Vice Principal, or Assistant Principal
working days of adoption,

N.I.S.A. 18A:6-117 et seq.

N.JLA.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
N.LA.C. 6A:10-5.1 through 5.4

N.J.A.C. 6A:10-7.1 and 7.3

Adopted: June 15,2017
Revised:
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[See POLICY ALERT Nos. 201, 207, 212 and 223]

R 3224 EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

A. Definitions — N.JLA.C. 6A:10-1.2

The following words and terms shall have the following meanings when
used in Policy and Regulation 3224 unless the context clearly indicates
otherwise:

“Annual performance report” means a written appraisal of the Principal’s,
Vice Principal’s, or Assistant Principal’s performance prepared by the
designated supervisor based on the evaluation rubric for his or her
position.

“Annual summative evaluation rating” means an annual evaluation rating
that is based on appraisals of educator practice and student performance,
and includes all measures captured n a Principal, Vice Principal, or
Assistant Principal evaluation rubric. The four summative performance
categories ate ineffective, partially effective, effective, and highly
effective.

«Calibration” in the context of educator evaluation means a process to
monitor the competency of a trained evaluator to ensure the evaluator
continues to apply an educator practice instrument accurately and
consistently according to the standards and definitions of the specific
instrument,

“Chief School Administrator” means the Superintendent of Schools or the
Administrative Principal if there is no Superintendent.

«Commissioner” means Commissioner of the New Jersey Department of
Education,
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«Coprective Action Plan” means a written plan developed by the
Superintendent or a designated supervisor in collaboration with the
Principal, Vice Principal, and Assistant Principal to address deficiencies as
outlined in an evaluation. The corrective action plan shall include
timelines for corrective action, responsibilities of the individual Principal,
Vice Principal, and Assistant Principal and the school district for
implementing the plan, and specific support that the district shall provide
as defined in N.J.S.A. 18A:6-119.

“Department” means the New Jersey Department of Education.

“Designated supervisor” means the supervisor designated by the
Superintendent of Schools or designee as the administrator’s SUpervisor.

“District Evaluation Advisory Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.JA.C.
6A:10-2.3.

“Educator practice instrument” means an assessment tool that provides:
scales or dimensions that capture competencies  of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shown in practice and/or research
studies,

“Eyaluation” means an appraisal of an individual’s professional
performance in relation to his or her job desctiption and professional
standards and based on, when applicable, the individual’s evaluation
rubric.

«Fyaluation rubric” means a set of criteria, measures, and processes used
io evaluate all Principals, Vice Principals, and Assistant Principals in a
specific school district or local education agency. Bvaluation rubrics
consist of measures of professional practice, based on educator practice
instruments and student outcomes. Each Board of Education will have-an
evaluation rubric specifically for teachers, another specifically for
Principals, Vice Principals, and Assistant Principals, and evaluation
rubrics for other categories of teaching staff members.
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“Indicators of student progress and growth” means the results of
assessment(s) of students as defined in NJ.A.C. 6A:8, Standards and
Assessment.

“Individual professional development plan” is as defined in NJS.A.
18A:6-119.

“Job description” means a written specification of the function of a
position, duties and responsibilities, the extent and limits of authority, and
work relationships within and outside the school and school district.

«Observation” means a method of collecting data on the performance of a
Principal’s, Vice Principal’s, and Assistant Principal’s assigned duties and
responsibilities. An observation for the purpose of evaluation will be
included in the determination of the annual summative evaluation rating
and shall be conducted by the Superintendent or designee.

“Past-observation conference” means a meeting, either in-person or
remotely, between the supervisor who conducted the observation and the
Principal, Vice Principal, and Assistant Principal for the purpose of
evaluation to discuss the data collected in the observation.

“Principal practice instrument” means an assessment tool that provides
scales or dimensions that capture competencies of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shown in practice and/or research
studies. The scores from the principal practice instrument are components
of the evaluation rubrics and the scores are included in the summative
evaluation rating for the individual.

“Scoring guide” means a sct of rules or criteria used to evaluate 2
performance, product, or project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Educator practice
instruments include a scoring guide that an evaluator uses to structure his
or her assessments and ratings of professional practice.
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«Gemester” means half of the school year.

“Signed” means the name of one physically writien by oneself or an
electronic code, sound, symbol, or process attached to or logically
associated with a record and executed or adopted by a person with the
intent to sign the record,

“Student growth objective” means an academic goal that teachers and
designated supervisors set for groups of students.

“Qrudent growth percentile” means a specific metric for measuring
individual student progress on Statewide assessments by tracking how
much a student’s test scores have changed relative to other students
Statewide with similar scores in previous years.

“Supetintendent” means Superintendent of Schools or Chief School
Administrator.

“Supervisor” means an appropriately certified teaching staff member as
defined in N.J.S.A. 18A:1-1, or Superintendent employed in the district in
a supetvisoty role and capacity, and possessing a school administrator,
Principal, or supervisor endorscment as defined in N.J.A.C. 6A:9B-12 and
certified to evaluate a Principal, Vice Principal, or Assistant Principal.

Applicability of Rules on Collective Bargaining Agreements — N.JA.C.
6A:10-1.3

o
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collective bargaining agreement entered into after July 1, 2013, shall
conflict with the educator evaluation system established pursuant to
N.JA.C. 6A:10-1.1 el seq. or any other specific statute or regulation, nor
shall topics subject to bargaining involve matters of educational policy or
managerial prerogatives.
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C. Educator Evaluation Data, Information, and Annual Performance Reports
~N.JA.C.6A:10-1.4

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees of the
Board of Education for the purposes of conducting the educator evaluation
process pursuant 1o NJA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Such information shall not be
subject to public inspection ot copying pursuant to the Open Public
Records Act, N.J.S.A. 47:1A-1 et seq. Nothing contained in NJA.C
6A:10-1.1 et seq. shall be construed to prohibit the Department or a school
district from, at its discretion, collecting evaluation data pursuant to
NJS.A., 18A:6-123.e. or distributing aggregate statistics regarding
evaluation data.

D. Fvaluation of Principals, Vice Principals, and Assistant Principals —
N.J.A.C. 6A:10-2.1

1. The Board of Education shall annually adopt evaluation rubrics for
all Principals, Vice Principals, and Assistant Principals. The
evaluation rubrics shall have four defined annual ratings:
ineffective, partially effective, effective, and highly effective.

2. The evaluation rubrics for Pﬂncipals, Vice Principals, and
Assistant Principals shall include all other relevant minimum
standards set forth in N.J.S.A. 18A:6-123 (P1..2012,¢.26, § 17¢).

3. Evaluation rubrics shall be submiited to the Commissioner by
August Juse 1 for approval by August 15+ of each year.

E. Duties of the Board of Education - N.JL.A.C. 6A:10-2.2
1. The Board of Education shall meet the following requirements for

the annual evaluation of Principals, Vice Principals, and Assistant
Principals, unless otherwise specified:
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a. Establish a District Evaluation Advisory Committee to
oversee and guide the planning and implementation of the
Board of Education's evaluation policies and procedures as
set forth in NL.J.A.C. 6A:10-2 et seq.;

b. Annually adopt policies and procedures developed by the
Superintendent pursuant to N.J.A.C. 6A:10-2.4, including
the evaluation rubrics approved by the Commissioner
pursuant to N.JA.C. 6A: 10-2.1(c):

(1)  The Superintendent shall develop policies and
procedures that, at a minimum, ensure student
performance data on the Statewide assessment is,
upon receipt, promptly distributed or otherwise
made available to staff members who wete
primarily responsible for instructing the applicable
students in the school year in which the assessment
was taken, as well as to staff members who are or
will be primarily responsible for instructing the
applicable students in the subsequent school year.

c. Ensure the Superintendent annually notifies all Principals,
Vice Principals, and Assistant Principals of the adopted
evaluation policies and procedures no later than October 1.
If a Principal, Vice Principal, or Assistant Principal is hired
after October 1, the Board/Superintendent shall notify all
Principals, Vice Principals, and Assistant Principals of the
policies and procedures at the beginning of his or her
employment. All Principals, Vice Principals, and Assistant
Principals shall be notified of amendments to the policy
and procedures within ten Principal, Vice Principal, and
Assistant Principal working days of adoption;

d. Annually adopt by June 1, any Commissionet-approved
educator practice instruments and, as part of the process
described at N.JLA.C. 6A:10-2.1(c), notify the Department
which instruments will be used as part of the school
district’s evaluation rubrics;
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Ensure the Principal of each school within the school
district has established a School Improvement Panel
pursuant to N.J.A.C. 6A:10-3.1. The panel shall be
established annually by August 31 and shall carry out the
duties and functions described in N.J.A.C. 6A:10-3.2;

Fnsure data elements are collected and stored in an
accessible and usable format. Data elements shall include,
but not be limited to, scores or evidence from observations
for the purpose of evaluation and student growth objective
data; and

Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of a Principal, Vice Principal, ot Assistant Principal for the
purpose of evaluation as described in N.JLA.C. 6A:10-4.4;
NIAC. 6A:10-5.4; and 6A:10-6.2 shall meet the statutory
observation requirements of N.J.S.A. 18A:6-119;
18A:6-123.b.(8); and N.I.S.A. 18A:27-3.1 and the teacher
member of the School Improvement Panel requirements of
N.JA.C. 6A:10-3.2.

2. The Board of Education shall ensure the following training
procedures are followed when implementing the evaluation rubtic
for all Principals, Vice Principals, and Assistant Principals and,
when applicable, applying the Commissioner-approved principal
practice instruments:

a.

Annually provide training on and descriptions of each
component of the evaluation rubric for all Principals, Vice
Principals, and Assistant Principals who are being
evaluated in the school district and provide more thorough
training for any Principals, Vice Principals, and Assistant
Principals who are being evaluated for the first time.
Training shall include detailed descriptions of all
evaluation rubric components including, when applicable,
detailed descriptions of student achievement measures and
all aspects of the principal practice instrument,
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b. Annually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and more thorough training for any sypervisor who
will evaluate Principals, Vice Principals, or Assistant
Principals for the first time. Training shall be provided on
each component of the evaluated Principal’s, Vice
Principal’s, or Assistant Principal’s evaluation rubric
before the evaluation of the Principal, Vice Principal, or
Assistant Principal;

c. The Superintendent shall annually certify to the
Department that all supervisors of Principals, Vice
Principals, and Assistant Principals in the school district
who are utilizing evaluation rubrics have completed
training on and demonstrated competency in applying the
evaluation rubrics.

F. District Evaluation Advisory Committee — N.J.A.C. 6A:10-2.3

L.

Members of the District Evaluation Advisory Committee shall
include representation from the following groups: teachers from
each school level represented in the school district; central office
administrators  overseeing the teacher evaluation process;
supervisors involved in teacher evaluation, when available or
appropriate; and administrators conducting evaluations, including a
minimum of one administrator conducting evaluations who
participates on a School Improvement Panel. Members also shall
include the Superintendent, a special education administrator, a
parent, and a member of the Board of Education.

The Superintendent may extend membership on the District
Gvaluation Advisory Committee to representatives of other groups
and to individuals.

A Begmﬂmg——még-l%—l@% District Evaluation Advisory
Committees is not shall-ne-lengerbe required and the Board of
FEducation shall have the discretion to establish a eontinue—the
District Evaluation Advisory Committee.
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G. Evaluation Procedures for Principals, Vice Principals, and Assistant
Principals - N.J.A.C. 6A:10-2.4

1. The provisions outlined in Policy and Regulation 3224 and
N.JA.C. 6A:10-2.4 shall be the minimum requirements for the
evaluation of Principals, Vice Principals, and Assistant Principals.

2. Evaluation policies and procedures requiring the annual evaluation
of Principals, Vice Principals, and Assistant Principals shall be
developed under the direction of the Superintendent, who may
consult with the District Evaluation Advisory Committee or
representatives  from School Improvement Panels, and shall
include, but not be limited to, a description of:

a. Roles and responsibilities for implementation of evaluation
policies and procedures;

b. Job descriptions, evaluation rubrics for Principals, Vice
Principals, and Assistant Principals, the process for
calculating the summative ratings and each component and
the evaluation regulations set forth in NJAC
6A:10-1 et seq.;

c. Methods of data collection and reporting appropriate to
each job description, including, but not limited to, the
process for student attribution to teachers, Principals, Vice
Principals, Assistant Principals for calculating the median
and school-wide student growth percentile;

d. Processes for observations for the purpose of evaluation
and post-observation conference(s) by a supervisor;

e. Process for developing and scoring student growth
objectives;
f. The process for preparation of individual professional

development plans; and
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g, The process for preparation of an annual performance
report by the Superintendent or designated supervisor, and
an annual summary conference between the Principal, Vice
Principal, or Assistant Principal and the Superintendent or
designated supervisot.

3. The annual summary conference between the designated
supervisor and the Principal, Vice Principal, or Assistant Principal
shall be held before the annual performance report is filed. The
conference shall occur on or before June 30 of each school year
and shall include, but not be limited to, a review of the following:

a. The performance of the Principal, Vice Principal, or
Assistant Principal based upon the job description and the
scores o evidence compiled using the evaluation rubric,
including, when applicable:

(1) The educator’s prineipal’s practice instrument; and

(2)  Available indicators or student achievement
measures such as student growth objective scores
and student growth percentile scores.

b. The progress of the Principal, Vice Principal, or Assistant
Principal toward meeting the goals of the individual
professional development plan or, when applicable, the
corrective action plan; and

C. The preliminary annual performance report.

4, If any scores for the Principal’s, Vice Principal’s, or Assistant
Principal’s evaluation rubric are not available at the time of the
annual summary conference due to pending assessment results, the
annual summative evaluation rating shall be calculated once all
component ratings are available.

5. The annual performance report for the Principal, Vice Principal, or
Assistant Principal shall be prepared by the designated supervisor
and shall include, but not be limited to:
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a. A summative rating based on the evaluation rubric,
including, when applicable, a total score for each
component as described in N.J ALC.6A:10-5;

b. Performance area(s) of strength and area(s) needing
improvement based upon the job description and
components of the Principal’s, Vice Principal’s, or
Assistant Principal’s evaluation rubric; and

C. The Principal’s, Vice Principal’s, or Assistant Principal’s
individual professional development plan or a corrective
action plan from the evaluation year being reviewed in the
report,

The Principal, Vice Principal, or Assistant Principal and the
designated supervisor shall sign the report within five Principal,
Vice Principal, and Assistant Principal working days of the
review. '

The Board of Fducation shall include all performance reports and
supporting data, including, but not limited to, written observation
reports and additional components of the summative evaluation
rating as part of the Principal’s, Vice Principal’s, or Assistant
Principal’s personnel file, or in an alternative, confidential
location. If reports and data are stored in an alternate location, the
personnel file shall clearly indicate the report’s location and how it
can be easily accessed. The records shall be confidential and shall
not be subject to public inspection or copying pursuant to the Open
public Records Act, N.J.S.A. 47:1A-1 et seq.

H. Corrective Action Plans for Principals, Vice Principals, and Assistant
Principals — N.J.A.C. 6A:10-2.5

1.

For each Principal, Vice Principal, and Assistant Principal rated
ineffective or partially effective on the annual summative
evaluation, as measured by the evaluation rubrics, a corrective
action plan shall be developed by the Principal, Vice Principal, or
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Assistant Principal and the designated supervisor. If the Principal,
Vice Principal, or Assistant Principal does not agree with the
corrective action plan’s content, the designated supervisor shall
make the final determination.

The corrective action plan shall be developed and the Principal,
Vice Principal, or Assistant Principal and his or her designated
supervisor shall meet to discuss the cotrective action plan by
October 31 of the school yeat following the year of evaluation
except:

a. If the ineffective or partially effective summative
evaluation rating is received after October 1 of the school
year following the year of evaluation, a corrective action
plan shall be developed, and the Principal, Vice Principal,
or Assistant Principal and his or her designated supervisor
shall meet to discuss the corrective action plan within
twenty-five Principal, Vice Principal, or Assistant Principal
working days following the school district’s receipt of the
Principal’s, Vice Principal’s, oF Assistant Principal’s
summative rating.

The content of the corrective action plan shall replace the content
of the individual professional development plan required pursuant
to NLJLA.C. 6A:9C-4.3(a) and 4 4(a) and shall:

a. Address areas in need of improvement identified in the
principal evaluation rubric;

b. Include specific, demonstrable goals for improvement;

c. Include responsibilities of the evaluated employee and the
school district for the plan’s implementation; and

d. Include timelines for meeting the goal(s).
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4, The designated supervisor and the Principal, Vice Principal, or
Assistant Principal on a corrective action plan shall discuss the
Principal’s, Vice Principal’s, or Assistant Principal’s progress
toward the goals outlined in the corrective action plan during each
post-observation ~ conference, when required by N.J.S.A.
18A:27-3.1 or N.JLA.C. 6A:10-5.4. '

5. Progress toward the Principal’s, Vice Principal’s, or Assistant
Principal’s goals outlined in the cotrective action plan:

a. Shall be documented in the Principal’s, Vice Principal’s, or
Assistant Principal’s personnel file and reviewed at the
annual summary conference and the mid-year evaluation.
Both the Principal, Vice Principal, or Assistant Principal on
a comrective action plan and his or her designated
supervisor may collect data and evidence to demonstrate
the Principal’s, Vice Principal’s, or Assistant Principal’s
progress toward his or her cotrective action plan goals; and

b. May be used as evidence in the Principal’s,' Vice
Principal’s, or Assistant Principal’s next annual summative
evaluation; however, such progress shall not guarantee an
effective rating on the next summative evaluation.

6. Responsibilities of the evaluated Principal, Vice Principal, or
Assistant Principal on a corrective action plan shall not be
exclusionary of other plans for fmprovement determined to be
necessary by the designated supervisor.

7. The Superintendent or his or her designee, and the Principal, as
appropriate, shall conduct a mid-year evaluation of any Principal,
Vice Principal, or Assistant Principal pursuant to N.J.S.A.
18A:6-121.c. The mid-year evaluation shall occur approximately
midway between the development of the cortective action plan and
the expected receipt of the next annual summative rating. The
mid-year evaluation shall include, at a minimum a conference to
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discuss progress toward the Principal’s, Vice Principal’s, of
Assistant Principal’s goals outlined in the corrective action plan.
The mid-year evaluation conference may be combined with a post-
observation conference.

The Superintendent shall ensure Principals, Vice Principals, and
Assistant Principals with a cotrective action plan receive one
observation and a post-observation conference in addition to the
observations required in N.J.A.C. 6A:10-5.4 for the purpose of

evaluation as described in N.J A.C.6A:10-1.2and 5.4

The corrective action plan shall remain in effect until the Principal,
Vice Principal, or Assistant Principal teceives his or her next
summative evaluation rating.

There shall be no minimum number of Principal, Vice Principal, or
Assistant Principal working days a Principal’s, Vice Principal’s, or
Assistant Principal’s corrective action plan can be in place.

L Components of Principal Evaluation Rubrics — N.JLA.C. 6A:10-5.1

1.

Unless otherwise noted, the components of the principal evaluation
rubtics shall apply to teaching staff members holding the position
of Principal, Vice Principal, or Assistant Principal and holding a
valid and effective standard, provisional, or emergency
administrative certificate.

The principal evaluation rubric shall meet the standards provided
in N.J.S.A. 18A:6-123, including, but not limited to:

a. Measures of student achievement pursuant Lo NJAC
6A:10-5.2; and
b. Measures of principal practice pursuant to N.JAC.

6A:10-5.3 and 5.4.
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3. To earn a summative rating, the Principal, Vice Principal, or
Assistant Principal shall have a student achievement score,
pursuant to N.JA.C. 6A:10-5.2 and a principal practice score
pursuant to N.J.A.C. 6A:10-5.3 and 5.4.

4. Fach score shall be converted to a percentage weight so all
measures make up 100 percent of the evaluation rubric. By August
31 prior to the school year in which the evaluation rubric applies,
the Department shall provide on its website the required
percentage weight of each component and the required summative
rating scale. All components shall be worth the following
percentage weights or fall within the following ranges:

a. If, according to N.LA.C. 6A:10-5.2(b), the Principal, Vice
Principal, or Assistant Principal receives a school-wide
student growth percentile score as described in N.JLA.C.
6A:10-5.2(c), the score shall be at least ten percent and no
greater than forty percent of evaluation rubric rating as
determined by the Department.

b. Measure of average student growth objective for all
teachers, as described in N.JLA.C. 6A:10-5.2(d), shall be at
least ten percent and no greater than twenty percent of
evaluation rubric rating as determined by the Department.

c. Measure of administrator goal, as described in N.JLA.C.
6A:10-5.2(¢), shall be no less than ten percent and no
greater than forty percent of evaluation rubric rating as
determined by the Department.

d. Measure of principal practice, as described in NJ.A.C.
6A:10-5.3(b), shall be no less than fifty percent of
gvaluation rubric rating.

5. Standardized assessments, used as a measure of student progress,
shail not be the predominant factor in determining a Principal’s
annua) summative rating.
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6. The Department shall periodically collect principal evaluation
rubric data that shall include, but are not limited to, component-
level scores and annual summative ratings.

J. Student Achievement Components of Principal Evaluation Rubrics —

N.JA.C. 6A:10-5.2

1.

Measures of student achicvement shall be used to determine
impact on student learning and shall include the following
components:

a. The school-wide student growth percentile of all students
assigned to the Principal;

b. Average student growth objective scores of every teacher,
as described in N.JA.C. 6A:10-4.2(e), assigned to the
Principal; and

C. Administrator goals set by Principals, Vice Principals, or
Assistant Principals in consultation with their supervisor
pursuant to N.JLA.C. 6A:10-5.2(¢), which shall be specific
and measurable, based on student growth and/or
achievement data.

The school-wide student growth percentile score shall be included
in the annual summative rating of Principals, Vice Principals, and
Assistant Principals who are assigned to a schoo) as of October 15
and who are employed in schools where student growth percentiles
are available for students in one or more grades. If the Principal,
Vice Principal, or Assistant Principal is employed in more than one
school, the Superintendent shall assign to the Principal, Vice
Principal, or Assistant Principal, as appropriate, the school-wide
student growth percentile from one school and shall notify the
Principal, Viee Principal, or Assistant Principal at the beginning of
the school year of the student growth percentile assignment.

The Department shall calculate the school-wide student growth
percentile for Principals, Vice Principals, and Assistant Principals.
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The average student growth objective scores of all teachers, as
described in N.J.A.C. 6A:10-4.2(e), shall be a component of the
Principal’s annual summative rating. The average student growth
objective scores for Vice Principals or Assistant Principals shall be
determined according to the following procedutes:

a. The Principal, in consultation with the Vice Principal or
Assistant Principal, shall determine prior to the start of the
school year, which teachers, if not all teachers in the
school, shall be linked to the Vice Principal’s and Assistant
Principal’s average student growth objective score.

b. If the Vice Principal or Assistant Principal does not agree
with the list of teachers linked to his or her name for the
purposes of this measurement, the Principal shall make the
final determination.

Administrator goals for Principals, Vice Principals, or Assistant
Principals shall be developed and measured according to the
following procedures:

a. The designated supervisor chall determine for all
Principals, Vice Principals, or Assistant Principals, the
number of required administrator goals which shall reflect
the achievement of a significant number of students within
the school. By August 31 priot to the school year in which
the evaluation rubric applies, the Department shall provide
on the Department’s website the minimum and maximum
number of required goals, which will be at least one goal
and no more than four goals.

b. Principals, Vice Principals, or Assistant Principals shall
develop, in consultation with their designated supervisor,
each administrator goal. Each Vice Principal and Assistant
Principal shall set goals specific to his or her job
description or adopt the same goals as his or her Principal.
If the Principal, Vice Principal, or Assistant Principal and
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his or her designated supervisor do not agrec upon the
administrator goal the Principal’s, Vice Principal’s, or
Assistant Principal’s designated supervisor shall make the
final determination.

C. Administrator goals and the criteria for assessing
performance based on those objectives shall be determined,
recorded, and retained by the Principal, Vice Principal, or
Assistant Principal and his or her designated supervisor by
October 31 of each school year, or within twenty-five
Principal, Vice Principal, and Assistant Principal
working days of the Principal’s, Vice Principal’s, or
Assistant Principal’s start date if he or she begins wotk
after October 1.

d. The administrator goal score shall be approved by the
designated supervisor of the Principal, Vice Principal, or
Assistant Principal. The Principal’s, Vice Principal’s, or
Assistant Principal’s administrator goal score, if available,
shall be discussed at his or her annual summary conference
and recorded in his or her personnel file.

K. Principal Practice Component of Evaluation Rubric — N.J.A.C. 6A:10-5.3

1.

Measures of principal practice shail include a measure determined
through a Commissioner-approved principal practice instrument
and may include a leadership measure determined through the
Department-created leadership rubric.

Principal practice component rating shall be based on the
measurement of the Principal’s, Vice Principal’s, or Assistant
Principal’s performance according to the school district’s
Commissioner-approved principal practice instrument.
Observations pursuant to N.J.A.C. 6A:10-5.4 shall be used as one
form of evidence for this measurement.
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Leadership practice shall be determined by a score on a leadership
rubric, which will assess the Principal’s, Vice Principal’s, or
Assistant Principal’s ability to improve student achievement and
teaching staff member effectiveness through identified leader
behaviors. The rubric will be posted on the Department’s website
and annually maintained.

L. Principal, Vice Principal, and Assistant Principal Observations — N.J.A.C.
6A:10-5.4

1.

The Superintendent or his or her designee, shall conduct
observations for the evaluation of Principals pursuant to NJS.A.
18A:6-121 and he or she shall be trained pursvant to N.JA.C.
6A:10-2.2(b).

A Principal, or the Superintendent or his or ber designee, shall
conduct observations for the evaluation of Vice Principals and
Assistant Principals pursuant to N.J.S.A. 18A:6-121.

For the purpose of collecting data for the evaluation of a Principal,
Vice Principal, or Assistant Principal, an observation, as described
nNJS.A. 18A:6-119 and N.J.A.C. 6A:10-1.2, may include, but is
not limited to: building walk-through, staff meeting observation,
parent conference observation, or case study analysis of a
significant student issue.

Post-observation  conferences  shall include the following
procedures:

a. A supervisor who is present at the observation shall
conduct a post-observation conference with the Principal,
Vice Principal, or Assistant Principal being observed. A
post-observation conference shall occur no more than
fifteen Principal, Vice Principal, or Assistant Principal
working days following each observation.
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b. The post-observation conference shall be for the purpose of
reviewing the data collected at the observation, connecting
the data to the principal practice Instrument and the
Principal’s, Vice Principal’s, or Assistant Principal’s
individual professional development plan, collecting
additional information needed for the evaluation, and
offering areas to improve effectiveness.

c. With the consent of the observed Principal, Vice Principal,
or Assistant Principal, post-observation conferences for
individuals who are not on a corrective action plan may be
conducted via written communication, including electronic
communication,

d. One post-observation conference may be combined with
the Principal’s, Vice Principal’s, or Assistant Principal’s
annual summary conference as long as it occurs within the
required fifteen Principal, Vice Principal, or Assistant
Principal working days following the observation.

e A written or electronic observation report shall be signed
by the supervisor who conducted the observation and post-
observation and the Principal, Vice Principal, or Assistant
Principal who was observed.

f. The Principal, Vice Principal, or Assistant Principal shall
submit his or her written objection(s) of the evaluation
within ten Principal, Vice Principal, and Assistant
Principal working days following the conference. The
objection(s) shall be attached to ecach party’s copy of the
annual petrformance report.

Each tenured Principal, Vice Principal, and Assistant Principal
shall be observed as described in N.J A.C. 6A:10-5.4, at least two
times during each school year. Each nontenured Principal, Vice
Principal, and Assistant Principal shall be observed as described in
N.IA.C. 6A:10-5.4 at least three times during each school year, as
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required by N.J.S.A. {8A:27-3.1. An additional observation shall
be conducted pursuant to N.J.A.C. 6A:10-2.5(h) for Principals,
Vice Principals, and Assistant Principals who are on a corrective
action plan.

M.  Principal Practice Instrument —N.J A.C.6A:10-73

1. The principal practice instrument approved by the Department
shall meet the following criteria:

a. Tncorporate domains of practice and/or performance criteria
that align to the 2015 2008-ISLLEC Professional Standards
for Educational Sechoel Leaders developed by the
National Policy Board for Educational Administration
(NPBEA) Interstate School —Leadership—icensure
Ceonsertiam incorporated herein by reference;avaitable-at:

| N AL TacTas AN aratolabal ~ealdacments IMNR fadent anal leaders
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b. Include scoring guides for assessing principal practice that

differentiate among a minimum of four levels of
performance, and the differentiation has been shown in
practice and/or research studies. Fach scoring guide shall
clearly define the expectations for each category and
provide a conversion to four rating categories;

c. Rely on, to the extent possible, multiple sources of
evidence collected throughout the school yeat, including,
but not limited to, evaluation of a Principal’s Jeadership
related to:

(1)  Implementing high-quality and standards-aligned
cutriculum, assessments, and instruction; and

(2)  Bvaluating the effectiveness of teaching staff
members and supporting their professional growth.
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d. Include  descriptions of  specific  training  and
implementation details required for the instrument to be
effective.

Adopted: 15 June 2017
Revised:
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4146 NONRENEWAL OF NONTENURED SUPPORT STAFF MEMBER
The Board will renew the employment contract of a nontenured support staff
member only upon the recommendation of the Superintendent and by a recorded
roll call majority vote of the full membership of the Board. The Board will not
withhold its approval for arbitrary and capricious reasons. A nontenured support
staff member who is not recommended for renewal by the Superintendent is
deemed nonrenewed.

When the nontenured support staff member’s performance does not meet the
standards of the school district, the Superintendent shall recommend not to renew
the montenured support staff member’s contract. Prior to notifying the
nontenured support staff member of the nonrenewal, the Superintendent will
notify the Board of the recommendation not to renew the nontenured support
staff member’s contract and the reasons for the recommendation.  The
Superintendent may notify the Board in a written notice or in executive session at
a full Board meeting. In the event the Board is notified in executive session, the
Superintendent will comply with the requirements of the Open Public Meetings
Act and provide reasonable notice to the nontenured support staff member their
employment will be discussed in executive session in order for the nontenured
support staff member to exercise their statutory right to request a public
discussion.

The Superintendent shall provide written notification to netify each nontenured
support staff member to whom reemployment will not be offered in-waiting in
accordance with the terms of any applicable collective bargaining agreement,
individual contract, or any other agreement between the parties.
Paraprofessionals continuously employed since the preceding September 30 as a
school aide or classroom aide in a school district that receives funding under Title
[ of the Federal Elementary and Secondary Education Act of 1965 shall be
notified of renewal or nonrenewal on or before May 15 in each year in accordance
with the provisions of N.J.S.A. 18A:27-10.2.
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Any nontenured support staff member receiving notice that a contract for the
succeeding year will not be offered, may within fifteen calendar days, request
in writing a statement of the reasons for such nonemployment which shall be
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the & nontenured support staff member in writing within thirty calendar days
after the receipt of such the request.

Whenever a nontenured support staff member has requested in writing and
teceived a written statement of reasons for non-reemployment pursuant to
N.J.S.A. 18A:27-3.2, the nontenured support staff member may request in
writing shal-have-the-right-to an informal appearance before the Board. The
written request shall be submitted to the Board within ten calendar days of
the nontenured support staff member’s receipt of the Board’s statement of
reasons. The informal appearance shall be scheduled within thirty calendar

statement of reasons
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The Board is not required to offer reemployment or vote on reemployment after
an informal appearance with a nontenured support staff member who was not
recommended for reemployment by the Superintendent. The Board may, with a
majority vote of its full membership in public session and without the
recommendation of the Superintendent, offer the nontenured support stafl
member reemployment after the informal appearance before the Board. Within
three working days following the informal appearance, the Board shall notify
the affected nontenured support staff member, in writing, of its final

determination. The-support-staff-member-will-be notified-of the-Board>s-final
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The provisions as outlined in Policy and Regulation 4146 may be revised or
adjusted by the Superintendent of Schools to be in accordance with the terms and
timelines of any applicable collective bargaining agreement, individual contract,
or any other agreement between the parties provided the terms are not contrary to
any statute, administrative code, or any management rights of the Board.

This Ppolicy does not apply to the contract renewal of the Treasurer of School
Moneys, Board Auditor, Board Attorney or Board Secretary, except a Board
Secretary who performs business administration functions.

N.J.S.A. 18A:27-3.2; 18A:27-4.1-
N.J.A.C. 6A:10-9.1

Adopted: 22 June 2006
Revised: January 16, 2020
Revised:
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[See POLICY ALERT Nos. 166, 201 and 223}

R 4146 NONRENEWAL OF NONTENURED SUPPORT STAFF MEMBER

A, Evaluations

1.

Bach nontenured support staff member shall be evaluated at least
one time each school year.

Evaluations shall set forth both the strengths and weaknesses of the
nontenured support staff member in order to provide an accurate
assessment  of histher performance and to encourage the
improvement of that performance.

Supervisors shall constructively point out performance deficiencies
and offer assistance to nontenured support staff members in the
improvement of professional skills.

B. Nonrenewal Recommendation

1.

When a nontenured support staff member’s performance does not
meet the standards of the school district, employment will not be
offered to the nontenured support staff member’s—immediate
superviser for the next succeeding

Uy amntendent 0o lator thamn_Anei ] that the cmanatt ataff memhbar
mraperhteltoinG-id ratefthRa iy eI e SHpportotarr Hrentutt

should not-be recmployed-in-the-followdng school year.

The nontenured support staff member shall be informed by the
Superintendent of Schools, in writing, that employment for the
next succeeding school year will not be offered. This written
notice shall be provided to the nontenured support staff member in
accordance with the timelines and terms of any applicable
collective bargaining agreement, individual confract, or any other
agreement between the parties.

A recommendation by the Superintendent to mot renew the
nontenured support staff member for-nonrenswal may be based
upon the nontenured support staff member’s cvaluations, job
performance, or any factor affecting histher employment in the
school this district.
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4. A nontenured support staff member contract can anly be renewed
only upon the Superintendent’s recommendation and a majotity
vote of the full membership of the Board. The Board shall sy
not withhold its approval for arbitrary and capricious reasons.

C. Nonrenewal Action
1. Prior to notifying the nentenured support staff member of the

nonrenewal, the Superintendent shall notify the Board of the
recommendation not to renew the nontenured support staff
member’s contract and the reasons for the recommendation.
'T‘]ne Supn1-;nf Q af . the
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may notify the Board members of the recommendation not to
renew the nontenured support teaching staff member’s contract
and the reasons for the recommendation in a written notice to the

Board prierte-May—15- a or in the alternative, the-Superintendent
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in aa executive session.
.on If notification is provided to the Board in
exccutive session, the Superintendent and the Board will meet in
executive session in accordance with the timelines and texrms of
any applicable collective bargaining agreement, individual
contract, or any other agreement between parties priosto-May
Quperinte
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a. Notice of the executive session shall be given in
accordance with N.J.S.A. 10:4-13 and individual notice
shall be given, not less than forty-eight hours in advance of
the meeting, to those nontenured support staff members
whose possible nonrenewal will be discussed at the
meeting. If any such nontenured support staff member
employee requests the discussion take place in public, the
recommendation for his/her nonrenewal will be severed
from any other nonrenewal recommendation and will be
scheduled for discussion at a public meeting.
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The Superintendent will ensure the timelines for nonrenewal
action are in accordance with the timelines and terms of any
applicable  collective pargaining agreement, individual
contract, or any other agreement between the parties.

A nontenured support staff member not recommended for renewal
by the Superintendent is deemed not renewed. A Board of
Education vote is not required on the Superintendent’s
recommendation(s) to not renew a nontenured support staff
member’s contract.

D. Notice of Nonrenewal

i
T

12.

The nonrenewal notice shall be s-weiting—and provided to the
nontenured support staff member not recommended for renewal by
the Superintendent in accordance with the terms of any
applicable collective bargaining agreement, individual confract, or
any other agreement between the parties. If hand delivered, a
record shall be made of the date on which delivery was made. If
sent by mail, the notice shall be sent registered mail, return receipt
requested, to the nmontenured support staff member’s address of
record.

E. Request for Statement of Reasons

Any nontenured support staff member receiving notice that a
contract for the succeeding school year will not be offered may,
within fifteen calendar days thereafter, request in writing a
statement of the reasons for such nonemployment which shall
be given to the nontenured support staff member in writing
thirty calendar days after the receipt of such request. A
Henvmﬂnrunrl cuBart ctaff _member wnll be  ociven—a e
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The statement of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons for the
nonrenewal. Where the nonrenewal is based on performance
deficiencies recorded in the nontenured support stafl member’s
's evaluations and the mnontenured support staff
member employee has been given a copy of those evaluations, the
statement of reasons may incorporate the evaluations by reference.

The statement of reasons may be prepared by the Superintendent or
the Board Secretary and shall be delivered to the nontenured
support staff member employee who requested the statement of
reasons it within thirty calendar days after the receipt of the
nontenured support staff member’s employee’s request for the
statement of reasons.

F. Nonrenewal Appearance

1.

Whenever the nontenured support staff member has requested
in writing and received a written statement of reasons for non-
reemployment pursuant to N.J.S.A.  18A:27-3.2, the
nontenured support staff member may request in writing an
informal appearance before the Board. The written request
shall be submitted to the Board within ten calendar days of the
nontenured support staff member’s receipt of the Board’s
statement of reasons

anal af an afatemant
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A_date-for-the The informal appearance shall be scheduled within
thirty calendar days from the nontenured support staff member’s
receipt of the Board’s statement of reasons. :
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The Board will exercise discretion in determining determine a
reasonable length of time for the proceeding to-be-devoted-to-the
appearance; depending  upon each instance’s  specific
circumstances.

The proceeding of an informal appearance before the Board may
be conducted in executive session pursuant fto N.JA.C
10:4-12(b)(8). If conducted in executive session notice must be
given in accordance with N.J.S.A. 10:4-13.

The Board shall provide the nontenured support staff member
adequate written notice regarding the date and time of the
informal appearance. : i
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The nontenured support staff member’s appearance before the
Board shall not be an adversary proceeding. The purpose of
the appearance shall be to provide the nontenured support
staff member the opportunity to convince Board of Education
members to offer reemployment. The-purpose-of-the-appearance
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The proceeding of an informal appearance before the Board shall
be conducted with the President of the Board presiding and-the

The nontenured support staff member may be represented by an
attorney or by one individual of histher choosing. He/She The
nontenured support staff member may present, on his or her
behalf, witnesses to-testify-en-his/her-behalf—Witnesses who do

SUPPORT STAFF MEMBERS
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not need to present testimony under oath; and-their-statements-may
b&fe-ee&‘éedw—"l—he shall not be cross- exammed by the Board wil}
Witnesses shalt
will be called one at a time into the meeting to address the Board
ene-at-a-time and shall be excused from the meeting after making
their statements.

G. Final Determination

1.

3L

~ A Board vote is not
tequired on the Superintendent’s recommendation(s) to not renew
a nontenured support staff member. However, after an informal
appearance before the Board, the Superintendent may make a
recommendation for reemployment of the nontenured support
staff member to the Votmg membels of the Board. %Eh%%eﬁﬂg

Superintendent’s—reconzmendation: If the Supermtendent

recommends the nontenured teaching staff member for
reemployment, the voting members of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the reemployment.

The Board may, with a majority vote of its full membership in
public session and without the recommendation of the
Superintendent, offer the nontenured support staff member
reemployment after the informal appearance before the Board.

Within three working days following the informal appearance,
the Board shall notify the affected nontenured support staff
member, in writing, of its final determination. The Board may
delegate mnotification of its final determination to the
Supermtendent or Board Secretary %e%ﬁ%@eta{ﬂmaﬁ@ﬁ

Issued: June 18, 2020

Revised:
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5460.02 BRIDGE YEAR PILOT PROGRAM

The New Jersey Commissioner of Education has established a three-year "Bridge Year Pilot
Program," under which each «chool district with a high school shall offer students in the
graduating classes of 2021 and 2022 the opportunity to pursue a Bridge Year during the year
immediately following their senior year of high school, in accordance with the provisions of P.L.
2020 c.41. The purpose of the Bridge Year Pilot Program shall be to provide participating
students an additional year to address learning loss and missed opportunities in extracurricular
activities, inclading spring sports programs, as 4 result of the public health state of emergency
caused by the COVID-19 pandemic.

For the purpose of this Policy, "host high school" means the high school that a student, who
pursues a Bridge Year pursuant to the provisions of P.L. 2020 c.41, attended as a junior in high
school.

Under the Bridge Year Pilot Program, each high school in a school district shall designate a
school staff member as a Bridge Year Liaison to serve as the school's central point of contact for
students interested in pursuing a Bridge Year and for students participating in a Bridge Year.
Nothing in P.L. 2020 c.41 shall be construed to require a school district to hire an individual to
serve as a Bridge Year Liaison.

To be eligible to participate in the Bridge Year Pilot Program, a student shall be nineteen yeats
of age or younger and shall not turn twenty years of age at any time during the Bridge Year,
except that a classified student shall be eligible to participate if the student will turn twenty years
of age during the Bridge Year due to setvices provided pursuant to the student's individualized
education program. To participate in the Bridge Year Pilot Program, eligible students must
notify their host high school’s Bridge Year Liaison by February 15 of their senior year.

The Bridge Year Liaison shall develop, in consultation with Bridge Year students, an Individual
Learning Plan (ILP) for each student. To ensure ample time to plan for the implementation of
services outlined in the ILP, each Bridge Year student’s ILP shall be completed by May 15, but
1o later than June 1 of the student’s senior year.

During the fall semester of the student's Bridge Year, the student shall take between nine and
twelve credits at the host high school, the county coliege that serves the county of the host high
school, or a combination thereof. During the spring semester of the student’s Bridge Year, the
student shall take between nine and twelve credits at the county college that serves the county of
the host high school. During either semester of the Bridge Year, a student may also take up to
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three credits offered by a four-year institution of higher education at any high school in the State
or at any other location to fulfill the student's credit requirement. At the conclusion of each
semester of the Bridge Year, the host high school shall update the student's high school transcript
to reflect any high school credits earned during the Bridge Year.

In the event that a student initially decides to pursue a Bridge Year in the fall semester, but does
not continue the Bridge Year in the spring semester, the student's host high school shall release
all final transcripts and other records as necessary and as may be requested. A student who
decides not to continue the Bridge Year in the spring semester shall not be eligible to participate
in a spring sports program or extracurricular activities pursuant to P.1. 2020 c.41.

The State Board of Education shall promulgate regulations pursuant to the " Administrative
Procedure Act,” P.L.1968, c.410 (C.52:14B -1 et seq.), necessary to effectuate the provisions of
P.L.2020 c.41.

The Higher Education Student Assistance Authority shall promulgate regulations, pursuant to the

" Administrative Procedure Act," P.L.1968, c.410 (C.52:14B -1 et seq.), necessary to effectuate
the provisions of subsection d. of section 2 of this Act.

P.1. 2020 c.4l

Adopted:
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[See POLICY ALERT No. 223]

R 5460.02 BRIDGE YEAR PILOT PROGRAM

All public school districts, including charter and renaissance schools, that enroll-
high school students must offer all eligible students the opportunity to participate
in the Bridge Year Pilot Program (P.L. 2020 c.41).

To participate in the Bridge Year Pilot Program, eligible students must notify
their host high school’s Bridge Year Liaison of their intent to participate by
February 15 of their senior year.

A Bridge Year Liaison

1. To facilitate compliance with the requirements of the Bridge Year
Pilot Program, cach public high schoo! in a school district shall
designate a school staff member as a Bridge Year Liaison.

2. The school’s Bridge Year Liaison shall serve as the school’s point
of contact for students interested in participating in the Bridge
Year Pilot Program, facilitate planning of the Bridge Year
students’ academic services, and regularly communicate with the
respective county college regarding students’ academic progress.

3. Bridge Year Liaisons shall develop, in consultation with Bridge
Year students, an Individual Learning Plan (ILP) for each student.

4. The Bridge Year Liaison:

a. Shall collect and report attendance in accordance with the
school district’s policy for those students participating in
classes not at the host high school consistent with N.JLA.C.
6A:16-7.6. Attendance for classes at the host high school
shall be collected and recorded in the normal course,

b. Must rteceive reports from the institution of higher
oducation that a Bridge Year student attends at least
quarterly. The reports must demonstrate, in a manner
specified by the student’s ILP, the student’s academic
progress and performance; and
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Shall ensure that at the conclusion of each semester of the
Bridge Year, the student’s high school transcript reflects
any high school and college credits carned during the
Bridge VYear in accordance with Policy and Regulation
5460.02.

B.  Student Eligibility

1.

To be eligible to participate in Bridge Year Pilot Program, a
student must:

Be in the graduating classes of 2021 or 2022;

Meet all applicable high school graduation requirements by
the end of their senior year of high school;

Be nineteen years old or younger during the entirety of the
Bridge Year; a student that would turn twenty years old
before the end of their Bridge Year is not eligible to
participate;

(1) A student with disabilities is eligible to participate if
the student will turn twenty years old during the
Bridge Year due to services provided under the
student’s individualized education program (LEP);
and

Maintain a grade point average of 2.0 during the Bridge
Year.

Students with disabilities who receive special education and related
services under the Individuals with Disabilities Education Act
(TDEA) must be granted the opportunity to participate in a school
district’s Bridge Year Pilot Program in accordance with Federal
and State special education requirements.

a.

Regarding the Bridge Year’s age requirements in B.l.c.
above, school districts that have students with disabilities
who have satisfied their State and local graduation
requirements, but may need an extra year of services, and
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will not turn twenty-one years old before June 30, may
receive setvices for another year as determined by the
student’s IEP team, which includes the student and the
student’s parent(s).

b. The school district’s Bridge Year Liaison should
collaborate with the student’s IEP team as the services
provided to students with disabilities should be focused on
transition services. Services shall be delivered via the IEP.

Academics

Individual Learning Plans (ILP)

a. Each Bridge Year student’s academic and co-curricular
goals for the Bridge Year shall be defined in an TLP. A
student’s TLP shall detail the activities and strategies for
accomplishing these goals, including, but not limited to,
counseling, academic  support, coursework,  and
co-curricular or athletic participation. The New Jersey
Department of Education (NJDOE) developed an ILP
template for school districts, which will be available on the
NIDOE’s webpage.

(1) In developing a student’s ILP, a school district
should utilize the considerations outlined in Bridge
Year Pilot Program (P.L. 2020 c.41)
Implementation Guidance.

b. To ensure ample time to plan for the implementation of
services outlined in the ILP, each Bridge Year student’s
ILP shall be completed by May 15, but no later than June 1
of the student’s senior yeat.

Academic and Course Requirements
a. Students participating in the Bridge Year Pilot Program

shall meet the following academic and course
requirements:
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During the fall semester, students shall take
between nine and twelve credits at the host high
school, county college in the county in which the
host high school is located, or a combination
thereof;

During the spring semester, students shall take
between nine and twelve credits at the county
college in the county in which the host high school
is located,

During either semester, students may take up to
three credits offered by a four-year institution of
higher education at any high schoo! in the State or
any other location to fulfill the student’s credit
requirements described in C.2.a.(1) and (2) above;

Students who pursue a Bridge Year and participate
in a spring sport sanctioned by the New Jersey State
Tnterscholastic Athletic Association (NJSTAA) shall
enroll in less than twelve college credits, or
otherwise be enrolled in a number of college credits
as to not be considered a full-time college student,
in each of the fall and spring semesters during the
student’s Bridge Year;

During the Bridge Year, students do not need to
participate in health, safety, and physical education
as required by N.LS.A. 18A:35-5, 7, and 8
(N.JLA.C. 6A:8-5.1(a)1.vi); and

A Bridge Year student shall be considered a
non-matriculated student of the respective county
college.
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b. Sohoo! districts that do not operate on the basis of fall and
spring semesters should meet the spirit of the academic and
course requirements outlined in C.2.a. above and ensure
that Bridge Year students meet their total credit
requirements for the entirety of the Bridge Year Pilot

Program.
3. Graduation
a. As stated in B.l.b. above, all students must meet all

applicable high school graduation requirements by the end
of their senior year of high school before participating in
the Bridge Year Pilot Program.

b. The Bridge Year student may participate in the graduation
ceremony at the end of his or her senior year or the end of
his or her Bridge Year.

c. The student’s diploma will be withheld and formal

matriculation from high school will be deferred until
completion of the Bridge Year Pilot Program.

(1)  Participating students are only held to the
graduation requirements of their senior year and are
not required to meet the graduation requirements of
their Bridge Year in order to receive their high
school diploma.

(a) For example, 12" graders in the graduating
class of 2021 — whose Bridge Year would
take place during the 2021-2022 school
year — will be held only to the graduation
requirements applicable to the class of 2021,
as modified pursuant to Executive Order 214
by the Governor of New Jersey, and not to
the graduation requirements for the class of
2022.
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d. At the conclusion of each semester of the Bridge Year Pilot
Program, the host high school shall update the student’s
high school transcript to reflect any high school credits
earned during the Bridge Year.

e. If a student decides to pursue a Bridge Year in the fall
semester, but does not continue the Bridge Year in the
spring semester, the student’s host high school shall release
all final transcripts and other records as necessary and as
may be requested.

D. Data Reporting
L. NJ SMART

a. The NIDOE will add a new field in the NJ SMART SID
Management to indicate whether 12t graders are planning
to participate in the Bridge Year Pilot Program in the
following year (beginning in the 2020-2021 school year) or
whether a 12" grader is currently participating in a Bridge
Year Pilot Program (beginning in the 2021-2022 school
year).

b. School districts will be required to begin entering this
information for all 12" graders beginning with the June
2021 snapshot.

2. School and District Accountability

a. Students participating in the Bridge Year Pilot Program
will continue to be included in the accountability
calculations for both Every Student Succeeds Act school
accountability and New Jersey Quality Single
Accountability Continuum (QSAC) district accountability
during their Bridge Year.

(1)  This would include graduation rate and chronic
absenteeism calculations for both school and district
accountability.
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(2)  Students partticipating in the Bridge Year Pilot
Program will not count as graduates for graduation
rate calculations until they receive a diploma at the
end of the Bridge Year.

E. Athletic Requirements

1.

Issued:

Students participating in the Bridge Year Pilot Program are eligible
to participate in NJSTAA sanctioned sports at their host high school
— and only at their host high school — during the spring season of
their Bridge Year.

a. Bridge Year students are not eligible to participate in fall or
winter sports during their Bridge Year.

Students must meet the eligibility requirements outlined by the
NISIAA.

A student who decides not to continue their Bridge Year in the
spring semester shall not be eligible to participate in a spring sports
program ot extracurricular activities.

Bridge Year students participating in spring athletics are subject to
the athletic code of conduct, and any other applicable codes, rules,
or school district policies as other students participating in the
spring sport.
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6471 SCHOOL DISTRICT TRAVEL

The Board of Education shall implement a Policy and Regulation pertaining to travel
expenditures for its employees and Board of Education members that is in accordance with
N.JS.A. 18A:11-12, N.JLA.C. 6A:23A-7, and other rules and procedures the Board of Education
deems appropriate pursuant to N.J.A.C. 6A:23A-7.2(a). The Policy and Regulation pertaining to
school district travel expenditures incorporates cither expressly, in whole or in part, and/or by
reference, the laws and regulations contained in N.J.S.A. 18A:11-12 and N.J.A.C. 6A:23A-T.

The Board of Education ensures the effective and efficient use of funds by adopting and
implementing policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and New
Jersey Department of the Treasuty, Office of Mapagement and Budget (OMB) cutrent circulars
and any superseding circulars pertaining to travel, meals, events and entertainment, and the
additional requirements set forth in NJA.C. 6A:23A-7. If any superseding circulars of the
OMB conflict with the provisions of these rules, the provisions of the superseding circulars shall
govern.

Any sections of State travel regulations as established by the OMB presented as OMB Travel,
Entertainment, Meals, and Refreshments Circulars, that conflict with N.J.S.A. 18A:1-1 et seq.
shall not be included in Policy and Regulation 6471 nor authorized under N.J.A.C. 6A:23A-7.
This includes, but is not limited to, the authotity to issue travel charge cards as allowed under the
OMB Circulars, but which is not authorized for school districts under New Jersey school law.

The Boatd of Education shall ensure, through Policy and Regulation 6471, that all travel by its
employees and Board of Education members is educationally necessary and fiscally prudent.
Policy and Regulation 6471 shall include the requirement that all school district travel
expenditures are:

1. Directly related to and within the scope of the employee's or district Board
member's current responsibilities and, for school district employees, the school
district's professional development plan, the school professional development
plan, and employee’s individual professional development plan;

2. For travel that is critical to the instructional needs of the school district or furthers
the efficient operation of the school district; and
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3. In compliance with State travel payment guidelines as established by the OMB
and with guidelines established by the Federal Office of Management and Budget;
except any State or Federal regulations and guidelines that conflict with the
provisions of Title 18A of the New Jersey Statutes shall not be applicable,
including, but not limited to, the authority to issue travel charge cards. The Board
of Education shall specify in its travel policy the applicable restrictions and
requirements set forth in the State and Federal guidelines, including, but not
limited to, types of travel, methods of transportation, mileage allowance,
subsistence allowance, and submission of supporting documentation including
receipts, checks, or vouchers.

School district travel expenditures shall include, but shall not be limited to, all costs for
transportation, meals, lodging, and registration or conference fees directly related to participation
in the event.

School district travel expenditures subject to N.J.A.C. 6A:23A-7 shall include costs for all
required training and all travel authorized in school district employee contracts and Policy and
Regulation 6471. This includes, but is not limited to, required professional development, other
employee training and required training for Board members, and attendance at specific
conferences authorized in existing employee contracts, provided the travel meets the
requirements of N.JLA.C. 6A:23A-7. All such expenditures are subject to the rules in NJ.A.C.
6A:23A-7, including, but not limited to, inclusion in the annual travel limit, prior Board of
Education approval, separate tracking as described at N.J.S.A. 18A:11-12.q., and per diem
reimbursements.

Travel reimbursements will only be paid upon compliance with all provisions of N.J.A.C.
6A:23A-7 and Policy and Regulation 6471, The Board of Education will not ratify or approve
payments ot reimbursermnents for travel after completion of the travel event, except as provided at
NJ.A.C. 6A:23A-7.4(d).

The Board of Education shall establish a maximum travel budget in accordance with the
requirements outlined in N.J.A.C. 6A23A-7.3.

The Board of Education authorizes an annual maximum amount per employee for regular
business travel only for which Board of Education approval is not required. The annual
maximum shall not exceed $_ 150 per employee or Board membet and shall be subject
to the approval requirements in N.J.S.A. 18A:19-1.
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All travel requests must be submitted and approved in writing by the Superintendent of Schools
and the majority of the Board of Education’s full voting membership of the Board, except if the
Roard of Education has excluded regular business travel from prior approval pursuant {o
N.IA.C. 6A:23A-7.3(b), prior to obligating the school district to pay related expenses and prior
to attendance at the travel event.

All travel requests for Board members shall require prior approval by a majority of the Board of
Education's full voting membership, except where the Board of Education has excluded regular
business travel from prior approval pursuant to N.J A.C. 6A:23A-7.3(b), and the travel shall be
in compliance with N.J.S.A. 18A:12-24 and 24.1.

A Board member must recuse himself or herself from voting on travel if the Board member, a
member of his or her immediate family, or a business organization in which he or she has an
interest has a direct or indirect financial involvement that may reasonably be expected to impair
his or her objectivity or independence of judgment. Policy and Regulation 6471 prohibit a Board
member from acting in his or her official capacity in any matter in which he or she or a member
of his or her immediate family has a personal involvement that is or creates some benefit to the
school district Board member or member of his or her immediate family; or undertaking any
employment or service, whether compensated or not, that may reasonably be expected to
prejudice his or her independence of judgment in the execution of his or her official duties.

The Board of Education excludes from the requirements of prior Board of Education
approval any travel caused by or subject to existing contractual provisions, including
grants and donations, and other statutory requirements, o Federal regulatory
requirements in accordance with the provisions of N.J.A.C. 6A:23A-7.4(d).]

The Board of Education requires documentation required in N.JA.C. 6A:23A-7.5(b) that
justifies the number of employees attending an event and the benefits derived from their
attendance.  Pursuant to N.JAC. 6A:23A-7.5(c), the school district shall maintain
documentation on file that demonstrates compliance with the Board of Education's travel policy,
including travel approvals, reports, and receipts for all school district funded expenditures, as
appropriate.

The School Business Administrator/Board Secretary shall be responsible for the accounting
requirements for travel in accordance with the provisions of N.J.A.C. 6A:23A-7.6.
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The Superintendent of Schools and the School Business Administrator are the final
approval authorities for travel.

Qanctions for a violation of the provisions of N.JLA.C. 6A:23A-7 or this Policy are outlined in
N.IA.C. 6A:23A-7.7 and Regulation 6471.

The Board of Education prohibits the types of travel expenditures not eligible for reimbursement
as listed in N.TLA.C. 6A:23A-7.8. and Regulation 6471.

Travel methods shall be in accordance with the provisions of N.JLA.C. 6A:23A-7.9 and
Regulation 6471 and the routing of travel shall be in accordance with the provisions of N.JLA.C.
6A:23A-7.10 and Regulation 6471.

Any subsistence allowance shall be in accordance with the provisions of N.J.A.C. 6A:23A-7.11
and Regulation 6471. Meal allowances and incidental expenditures shall be in accordance with
N.JA.C. 6A:23A-7.12 and Regulation 6471.

Reimbursement for out-of-State and high-cost travel shall be made pursuant to NJ.S.A.
18A:11-12, N.J.A.C. 6A:23A-5.9, and Policy and Regulation 6471.

Records and supporting documentation must be completed and maintained as required in
N.IA.C. 6A:23A~7.13 and outlined in Regulation 6471.

The Board of Education shall approve the mileage reimbursement amount to be paid to an
employee who has been approved by the Superintendent or designee to use their personal vehicle
for school-related business.

N.IS.A. 18A:11-12
NJ.A.C. 6A123A-5.9; 6A:23A-7

Adopted: Adopted: 18 June 2009
Revised: 18 March 2010
Revised:




a

] E GULATI ON Englewood School District

FINANCES

R 6471/page 1 of 2

School District Travel Pr -
May 21
M

[See POLICY ALERT Nos. 184, 188 and 223]

R 6471 SCHOOL DISTRICT TRAVEL PROCEDURES

A, Definitions (N.J.S.A. 6A:23A-1.2)

1.

For the purpose of this Policy, “travel expenditures” means those
costs paid by the school district using local, State, or Federal funds,
whether directly by the school district or by employee
reimbursement, for travel by school district employees and district
Board of Education members, to the following five types of travel
gvenls:

a. Training and seminars - means all regularly scheduled,
formal residential or non-residential training functions
conducted at a hotel, motel, convention center, residential
facility, or at any educational institutjon or facility;

b. Conventions and conferences — means general programs,
sponsored by professional associations on a regular basis,
which address subjects of particular interest to a school
district or are convened to conduct association business.
The primary purpose of employee attendance at
conferences and conventions is the development of new
skills and knowledge or the reinforcement of those skills
and knowledge in a particular field related to school district
operations. These are distinct from formal staff training
and seminars, although some training may take place at
such events;

c. School district sponsored events - means conferences,
conventions, receptions, or special meetings, where the
school plans, develops, implements, and coordinates the
event and is the event’s primary financial backer. School
district employees are actively involved in working the
event and other employees may attend as participants;
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Regular school district business travel — means all regular
official business travel, including attendance at meetings,
conferences, and any other gatherings which are not
covered by the definitions included in a., b., and ¢. above.
Regular school district business travel also includes
attendance at regularly scheduled in-State county meetings
and Department-sponsored or association-sponsored events
provided free of charge and regularly scheduled in-State
professional development activities with a registration fee
that does not exceed $150 per employee or district Board
member. The $150 limit per employee or district Board
member may be adjusted by inflation; and

Retreats — means meetings with school district employees
and school Board members, held away from the normal
work environment at which organizational goals and
objectives are discussed. If available, school district
facilities shall be utilized for this type of event.

B. Maximum Travel Budget (N.J.A.C. 6A:23A-7.3)

1.

Annually in the prebudget year, the Board of Education shall
establish by resolution a maximum travel expenditure amount for
the budget year, which the school district shall not exceed. The
resolution shall also include the maximum amount established for
the prebudget year and the amount spent to date.

a.

The maximum school district travel expenditure amount
shall include all travel supported by local and State funds.

The Board may exclude travel expenditures supported by
Federal funds from the maximum travel expenditure
amount.

(1)  If Federal funds are excluded from the established
maximum amount, the Board shall include in the
resolution the total amount of travel supported by
Federal funds from the prior year, prebudget year,
and projected for the budget year.
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Exclusion of Federal funds from the annual maximum
travel budget shall mot exempt such travel from the
requirements applicable to State and local funds.

The Board of Education may authorize an annual maximum
amount per employee for regular business travel only for which
Board of Education approval is not required.

a.

The annual maxintum shall not exceed $1,500 and shall be
subject to the approval requirements inN.J.S.A. 18A:19-1.

Regular school district business travel as defined in
NJAC. 6A:23A-1.2 and in this Regulation shall include
attendance at regularly scheduled in-State county meetings
and Department-sponsored or association-sponsored events
provided free of charge. It also shall include regularly
scheduled in-State professional development activities for
which the registration fee does not exceed $150 per
employee or Board member.

Regular school district business travel shall require
approval of the Superintendent prior to obligating the
school district to pay related expenses and prior to
attendance at the travel event.

(1)  The Superintendent shall designate an alternate
approval authority to approve travel requests in his
or her absence when necessary to obtain timely
district Board of Education approval,

(2)  The Superintendent shall establish, in writing, the
internal levels of approval required prior to his or
her approval of the travel event, as applicable.

C. Travel Approval Procedures (N.J A.C. 6A:23A-7.4)

1.

All travel requests for employees of the school district shall be
submitted to the Superintendent or designee and approved in
writing by the Superintendent and approved by a majority of the
Board of Education's full voting membership, except if the Board
of Bducation has excluded regular business travel from prior
approval in Policy 6471 pursuant to N.J.A.C. 6A:23A-7.3(b), prior
to obligating the school district to pay related expenses and priot to
attendance at the travel event.
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a. The Superintendent shall designate an alternate approval
authority to approve travel requests in his or her absence
when necessary to obtain timely Board approval.

b. The Supetintendent shall establish, in writing, the internal
levels of preliminary approval required prior to the
Superintendent’s approval of the travel event, as applicable.

(1)  The School Business Administrator/Board Secretary
or designee shall review all travel requests either
before or after the Superintendent’s approval and
prior to submission of the Board for approval to
determine if the expenses as outlined in the request
are in compliance with the requirements of N.I.S.A.
i8A:11-12, N.JLA.C. 6A:23A-7, the currenf State
travel payment guidelines established by the
Department of the Treasury, and the current
guidelines established by the Federal Office of
Management and Budget,

(a)  If any travel expenses requested are not in
compliance with the guidelines outlined
above, the School Business
Administratot/Board Secretary or designee
will return the request to be revised in
accordance with the guidelines outlined
above.

()  The Superintendent may deny the request,
approve the request conditioned upon the
staff member assuming the financial
tesponsibility for those travel expenses that
are not in compliance with the guidelines, o
may return the request to the school staff
member to be revised in accordance with the
guidelines outlined above.

2. All travel requests for Board members shall require prior approval

by a majority of the Board's full voting membership, except where
the Board has excluded regular business travel from prior approval
pursuant to N.JA.C. 6A:23A-7.3(b), and the travel shall be in
compliance with N.I.S.A. 18A:12-24 and 24.1.
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The Board of Education may approve, at any time prior to the
event, travel for multiple months as long as the approval detailed in
Board of Education minutes itemizes the approval by event, total
cost, and number of employees and/ot Board members attending
the event. General or blanket pre-approval shall not be authorized.

All travel requests shall receive prior approval of the Board of
Education except if the Board has excluded from the requirements
prior Board approval of any travel caused by or subject to existing
contractual provisions, including grants and donations, and other
statutory requiremnents, or Federal regulatory tequirements in
Policy 6471 pursuant to NJ.AC. 6A:23A-74(d). For the
exclusion of prior Board approval to apply, the required travel
event shall be detailed, with number of employee(s), Board
member(s), and total cost in the applicable contract, grant,
donation, statute, or Federal regulation.

a. This shall not include general grant guidelines or
regulations that are permissive, but do not require the travel
event, unless the specific travel event, number of
employee(s), Board member(s), and total cost is detailed in
the approved grant, donation, or other fund acceptance
agreement.

b. This shall not include general confractual provisions in
employment contracts for continuing education or
professional development, except if the Board has included
in its policy a maximum amount per employee for regular
business travel that does not require prior Board of
Education approval pursuant to N.J AC, 6A:23A-7.3,

If occasional unforeseen situations arise wherein a travel request
cannot obtain prior approval of the Board of Education,
justification shall be included in the text of the travel request.
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a. Such requests shall require prior written approval of the
Superintendent or designee, and the Executive County
Superintendent or designee.

b. The Board shall ratify the request at its next regularly
scheduled meeting.

c. Travel to conferences, conventions, and symposiums shall
not be considered emergencies and shall not be approved
after the fact.

Subsequent to pre-approval by a majority of the full voting
membership of the Board of Education, reimbursement of
prospective employee travel expense shall be pre-approved by the
Executive County Supetintendent.

D. Required Documentation for Travel (N.J.A.C. 6A:23A-7.5)

1.

The Board of Education requires the documentation listed in D.2.
below to justify the number of employees attending an event and
the benefits to be derived from their attendance;

Neither the Superintendent or designee, nor the Board of Education
shall approve a travel request unless it includes, at a minimum, the
following information:

a. The name and date(s) of the event;

b. A list of Board members and/or employees to attend, either
by name and title;

C. The estimated cost associated with travel;

d. A justification and brief statement that includes the primary
purpose for the travel, the key issues that will be addressed
at the event, and their relevance to improving instruction or
the opetation of the school district.

(1) For training events, the statement must include
‘whether the training is for a certification required
for continued employment, continuing education
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requirements, requirements of Federal or State law,
or other purpose telated to the programs and
services currently being delivered or soon to be
implemented in the school district; or related to
school district operations;

e. The account number and funding source - Federal, State,
private, or local; and

f. For apnual events, the fotal attendance and cost for the
previous year.

The school district shall maintain documentation on file that
demonstrates compliance with the Board of Education's travel
policy, including travel approvals, reports, and receipts for all
school district funded expenditures, as appropriate.

Business Administrator/Board ~ Secretary Responsibilities

Regarding Accounting for Travel (N.JA.C. 6A:23A-7.6)

1.

The School Business Administrator/Board Secretary of designee
shall prepare itemized travel budgets by function and object of
expense for each cost center, department, or location maintained in
the school district's accounting system, as applicable, as part of the
preparation of and documentation for the annual school district
budget.

a. The aggregate amount of all travel budgets shall not exceed
the Board of FEducation approved maximum travel
expenditure amount for the budget year as required by
N.JLA.C. 6A:23A-T73.

The School Business Administrator/Board Secretary shall maintain
separate accounting for school district travel expenditures, as
necessary, to ensure compliance with the school district's
maximum travel expenditure amount. The separate accounting
tracking system may include, but need not be limited to, a separaie
or offline accounting of such expenditures or expanding the school
district's accounting system.  The tracking system shall be
sufficient to demonstrate compliance with Policy and Regulation
6471 and N.J.A.C. 6A:23A-7, and shall be in a detailed format

suitable for audit.
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The School Business Administrator/Board Secretary or designee
shall review and approve the cost and supporting documentation
required by N.J.A.C. 6A:23A-7 and submitted by the person(s)
having incurred travel —expense. The School Business
Administrator shall not approve or issue payment of travel
expenditures or reimbursement requests until all required
documentation and information to support the payment has been
submitted, and shall not approve any travel expenditure that, when
added to already approved travel expenditures, would exceed the
Board of Education approved maximum travel expenditure amount
for the budget year.

The School Business Administrator/Board Secretary shall be
responsible for the adequacy of documentation of transactions
processed by his or her staff and the retention of the documentation
to permit audits of the records,

A Board of Fducation employee, a Board member, or an
organization shall not receive partial or full payment for travel and
travel-related expenses in advance of the travel, pursuant to
N.IS.A. 18A:19-1 et seq. The payment of travel and travel-related
expenses, including iravel-related purchases for which a purchase
order is mot applicable, shall be made personally by a school
district employee or Board member and reimbursed at the
conclusion of the travel event. N.J.A.C. 6A:23A-7.6, Policy 6471,
and this Regulation do not preclude the school district from paying
the vendor directly with the proper use of a purchase order (for
example, for tegistration, airline tickets, hotel).

F. Sanctions for Violations of Travel Requirements (N JA.C. 6A:23A-7.7)

1.

A Board of Education that violates its established maximum travel
expenditure, as set forth in N.J.A.C. 6A:23A-7.3, or that otherwise
is not in compliance with N.JA.C. 6A:23A-7 travel limitations,
may be subject to sanctions by the Commissioner as authorized
pursuant to N.J.S.A. 18A:4-23 and 24, including reduction of State
aid in an amount equal to any excess expenditure pursuant to
N.J.S.A. 18A:11-12 and 18A:7F-60.
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The staff member designated as the final approval authority for
travel who approves any travel request or reimbursement in
violation of N.J.A.C. 6A:23A-7 and Policy and Regulation 6471
shall reimburse the school district in an amount equal to three
times the cost associated with attending the event, pursuant to
N.J.S.A. 18A:11-12.

An employee or Board member who violates the provisions of
NJAC., 6A:23A-7 and Policy and Regulation 6471 shall be
required to reimburse the school district in an amount equal fo
three times the cost associated with attending the event, pursuant to
N.J.S.A. 18A:11-12.

In accordance with N.JA.C. 6A123A-7.7(d), there must be
procedures to monitor compliance and application of the penalty,
as outlined in N.JLA.C. 6A:23A-7.7, upon determination a violation
has oocurred after Board of Education payment of the event.

a. In addition to the annual audit test procedures to ensure
compliance as required in N.J.A.C. 6A:23A-7.7(e) and F.5.
below, the School Business Administrator/Board Secretary
will designee a staff member to review travel payments that
are being recommended to the Board for payment prior to
Board approval and travel payments previously approved
by the Board for payment and paid for any violations.

(1)  In the event the annual audit test procedures or the
review by the staff member designated by the
School Business Administrator/Board Secretary
determines a travel payment recommended to the
Board for payment or a travel payment previously
approved by the Board and was paid in violation of
NJIA.C. 6A23A-7 and Policy and Regulation
6471, the school district auditor or the staff member
designated by the School Business
Administrator/Board Secretary shall inform the
Superintendent of Schools of the violation in
writing.
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(2)  The Superintendent shall determine if a violation of
NJ.A.C. 6A:23A-7 requires a penalty in accordance
with N.JA.C. 6A:23A-7.7.

(3)  If a violation is determined prior to payment or
reimbursement  of  the travel event, the
Superintendent may exclude application of any
additional penalties.

The annual audit conducted pursuant to N.J.S.A. 18A:23-1 shall
include test procedures to ensure compliance with the Board of
Education's policy and travel limitations set forth in this section
and N.J.S.A. 18A:11-12.

G. Prohibitive Travel Reimbursements (N.J.A.C. 6A:23A-7.8)

1.

The following types of expenditures are not cligible for
reimbursement:

a. Qubsistence reimbursement for one-day trips, except for
meals expressly authorized by and in accordance with
N.JA.C. 6A:23A-7.12;

b. Qubsistence reimbursement for overnight travel within the
State, except where authorized by the Commissioner in
accordance with N.J.A.C. 6A:23A-7.11;

c. Travel by Board members or employees whose duties are
unrelated to the purpose of the travel event or who ate not
required to attend to meet continuing  educations
requirements or to comply with law or regulation;

d. Travel by spouses, civil union partners, domestic partners,
immediate family members, and other relatives;

e. Costs for employee attendance for coordinating other
attendees’ accommodations at the travel event;
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Lunch or refreshments for training sessions and retreats
held within the school district, including in-service days
and for employee participants traveling from other
locations within the school district;

Training to maintain a certification that is not required as a
condition of employment (For example: CPE credits to
maintain a CPA license if the employee is not required to
be a CPA for continued school district employment);

Charges for laundry, valet service, and entertainment;

Limousine services and chauffeuring costs to, or during, the
event;

Car rentals, either utilized for airport transportation or
transportation at a conference, convention, etc., unless
absolutely necessary for the conduct of school district
business. Justification shall accompany any request for car
rentals. If approved, the most economical car rental is to be
used, including the use of subcompacts and discounted and
special rates. An example of the justified use of a car rental
is when an employee is out of State, making inspections at
various locations, and the use of public transportation is
impracticable. When car rental is authorized, the employee
shall not be issued an advance payment for the anticipated
expense associated with the rental;

Alcoholic beverages,

Dntertainment costs, including amusement, diversion,
social activities, and any costs directly associated with such
costs (such as tickets to shows or sports events, meals,

lodging, rentals, transportation, and gratuities);

Gratuities or tips in excess of those permitted by Federal
per diem rates;

Reverse telephone charges or third party calls;
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0, Hospitality rooms;
p. Souvenirs, memorabilia, promotional items, or gifts;
Q. Air fare without documentation of quotes from at least

three airlines and/or on-line services; and

T Other travel expenditures that are unnecessary and/or
excessive,

H. Travel Methods (N.JLA.C. 6A:23A-7.9)

1.

For the purpose of section H. of this Regulation and N.J.A.C.
6A:23A-7.9, "transportation” means necessary official travel on
railroads, airlines, shutles, buses, taxicabs, rideshares, school
district-owned or leased vehicles, and personal vehicles.

The purchase or payment of related transportation expenses shall
be made by purchase order or personally by a school district
employee or Board member and reimbursed at the conclusion of
the travel event. An actual invoice or receipt for each purchase or
expense shall be submitted with a claim for reimbursement.

Pursuant to Office of Management and Budget (OMB) Travel
Circulars and N.J.A.C. 6A:23A-7.1 et seq., the following travel
methods requirements shall apply:

a. Air and rail tickets shall be purchased via the Internet, if
possible, using airline or online travel services such as
Travelocity, Expedia, or Hotwire.

b. Air travel shall be authorized only when determined that it
is necessary and advantageous to conduct school district
business.

(1)  The most cconomical air travel should be used,
including the use of discounted and special rates.
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The following options should be considered when
booking tickets:

(a)
(b)

(©

(d)

()
®

Connecting versus nonstop flights;

Departing earlier or later compared to the
preferred departure time;

Utilizing alternative airports within a city,
for example, Chicago, Ilinois-Midway
Airport versus O'Hare Airport]

Utilizing alternative cities, for example,
Newark versus Philadelphia;

Utilizing "low cost" airlines; and

Exploring alternate arrival and/or departure
days.

No employee or Board member can earn benefits as
a result of school district funded travel. Employees
and Board members shall be prohibited from
receiving "frequent flyer" or other benefits accruing
from school district funded travel.

Airfare other than economy (that is, business or first
class) shall not be fully reimbursed by the school
district except when travel in such classes:

(a)
(b)

(©)

Is less expensive than economy;

Avoids circuitous routings or excessive
flight duration; or

Would result in overall transportation cost
savings.
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All airfare other than economy and not covered by
the above exceptions purchased by an employee or
Board member shall be reimbursed only at the
economy rate for the approved destination.

Cost estimates on travel requests and associated
authorizations shall be consistent with current
aifdine tariffs, with consideration of available
special fares or discounts, for the requested
destination.

Airline tickets shall not be booked until all
necessary approvals have been obtained.

Additional expenses over and above the authorized
travel request shall be considered only for factors
outside the purchaser's control. The burden of proof
shall be placed upon the purchaser and any
additional expenses incurred without sufficient
justification and documentation, as determined by
the School Business Administrator/Board Secretary,
shall not be reimbursed.

Justification shall accompany requests for airline
ticket reimbursement when purchased by employees
ot Board members contrary to H.3.b.(1) through (8)
above. Sufficient justification shall be considered
only for factors outside the purchaser's control.
Noncompliant ~ purchases  without sufficient
justification shall not be reimbursed.

C. ‘Rail travel shall be authorized only when determined that it
is necessary and advantageous to conduct school district
business.

(D

The most economical scheduling of rail travel shall
be utilized, including excursion and government
discounts, whenever applicable.
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(2)  The use of high-speed rail services, such as Acela,
shall not be authorized. -
(3)  Alirail travel shall be processed in the same manner
as prescribed for air travel in H.3 .b. above.
d. Use of a school district-owned or -leased vehicle shall be

the first means of ground transportation. Use of a

pers

onally owned vehicle on a mileage basis shall not be

permitted for official business whete a school district-
owned or -leased vehicle is available.

M

2)

3)

(“)

Mileage allowance in lieu of actual expenses of
transportation shall be approved by the Board and
allowed at the rate authorized by the annual State
Appropriations Act, or a lesser rate at the Board’s
discretion for an employee or Board member
traveling by his or ber personally owned vehicle on
official business.

(a) If any condition in an existing negotiated
contract is in conflict with the OMB Travel
Circulars, such as  the  milcage
reimbursement rates, the provisions of the
existing contract shall prevail.

Parking and toll charges shall be allowed in addition
to mileage allowance.

Reimbursement for travel to points outside the State
by automobile shall be permitted when such
artangements prove to be more efficient and
economical than other means of public
transportation.

In determining the relative costs of ptivate and
public transportation, all associated costs (that is,
tolls, taxicabs, airport or station transfers, etc.) shall
be considered.
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(5)  All employees and Board members using privately
owned cars in the performance of their duties for
the school district shall present a New Jersey
Insurance Identification Card indicating that
insurance coverage is in full force and effect with
companies approved by the State Department of
Banking and Insurance. The card shall be made
available to the Superintendent or designee before
authorization to use privately owned cars.

(6) Employees and district Board members who are
out-of-State residents shall provide appropriate
insurance identification in lieu of the New Jersey
Insurance Identification Card.

School district-owned or -leased vehicles shall be utilized
in accordance with N.J.A.C. 6A:23A-6.12.

Necessaty taxicab or rideshare charges shall be permitted.
However, travel to and from airpoits, downtown areas, and
between hotel and event site shall be confined to regularly
scheduled shuttle service, whenever such service 18
complimentary or is less costly. If shuttle service is not
available, taxicabs or rideshares may be used.

Cruises shall not be permitted for travel events or
transpottation.

1. Routing of Travel (N.JA.C. 6A:23A-7.10)

1. Pursuant to State travel guidelines as established by the New
Jersey Department of the Treasury, Office of Management and
Budget, and presented in the OMB Travel Circulars:

d.

All trave! shail follow the most direct, economical, and
usually traveled route. Travel by other routes as a result of
official mnecessity shall be eligible for payment or
reimbursement only if satisfactorily established in advance
of such travel.
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b. If a person travels by indirect route for personal
convenience, the extra expense shall be borne by the
individual.

C. Reimbursement for expenses shall be based only on

charges that do not exceed what would have been incurred
by using the most direct, cconomical, and usually traveled
route.

J. Subsistence Allowance — Overnight Travel (N.J.A.C. 6A:23A-7.1 1)

1.

Pursuant to the State travel guidelines as established by the New
Jersey Department of the Treasury, Office of Management and
Budget, and presented in the OMB Travel Circulars, one-day trips
that do not involve overnight lodging shall not be eligible for
subsistence reimbursement, except for meals expressly authorized
by and in accordance with the provisions of N.JA.C.

6A23A-7.12.

Pursuant to the OMB Travel Circulars, generally, overnight travel
shall not be eligible for subsistence reimbursement if travel is
within the State. Overnight travel is permitted if it is authorized
pursuant to 3. below, or is a required component by the entity
issuing a grant, donation, or other funding agreement with the
school district. The specific required overnight in-State travel
event shall be detailed in the final grant, donation, or other fund
acceptance agreement along with the number of authorized
travelers and total cost. All reimbursements shall be subject to
N.IAC. 6A:23A-7 unless the funding acceptance agreement

specifies otherwise.

Pursuant to the State travel regulations as established by the New
Jersey Department of the Treasury, Office of Management and
Budget, and presented in the OMB Travel Circulars, the
Commissioner shall be authorized to grant waivers for overnight
travel for Board members and school district employees to attend
in-State conferences.
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a. Such waivers will be granted in only extremely limited
circumstances when the sponsoring organization can
demonstrate the conference is broad and multi-disciplinary
in scope, incorporates content offerings from numerous
specialty areas, and includes important professional

development opportunities and/or required training.

b. The sponsoting organization shall demonstrate the
conference’s content, structure, scheduling, and anticipated
attendance necessitate that it be held on multiple
consecutive days with overnight lodging. When such
waivers are granted, individual school districts or.
individuals shall not be required to submit waiver requests
for attendance at these conferences.

C. Sponsors of in-State conferences may submit to the
Commissioner a request for a waiver of this prohibition by
providing information regarding the conference as follows:

(1)  The name and dates of the event;

(2)  Justification for the length of the conference and the
necessity to hold events for each day beyond the
first day of the conference;

(3)  Identification of all other conferences sponsored or
co-sponsored by the organization (whether single or

multi-day) in the previous year;

(4) A description of the target audience by position title
and/or educational certificate and endorsement;

(5) Tustification of the importance of the target
audience attending the event;

(6) The cost of registration;
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(7) A detailed list and description of any activities to be
charged to the participants by the sponsor separate
from the registration fee, such as luncheons,
workshops, entertainment, etc., including:

(a) The cost of the activity;

(b) ~ Whether participation is mandatory of
voluntary; and

(c) The purpose such as social, guest speaker,
working session, etc.

(8) A copy of agenda or program for the event;

(9) A brief statement that includes the primary purpose
of the event, the key issues that will be addressed at
the event, and their relevance to improving
instruction or the operation of a school or school
district;

(10)  For training events, whether the training is needed
for a certification required for continued
employment, continuing education requirements, or
requirements of Federal or State law, and

(11)  For annual events, total attendance, and registration
cost for the previous year.

4, If a waiver of the prohibition on overnight travel is granted
pursuant to N.JA.C. 6A:23A-7.11, it shall permit reimbursement
for travel expenses only for individuals whose home-~to-convention
commute exceeds fifty miles.

5. Overnight travel within the State shall not be eligible for
subsistence reimbursement if travel is on the day prior to the start
of the conference. Reimbursement shall be prohibited for lodging
prior to check-in time for the first day of the event or after check-
out time on the last day of the event.
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6. The United States General Services Administration publishes a
schedule of Federal per diem rates in the Federal Register for
approved overnight travel by the event location. The latest Federal
per diem rates schedule for lodging, meals, and incidental expenses
by location can be found at www.gsa.gov. The following
restrictions apply to allowable per diem reimbursements:

a. Allowable per diem reimbursement for lodging, meals, and
incidentals shall be actual reasonable costs, not to exceed
the Federal per diem rates for the event location.
Registration and conference fees are not subject to the
Federal per diem rate caps. If the event location is not
listed, the maximum per diem allowance shall be equal to
the standard Continental United States (CONUS) per diem
rates published by the General Services Administration for
meals, incidental expenses, and lodging.

b. Pursuant to N.JS.A. 18A:11-12.0., reimbursement for
lodging expenses for overnight travel, out-of-State or in-
State as authorized by the Commissioner, may exceed the
Federal per diem rates if the hotel is the site of the
convention, conference, seminat, or meeting and the going
cate of the hotel is in excess of Federal per diem rates.

(1)  If the hotel at the site of the current travel event is
not available, lodging may be paid for similar
accommodations at a rate not 1o exceed the hotel
sate at the site of the current event.

(2)  If there is no hotel at the site of the current travel
event (for example, Atlantic City Convention
Center), then reimbursement for lodging shall not
exceed the Federal per diem rate.

c. If the meal is not part of a one-sum fee for a travel event,
reimbursement may be approved for the full cost of an
official convention meal that the employee or Board
member attends, when such meal is scheduled as an
integral part of the convention or conference proceedings.
Receipts shall be submitted to obtain reimbursement in
such situations. The amount of the Federal per diem rate
for the corresponding meal shall be deducted from. that
day's subsistence allowance.
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d. The allowance for a meal(s) or incidentals shail not be
eligible for reimbursement when included and paid in the
registration fee, the cost of lodging, or transportation
charge.

e. Receipts shall be required for all hotel and incidental
expenses. Meal expenses under the Federal per diem
allowance limits shall not require receipts pursuant to
N.J.S.A, 18A:11-12.0.(3), unless required by the Board of
Education.

f. If the total per diem reimbursement is greater than the
Federal per diem rates, the costs shall be considered
excessive in the absence of substantial justification
accompanying the travel youcher submitted by the
employee or district Board member. In such cases, receipts
shall be submitted for all costs, including meals,

g. Employees and Board members shall patronize hotels and
motels that offer special rates to government employees
unless alternative lodging offers greater cost benefits or is
more advantageous to the conduct of school district
business.

h. Actual subsistence expenses shall not be reimbursable if
paid by the traveler to a member of his or her family, to
another school district employee, or to a family member of
another school district employee.

K. Meal Allowance — Special Conditions — and Allowable Incidental Travel
Expenditures (N.J.A.C. 6A:23A-7.12)

1.

Meals for in-State travel shall not be eligible for reimbursement
except as expressly authorized within N.J.A.C. 6A:23A-7.

A meal allowance may be provided to employees or Board
members in relation to one-day, out-of-State trips required for
schoo! business purposes that do not require an overnight stay.
The reimbursement for breakfast, Junch, andfor dinner
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shall not exceed the amounts authorized in State travel regulations
as published by the New Jersey Department of the Treasury, Office
of Management and Budget, and presented in the OMB Travel
Circulars.

3. Lunch for off-site training sessions may be authorized for an
amount up to $7 per person only when it is necessary that
employees or Board members remain at a site other than their
school district and there are no viable options for lunch at the off-
site location.

a. Per NJS.A. 18A:11-12.a.(1)d), employee and Board
member retreats shall be held onsite unless there is no
school district site available.

b. If lunch is included in a lump-sum registration fee for an
offosite training session, the full amount is eligible for
reimbursement, if reasonable. Providing lunch for on-site
staff meetings and in-service days or for employees who
come from other parts of the school district shall not be
permitted. (See K.4. below.)

C. Refreshments for breaks may also be provided at training
sessions held at a site other than the school district.

4. Subsistence expenses for an employee or Board member shail not
be allowed within the school district or within a radius of ten miles
thereof, except for meals expressly authorized by and in
accordance with N.J.A.C. 6A:23A-7.12. Non-allowed expenses
include, but are not limited to, meals and refreshments for on-site
staff meetings and in-setvice days.

5. Reimbursement may be approved for the cost of an official
tuncheon or dinner, up to $10 and $15, respectively, that an
employee or Board member is authorized to attend, if the meal 18
scheduled as an integral part of an official proceeding or program
related to school district business and the employee's or Board
member's responsibilities.
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a. School district business above refers to the management
operations of the school district and does not refer to
activities that benefit students and are part of the
instructional program. Pursuant  to NJA.C
6A:23A-5.8(b)4, all reasonable expenditures related to
school district employees that are essential to the conduct
of a student activity are permiited.

6. Regular meetings, special mectings, and work sessions of the
Board of Education shall be limited to light meals and
refreshments for all Board members.

a. The meals may be served to employees who are required to
attend the event and if it is impractical for the employee to
commute to and from his or her residence between the end
of the work day and the beginning of the event, or if the
employee is required to temain at the school district to
prepare for the event.

b. The school district shall acquire the light meals and
refreshments by the solicitation of quotes, if required
pursuant to N.J.S.A. 18A:1 8A-1 et seq.

c. If the school district's food service program can prepare
comparable meals at a lower cost, the food service program
shall be used.

d. The average cost per meal shall not exceed $10.

€. The school district shall purchase or prepare food that is

sufficient to provide each district Board member, dignitary,
non-employee speaker, or allowable staff member one
meal. Meals should be carefully ordered to avoid excess.
Unintended left over food should be donated to a charitable
shelter or similar facility, if at all possible.

7. Reimbursement may be approved for allowable telephone and
incidental travel expenses that are essential to transacting official
business.
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a. Charges for telephone calls on official business may be
allowed. The voucher shall show the dates on which such
calls were made, the points between which each call was
made, and the cost per call.

b, Employees and Board members using their personally
owned telephone for business may request reimbursement,
less Federal Communications Tax. Calls for business are
tax exempt and the telephone company will make
allowances for the tax if the employee of Board member
certifies to the telephone company when paying bills for
personally owned phones that said calls were business
calls.

c. Incidental expenses, defined as "non-meal tips" by the State
travel regulations, when necessarily incurred by the traveler
in connection with the transaction of official business, may
be submitted for reimbursement only when the necessity
and nature of the expense are clearly and fully explained on
the travel voucher and the voucher is approved. Travel
vouchers shall be supported by receipts showing the
quantity and unit price.

L. Records and Supporting Documents (NJA.C. 6A:23A-7.13)

1.

All persons authorized to travel on business shall keep a
memorandum of expenditures chargeable to the school district,
noting each item at the time and date the expense is incurred.

The travel voucher shall be completed by the employee or Board
member to document the details of the travel event. The travel
voucher shall be signed by the employee or Board member to
certify the validity of the charges for which reimbursement is
sought. The form also shall bear the signatures of approval
officials for processing.

Qufficient documentation shall be maintained centraily by the
school district to support payment and approval of the travel
voucher.
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In addition to the documentation required for reimbursement, cach
person authorized to travel shall submit a brief report that includes
the primary purpose for the travel, the key issues addressed at the
event, and their relevance to improving instruction or the
operations of the school district. This report shall be submitted
prior {o receiving reimbursement.

Documentation for requests for travel reimbursement shall show:

a. The date(s) and individual points of travel, number of miles
traveled between such points, and kind of conveyance used;

b. If the distance traveled between individual points is greater
than the usual route between the points, the reason for the
greater distance shall be stated;

c. The hours of the normal work day and actual hours worked
shall be shown when requesting meal reimbursement for
non-overnight travel;

d. Original receipts shall be required for all reimbursable
expenses, except for meals that qualify for per diem
allowances and for parking meters;

e. Actual vendor receipts for personal credit card charges
shall be attached to reimbursement requests. Credit card
statements shall not be accepted as documentation of
expenses;

f. Personal charges on a hotel bill shall be deducted and
shown on the bill;

g. When lodging is shared jointly, the fact shall be stated on
the travel voucher;

h. Where travel is not by the most economical, usually
traveled rtoute, the employee or Board member
reimbursement request shall set forth the details of the
route, the expenses actually incurred, the hour of departure,
the hour of armival, and an explanation for the use of
costlier travel arrangements;
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i When travel is authorized for the employee's or Board
member's own automobile on a mileage basis, the points
between which travel was made, and the distance traveled
between each place shall be shown. A statement as to
ownership of the auto or other conveyance used, as well as
a certification that liability insurance is in effect, shall be
documented,;

i Reimbursement requests shall be supported by other

receipts as required;
k. The voucher shall be itemized; and

1. Reimbursement requests shall be rendered monthly when in
excess of $25. Travel for a single travel event shall be
reported as soon as possible after the trip.

All outstanding travel vouchers for the school year ending June 30
shall be submitted as soon as possible after June 30 regardless of
amount, notwithstanding 5.1, above.

Travel mileage reimbursement requests of the just-completed
school year that are not submitted by July 30 or the date approved
by the school district for the closing of books, whichever is earlier,
for the just-completed school year shall not be approved or paid.

M. Out-of-State and High-Cost Travel Events (N.J.A.C. 6A:23A-5.9)

1.

Reimbursement for all in-State and out-of-State travel shall be
made pursuant to N.J.S.A. 18A:11-12.

Out-of-State travel events shall be limited to the fewest number of
Board members or affected employees needed to acquire and
present the content offered to all Board members or staff, as
applicable, at the conclusion of the event. Lodging may be
provided only if the event ocours on two or more consecutive days
and if home-to-event commute exceeds fifty miles.
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When a travel event has a total cost that exceeds $5,000, regardless
of the number of attendees, or when more than five individuals
from the school district are to attend a travel event out-of-State, the
school district shall obtain prior written approval of the Executive
County Superintendent.

a. The Executive County Superintendent shall promptly
review the request and render a written decision within ten
business days.

For all employee and Board member travel events out of the
country, regardless of cost or number of attendees, the school
district shall obtain prior written approval of the Executive County
Superintendent.

a. Such requests shall be supported by detailed justification.
b. The Executive County Superintendent shall promptly
review the request and render a written decision within ten

business days.

c. It is expected that approvals will be rare.
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[SCHOOL DISTRICTS NOT PARTICIPATING IN A UNITED STATES DEPARTMENT
OF AGRICULTURE’S (USDA) SCHOOL NUTRITION PROGRAMS ARE NOT
REQUIRED TO ADOPT POLICY 8561.]

8561 PROCUREMENT PROCEDURES FOR SCHOOL
NUTRITION PROGRAMS

The Board of Education adopts this Policy to identify their procurement plan for the United
States Department of Agriculture’s (USDA) School Nutrition Programs. School Nutrition
Programs include, but are not Jimited to: the National School Lunch Program (N SLP); School
Breakfast Program (SBP); Afterschool Snack Program (ASP); Special Milk Program (SMP);
Fresh Fruit and Vegetable Program (FFVP); Seamless Summer Option (SSO) of the NSLP;
Summer Food Service Program (SFSP); the At-Risk Afterschool Meals component of the Child
and Adult Care Food Program (CACFEP); and the Schools/Child Nutrition USDA Foods
Program.

The Board of Education is ultimately responsible for ensuring all procurement procedures for
any purchases by the Board of Education and/or a food service management company (FSMO)
comply with all Federal regulations, including but not limited to: 7 CFR Parts 210, 220, 225,
226, 245, 250; 2 CFR 200; State procurement statutes and administrative codes and regulations;
local Board of Education procurement policies; and any other applicable State and local laws.

The procurement procedures contained in this Policy will be implemented beginning
immediately, until amended. All procurements must maximize full and open competition.
Source documentation will be maintained by the School Business Administrator/Board Secretary
or designee and will be available to determine open competition, the reasonableness, the
allowability, and the allocation of costs.

The Board of Education intentionally seeks to prohibit conflicts of interest in all procurement of
goods and services.

A, General Procurement
The procurement procedures will maximize full and open competition, transparency in

{ransactions, comparability, and documentation of all procurement activities. The school
district’s plan for procuring items for use in the School Nutrition Programs is as follows:
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The School Business Administrator/Board Secretary will ensure all purchases will
be in accordance with the Federal Funds Procurement Method Selection Chart —
State Agency Form #358. Formal procurement procedures will be used as
required by 2 CFR 200.318 through .326 and any State and local procurement
code and regulations. Informal procurement procedures (small purchase) will be
required for purchases under the most restrictive small purchase threshold.

The following procedures will be used for all purchases:

Product/ | Estimated ; Procurement Evaluation | Contract Contraotﬁ
Services Dollar Method Award | Duration/
Amount Type ; Frequency |

 I—

B. Micro-Purchase Procedures

1.

Public/Charter Schools

Purchases of supplies or services, as defined by 2 CFR 200.67, will be awarded
without soliciting competitive price quotations if the price is reasonable in
accordance with N.J.S.A. 18A:18A-37(a) and below thresholds established by the
State Treasurer for informal receipt of quotations. Purchases will be distributed
equitably among qualified suppliers with reasonable prices. Records will be kept
for micro-purchases.

Non-Public Schools

Purchases of supplies or services, within the Federal micro-purchase threshold
(the aggregate amount does not exceed the Federal micro-purchase threshold as
set by 2 CFR 200.67) will be awarded without soliciting competitive price
quotations if the price is reasonable. Purchases will be distributed equitably
among qualified suppliers with reasonable prices. Records will be kept for micro-
purchases.

Formal bid procedures will be applied on the basis of:
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_ cenfralized system;
___individual school;
___multi-school system; and/or
__ State contract

Because of the potential for purchasing more than public or non-public
informal/small purchase threshold amount, or the Board approved threshold if
less, it will be the responsibility of the School Business Administrator/Board
Secretary to document the amounts to be purchased so the correct method of
procurement will be followed.

Formal Procurement

When a formal procurement method is required, the following competitive sealed bid or
an Invitation for Bid (IFB) or competitive proposal in the form of a Request for Proposal
(REP) procedures will apply:

1.

An announcement of an IFB or a RFP will be placed in the Board designated
official newspaper to publicize the intent of the Board of Education to purchase
needed items. The advertisement for bids/proposals or legal notice will be
published in the official newspaper for at Jeast one day in accordance with the
provisions of N.J.S.A. 18A:18A-21.

An advertisement in the official newspaper for at least one day is required for all
purchases over the school district’s small purchase threshold as outlined in
Federal Funds Procurement Method Section Chart — State Agency Form #358.
The advertisement will contain the following:

a. A general description of items to be purchased,
b. The deadline for submission of questions and the date written responses
will be provided, including addenda to bid specifications, terms, and

conditions as needed;

C. The date of the pre-bid meeting, if provided, and if attendance is a
requirement for bid award;




POLICY BOARD 014]? Egﬁg}ﬁggg

OPERATIONS

8561/page 4 of 14

Procurement Procedures for School
Nutrition Programs

d. The deadline for submission of sealed bids or proposals; and

e. The address of the location where complete specifications and bid forms
may be obtained.

3. In an IFB or RFP, each vendor will be given an opportunity to bid on the same
specifications.

4. The developer of written specifications or descriptions for procurements will be
prohibited from submitting bids or proposals for such products or services.

5. The IFB or RFP will cleatly define the purchase conditions. The following list
includes requirements, not exclusive, to be addressed in the procurement

document:

a. Contract period for the base year and renewals as permitted;

b. The Board of Education is responsible for all contracts awarded
(statement);

c. Date, time, and location of IEB/RFP opening;
d. How the vendor is to be informed of bid acceptance or rejection;

e. Delivery schedule;

f Requirements (terms and conditions) the bidder must fulfill in order for
bid to be evaluated;
g. Benefits to which the Board of Education will be entitled if the contractot

cannot or will not perform as required;

h. Statement assuring positive efforts will be made to involve small and
minotity businesses, women’s business enterptises, and Jabor surplus area
firms;

i Statement regarding the return of purchase incentives, discounts, rebates,

and credits under a cost reimbursement FSMC contract to the Board of
Education’s nonprofit school food service account;
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] Contract provisions as required in Appendix [T to 2 CFR 200:

(1) Termination for cause and convenience — contracts in excess of
$10,000;

(2)  Equal Opportunity Employment — “federally assisted construction
contracts”;

(3) Davis-Bacon Act — construction contracts in excess of $2,000;

4) Contract work Hours and Safety Standards — contracts in excess of
$100,000;

(5)  Right to inventions made under a contract or agreement — if the
contract meets the definition of a “funding agreement” under 37
CFR 401.2(a);

(6)  Clean Air Act— confracts in excess of $150,000;

(7)  Debarment and Suspension — all Federal awarded contracts;

(8) Byrd Anti Lobbying Amendment — contracts in excess of
$100,000; and

(9)  Contracts must address administrative, contractual, or legal

remedies in instances where contractors violate or breach contract
terms, and provide for such sanctions and penalties as appropriate.

k. Contract provisions as required in 7 CFR 210.21(H) for all cost
reimbursable contracts,

1. Contract provisions as required in 7 CFR 210.16(a)(1-10) and 7 CFR
250.53 for food service management company contracts;

m. Procuring instrument to be used are putchase orders from firm fixed prices
after formal bidding,
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Price adjustment clause for renewal of multi-year contracts as defined in
NJIS.A. 18A:18A-42. The “index rate” means the annual percentage
increase rounded to the nearest half percent in the implicit price deflator
for State and local government purchases of goods and services computed
and published quarterly by the U.S. Department of Commerce, Bureau of
Economic Analysis;

Method of evaluation and type of contract to be awarded (solicitations
using an IFB are awarded to the lowest responsive and responsible bidder;
solicitations using a RFP are awarded to the most advantageous
bidder/offeror with price as the primary factor among factors considered);

Method of award announcement and effective date (if intent to award is
required by State or local procurement requirements),

Specific bid protest procedures including contact information of person
and address and the date by which a written protest must be received;

Provision requiring access by duly authorized representatives of the Board
of Education, New Jersey Department of Agriculture (NJDA), United
States Department of Agriculture (U SDA), or Comptroller General to any
books, documents, papers, and records of the contractor which are directly
pertinent to all negotiated contracts;

Method of shipment or delivery upon contract award;
Provision requiring contractor to maintain all required records for three
years after final payment and all other pending matters (audits) are closed

for all negotiated contracts;

Description of process for enabling vendors to receive ot pick up orders
upon contract award;

Provision requiting the contractor (o recognize  mandatory
standards/policies related to energy efficiency contained in the Energy
Policy and Conservation Act (PL 94-163);

Signed statement of non-collusion;
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X. Signed Debarment/Suspension Certificate, clause in the contract or a copy
of search results from the System for Award Management (SAM);

y. Provision requiring “Buy American” as outlined in 7 CFR Part 210.21(d)
and USDA Guidance Memo SP 38-2017, including specific instructions
for prior approval and documentation of utilization of non-domestic food
products only;

7. Specifications and estimated quantities of products and services prepared
by the school district and provided to potential contractors desiring to
submit bids/proposals for the products or services requested; and

aa. The Board of Education’s Electronic Signature Policy.

6. If any potential vendor is in doubt as to the true meaning of specifications or
purchase conditions, questions may be sent to the School Business
Administrator/Board Secretary.  The School Business Administrator/Board
Secretary or designee’s response will be provided in writing to all potential
bidders within 10 days.

A The School Business Administrator/Board Secretary will be responsible
for providing responses to questions and securing all bids or proposals.

b. The School Business Administrator/Board Secretary will be responsible to
ensure all Board of Education procurements are conducted in compliance
with applicable Federal, State, and local procurement regulations.

c. The following criteria will be used in awarding contracts as a result of
bids/proposals. Price must be the highest weighted criteria. Examples of
other possible criteria include quality, service, delivery, and availability.

7. In awarding a RFP, a sct of award criteria in the form of a weighted evaluation
sheet will be provided to each bidder in the initial bid document materials. Price
alone is not the sole basis for award, but remains the primary consideration among
all factors when awarding a contract. Following evaluation and negotiations, a
firm fixed price or cost reimbursable contract is awarded.




POLICY BOARD OF EDUCATION

OPERATIONS

8561/page 8 of 14

Procurement Procedures for School
Nutrition Programs

a. The contracts will be awarded to the responsible bidder/proposer whose
bid or proposal is responsive to the invitation and is most advantageous to
the Board of Education, price as the primary, and other factors considered.
Any and all bids or proposals may be rejected in accordance with the law.

b. The School Business Administrator/Board Secretary or designee is
required to sign on the bid tabulation of competitive sealed bids or the
evaluation criterion score sheet of competitive proposals signifying a
review and approval of the selections.

c. The School Business Administrator/Board Secretary shall review the
procurement system to ensure compliance with applicable laws.

d. The School Business Administrator/Board Secretary or designee will be
responsible for documentation that the actual product specified was
received.

€. Any time an accepted item is not available, the School Business

Administrator/Board Secretary will select the acceptable alternate. The
contractor must inform the School Business Administrator/Board
Secretary within one workday if a product is not available. In the event a
nondomestic agricultural product is to be provided to the Board of
Education, the contractor must obtain, in advance, written approval for the
product. The School Business Administrator/Board Secretary must
comply with the Buy American Provision.

f. Full documentation regarding the reason an accepted item was
unavailable, and the procedure used in determining acceptable alternates,
will be available for audit and review. The person responsible for this
documentation is the School Business Administrator/Board Secretary.

g, The School Business Administrator/Board Secretary is responsible for
maintaining all procurement documentation.
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D. Small Purchase Procedures

If the amount of purchases for items is less than the school district’s small purchase
threshold as outlined in the Federal Funds Procurement Method Selection Chart — State
Agency Form #358, the following small purchase procedures including quotes will be
used. Quotes from a minimum number of three qualified sources will be required.

1. Written specifications will be prepared and provided to all vendors.

2. Bach vendor will be contacted and given an opportunity to provide a price quote
on the same specifications. A minimum of three vendors shall be contacted.

3. The School Business Administrator/Board Secretary or designee will be
responsible for contacting potential vendors when price quotes are needed.

4. The price quotes will receive appropriate confidentiality before award.

5. Quotes/Bids will be awarded by the School Business Administrator/Board
Secretary. Quotes/Bids will be awarded on the following criteria. Quote/Bid
price must be the highest weighted criteria. Examples of other possible criteria
include quality, service, delivery, and availability.

6. The School Business Administrator/Board Secretary will be responsible for
documentation of records to show selection of vendor, reasons for selection,
names of all vendors contacted, price quotes from each vendor, and written
specifications.

7. The School Business Administrator/Board Secretary or designee will be
responsible for documentation that the actual product specified is received.

8. Any time an accepted item is not available, the School Business
Administrator/Board Secretary will select the acceptable alternate.  Full
documentation will be made available as to the selection of the acceptable item.

9. The School Business Administrator/Board Secretary or designee is required to
sign all quote tabulations, signifying a review and approval of the selections.
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Noncompetitive Proposal Procedures

If items are available only from a single source when the award of a contract is not
feasible under small purchase, sealed bid or competitive negotiation, noncompetitive
proposal procedures will be used:

1‘n

2.

Written specifications will be prepared and provided to the vendor.

The School Business Administrator/Board Secretary will be responsible for the
documentation of records to fully explain the decision to use the noncompetitive
proposal. The records will be available for audit and review.

The Schoo! Business Administrator/Board Secretary or designee will be
responsible for documentation that the actual product or service specified was
received.

The School Business Administrator/Board Secretary will be responsible for
reviewing the procedures to be certain all requirements for using single source or
noncompetitive proposals are met.

The noncompetitive micro-purchase method shall be used for one-time purchases
of a new food item if the amount is less than the applicable Federal or State
micro-purchase threshold to determine food acceptance by students and provide
samples for testing purposes. A record of noncompetitive negotiation purchase
shall be maintained by the School Business Administrator/Board Secretary or
designee. At a minimum, the record of noncompetitive purchases shall include:
item name; dollar amount; vendor; and reason for noncompetitive procurement.

A membet or representative of the Board of Education will approve, in advance,
all procurements that result from noncompetitive negotiations.

Miscellaneous Provisions

1.

New product evaluation procedures will include a review of product labels and
ingredients; an evaluation of the nutritional value; taste tests and surveys; and any
other evaluations to ensure the new product would enhance the program.

The Board of Fducation agrees the reviewing official of each transaction will be
the School Business Administrator/Board Secretary.
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Payment will be made to the vendor when the contract has been met and verified
and has met the Board of Education’s procedures for payment. (If prompt
payment is made, discounts, etc., are accepted.)

Specifications will be updated as needed.
If the product is not as specified, the following procedure, including, but not

limited to, will take place: remove product from service; contact vendor for
approved alternate product; or remove product from bid.

Emergency Purchases

i.

If it is necessary to make a one-time emergency procurement to continue service
or obtain goods, and the public exigency or emergency will not permit a delay
resulting from a competitive solicitation, the purchase must be authorized using a
purchase order signed by the School Business Administrator/Board Secretary.
The emergency procedures to be followed for such purchases shall be those
procedures used by the school district for other emergency purchases consistent
with N.J.S.A. 18A:18A-7. All emergency procurements shall be approved by the
School Business Administrator/Board Secretary, At a minimum, the following
emergency procurement procedures shall be documented to include, but not be
limited to: item name; dollar amount; vendor; and reason for emergency.

Purchasing Goods and Services — Cooperative Agreements, Agents, and Third-Party
Services (Piggybacking)

1.

When participating in intergovernmental and inter-agency agreements the Board
of Education will ensure that competitive procurements are conducted in
accordance with 2 CFR Part 200.318 through .326 and applicable program
regulations and guidance.

When utilizing the services of a co-op, agent, or third party the Board of
Education will ensure that the following conditions have been met and considered
as one source of pricing in addition to other prices:

a. All procurements were subject to full and open competition and were
made in accordance with Federal/State/local procurement requirements;
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The existing contract allows for the inclusion of additional Board of
Educations that were not contemplated in the original procurement to
purchase the same supplies/equipment through the original award;

The specifications in the existing contract meets their needs and that the
items being ordered are in the contract;

The awarded contract requires all the Federally required certifications; e.g.
Buy American, debarment, restrictions on lobbying, etc.;

The agency will confirm the addition of their purchasing power (goods or
services) to the procurement in scope or services does not create a material
change, resulting in the needs to re-bid the contract;

Administrative costs (fees) for participating in the agreement are
adequately defined, necessary and reasonable, and the method of
allocating the cost to the participating agencies must be specified;

The Buy American provisions are included in the procurement of food and
agricultural products; and

The agreement includes the basis for and method of allocating each
discount, rebate, or credit and how they will be returned to each
participating agency when utilizing a cost-reimbursable contract.

Records Retention

1.

The Board of Education shall agree to retain all books, records, and other
documents relative to the award of the contract for three years after final payment.
If there are audit findings that have not been resolved, the records shall be
retained beyond the three-year period as long as required for the resolution of the
issues raised by the audit. Specifically, the Board of Education shall maintain, at
a minimum, the following documents:

a.

C.

Written rationale for the method of procurement;
A copy of the original solicitation;

The selection of contract type;
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d. The bidding and negotiation history and working papers;

e. The basis for contractor selection;

f. Approval from the State agency to support a lack of competition when
competitive bids or offers are not obtained;

g. The basis for award cost or price;

h, The terms and conditions of the contract;

i. Any changes to the contract and negotiation history;
1. Billing and payment records,

k. A history of any conftractor claims;

L. A history of any contractor breaches; and

m. Any other documents as required by N.J.S.A. 18A:18A — Public School
Contracts Law.

J. Code of Conduct for Procurement

I.

All procurements must ensure there is open and free competition and adhere to
the most restrictive Federal, State, and local requirements. The Board of
Education seeks to conduct all procurement procedures in compliance with stated
regulations and to prohibit conflicts of interest and actions of employees engaged
in the selection, award, and administration of contracts. All procurements will be
in accordance with this Policy and all applicable provisions of N.J.S.A. 18A:18A
— Public School Contracts Law.,

No employee, officer, or agent may participate in the selection, award, or
administration of a contract supported by a Federal, State, or local award if he or
she has a real or apparent conflict of interest. Such a conflict of interest would
arise when the employee, officer, or agent; any member of his or her immediate
family, his or her partner; or an organization which employs or is about to employ
any of the parties indicated herein has a financial or other interest in or a tangible
personal benefit from a firm considered for a contract.
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The officers, employees, and agents of the non-Federal entity may neither solicit
nor accept gratuities, favors, or anything of monetary value from contractors or
parties to subcontracts, However, non-Federal entitics may set standards for
situations in which the financial interest is not substantial or the gift is an
unsolicited item of nominal value.

The standards of conduct must provide for disciplinary actions to be applied for
violations of such standards by officers, employees, or agents of the non-Federal
entity. Based on the severity of the infraction, the penalties could include a
written reprimand to their personnel file, a suspension with or without pay, or
termination.

All questions and concerns regarding procurement solicitations, contract
evaluations, and contract award, shall be directed to the School Business
Administrator/Board Secretary.

K. Food Service Management Company (FSMC)

1.

In the operation of the school district’s food service program, the school district
shall ensure that a FSMC complies with the requirements of the Program
Agreement, the school district’s Free and Reduced School Lunch Policy
Statement, all applicable USDA program policies and regulations, and applicable
State and local laws. In order to operate an a la carte food service program, the
FSMC shall agree to offer free, reduced price, and full price reimbursable meals
to all eligible children.

The school district shall monitor the FSMC billing invoices to ensure compliance
with Federal and State procurement regulations.

In accordance with N.J.S.A. 18A:18A-5a.(22), RFPs are required in all
solicitations for a FSMC.

N.JLS.A. 18A:18A — Public School Contracts Law
New Jersey Department of Agriculture
“Procurement Procedures for School Food
Authorities” Model Policy — September 2018
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