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INTRODUCTION

This handbock has been designéd to facilitate the flow of information between all staff members and the Human
Resources Department. it is hoped that it will be an important resource to quickly answer questions that may arise
concerning your career with the Pleasantville Public Schools.

Employees are guaranteed equal access to all categories of empioyment as well as retention and advancement
regardless of race, creed, color, national origin, nationality, ancestry, age, sex (including pregnancy), famitial status,
marital status, demestic partnerships status, affecticnal or sexual crientation, atypical hereditary cellular or blood trait,
genetic infermation, liability for military service, mental or physical disability, perceived disability, AIDS and HIV status,
political activities, domicile, or membership ot participation in or association with activities of any employee
organization.

DISCLAIMER

This Employee Handbook is for general informaticnal use only. The handbook is not a cantract, and it does not contain
any promises or agreements by the School District, nor does it give any additional rights to the employee. Employees
are entitled to only those rights as provided in the applicable coilective bargaining agreement or by law. The 5chaol
District has the right to change any aspect of the Handbook at any time consistent with collective bargaining
agreements and the law.

OUR MISSION AND PHILOSOPHY

Free public education for all children is a cornerstone of a demecratic society that values the worth and dignity of each
individual. The primary goal of this Board of Education shall be to offer each child in this district the educational
cpportunity that will enable him/her to function politically, economically, and socially in that demacratic society.

The Board, as the agent responsible for the education of the children of the district, will provide a planned program of
learning that incorporates into its curriculum the lessons and experiences, within and without the classroom, needed to
realize the educational goals of this district. The Board appreciates the need for constant improvement of the
instructional program and will strive unremittingly to provide an educational system that assists each pupil in beceming
a self-respecting individual who can function effectively and satisfyingly.

It is the expectation of this school district that all pupils achieve the NewJersey Student Learning Standards at all grade
levels. The Board will seek out and work cooperatively with the available resources of heme and community including
business and industry, in the improvement of the educational program. The Beard will endeavor to employ a high
caliber, well-prepared staff of adequate size and wide-ranging abilities. Morecver, the Board will provide pupils and
staff, as needs dictate and means permit, with adequate educational supplies, equipment, and facilities.

The purpose of education in the schools of this district is to facilitate the development of each child te his/her greatest
potential. The scheool staff shall recognize individual differences among pupils and encourage their achievement and
progress, not only in basic skills but in the ability to think independently and critically. The school staff shall help pupils
to understand our democratic society; to believe in it and to act fairly in their refationships with others; tc develop in
themselves attitudes of respect and helpfulness toward others; to want, and tc be able to perform well, some porticn
of the work of the werld; to acquire knowledge and skills necessary to do.this with satisfaction to themselves and
society; te understand and use effective metheds in framing the questions and tackling the problems that they
encounter in their lives to the end that they may function politically, econemically, and socially in a democratic society.
Policy #2110

10B POSTINGS
All employment opportunities will be posted in TalentEd a link is located on the district website. Notifications of

vacancies shall be posted in all buildings throughout the district. All applications and supporting materials must be
submitted electronically.
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JOB OFFER

A completed on-line application through TalentEd, appropriate certification, and satisfactory references are required.
All credentials are reviewed by the Human Resources Department prior to any offer of employment. A
recommendation for employment is contingent upon fingerprinting, physical examination, appropriate certifications
Superintendent and Board of Education approval. The candidate has no right of employment until a formal
appointment is made by the Pleasantville Board of Education. Upon a conditional offer of employment all applicants
will be required to obtain a medical exam which includes a substance abuse evaluation, psychological exam and a
fitness for duty exam. )

CRIMINAL HISTORY REVIEW
A criminal history background check is mandated by the New Jersey State Department of Education through their
designated agency IdentoGO NJ. All information required to 'begin the fingerprinting process and associated cost will
be provided by the Human Resources Department. Registration may be completed either by telephone or on-line at
http://www.nj.gov/education/educators/crimhist/. Upon completion of the fingerprinting process, the receipt of
fingerprints taken by IdentoGO NJ must be submitted to the Human Resources Department. Once fingerprints have
- been processed and cleared, the New Jersey State Department of Education Criminal History Review Unit will send a
clearance letter to the employee. This process usually takes 4-6 weeks. The original letter must be brought to the
Human Resources Department to obtain authorization to begin your work assignment. A copy of this letter will be

maintained in your personnelfile.

ORIENTATION

Prior to the first day of employment, employees will be contacted by a member of the Human Resaurces
Department. At that time, employees will receive important information regarding benefits and employment.
Employees wiil receive detailed information pertaining to wages, benefits, job status, and other essential areas
regarding employment. The employee will also be given a copy of the collective bargaining agreement, school
calendar, dress code policy and pay schedule. Employees wiil be notified by mail as to the date, time, and location of
the New Employee Orientation session that they are to attend. It is the responsibiiity of the employee’s immediate
supervisor ta arrange and/or provide a job orientation specific to the location/site of the employee. Such orientation
includes explaining duties and responsibilities of the job; departmental rules; physical layout of the building,
location, or site; and introducing the employeerto co-workers.

EMPLOYEE EXPECTATIONS

All employees of the Pleasantville Public Schools are expected to provide quality service in their area of expertise
and respond with a spirit of cooperation, courtesy, and professionalism. Employees are expected to perform duties
to the best of their ability. if you are assigned to a position that requires certitication or licensure, you must secure
and maintain a valid certificate or license from the appropriate authority. For details, please contact the Atlantic
County Executive Superintendent’s Office at (603) 625-0004. '

a. Common Courtesies

The Pleasantville Public Schaals Is a community focused organization. All employees must positively represent the
district at all times and abide by district policies, rules, and regulations, and be a law abiding citizen. Compliance with
school, district, and citizenry standards are also expected from all employees.

The following should help guide your day-to-day performance and professional behavior:
1. Be polite and courteous.

2. Maintain a professional attitude.

3. Take pride in work and performance.

4, Be pleasant and considerate.
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b. Work Rules
in order to protect the rights, safety, property, and welfare of all employees, specific ruies are necessary for the

* orderly conduct of day-to-day affairs. Violation of these rules may subject an employee to disciplinary action. These
rules are not meant to be alf inclusive and will not prohibit supervisors from taking action on other matters deemed
necessary and appropriate. i

1. Employees are expected to perform job duties as directed by immediate supervisor. All employees are advised to
communicate any and all concerns to their immediate supervisor.

2. Employees are expected to conduct themselves in a manner that does not discredit the Pleasantville Public
Schools. Remember, you are the first impression of the organization to the people with whom you come in contact.
Make the impression a positive one.

3. Employees are required to report to work on time and maintain a good attendance recerd. All employees are
required to SCAN in and out of their assigned work site. Additionally, staff must SCAN in and out separately while
waorking for any other district program or activity outside their regular work day.

4. ALL Employees are also required to record absences through the AESOP system at least one hour prior to start
time. See AESOP brochure for more details and procedures. Failure to adhere to the proper procedure regarding
reporting absences, including building level procedures, may result in disciplinary action. Personal day and vacation
day forms must be submitied five days in advance. Failure to properly use AESCP, SCAN in/out or any other
attendance procedure will lead to being disciplined including being docked, suspended and/or terminated.

5. The property and premises of the Pleasantville Public Schools are to be used for official school/district business
only.

6. Employees should develop a team spirit and help keep morale high in their school or department. Learn how to
accept others around you and grow together. A true understanding of your functiens will enable you to interact with
others more easily.

7. All employees are assigned an e-mail account. It is each employee’s responsibility to check e-mail on a regular
basis and to maintain and archive e-mail records.

5. Employees are expected to comply with routine administrative requests on a timely basis such as; signing for staff
handbook, signing their contract, and completing SafeSchool videos. Failure to do so will resuit in discipline.

10. Employees are expected to arrive to work on time. Continued tardiness will resuit in disciplinary action. Policy
#3151, #4151 (see attached)

11. Employees may not misrepresent the district by creating, or posting any content to, any personal or non-
authorized website that purports to be an official/authorized website of the district. No employee may purport to
speak on behalf of the district through any persenal or other non-authorized website.

¢. Work Schedule

Hours of work may vary depending on position and work location, as well as on contractual agreement. Upon
employment, employees wiil be notified of their specific workday schedule. All employees are required 1o record
time worked by utilizing the district’s electronic SCAN system. Please be mindful that it is a criminal act to
fraudulently document time worked by falsifying information. If such action is determined to have cccurred, it will -
warrant disciplinary action that may include termination. Depending on the hours of employment and terms and
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conditions of the respective union contracts and New Jersey state law, employees may be entitled to lunch and
other breaks. The respective supervisor will inform the employees of the time that they are expected to take lunch
and breaks.

d. Dress Code Policy

The appearance and dress of staff members is an important component of the educational program of this school
district. The attitude of staff members about their professional responsibilities and the importance of education in
the lives of pupils are reflected in their dress and appearance. In order to create an atmosphere of respect and an
envircnment cenducive to discipline and learning, clothing and appearance of all staff members shall be clean and
neat and be reflective of the position, responsibilities, and job tasks of theemployee. Policy #3216

EMPLOYEE EVALUATIONS

All employees will be evaluated pursuant to BOE Policy. This evaluation serves as a measure of your performance on
the job. The evaluation may be used to aid you and your superviscr in identifying specific areas that may need
improvement. It is your evaluator’s responsibility to identify any areas of needed improvement and make specific
recommendations to assist you, including the issuance of a Staff Assistance Plan or Corrective Action Plan. It is the
supervisor’s responsibility to follow-up these recommendations and to make an honest effort to help you improve.
Certificated staff should become familiar with all aspects of AchieveNJ at http://www.nj.gov/education/AchieveNl/
Policy #3221, #3222, #3223, #3224, #4220 {see attached}

SALARY

a. Salary Range

A salary range has been established for each instructional and non-instructional position within the district. Please
refer to your collective bargaining agreement (PEA, PAA, LOCAL 331), a copy of which can be found on the district
website.

b. Increments and Longevity

Employees will receive an annual increment each year until you reach the maximum on the salary range, conditioned
on adequate performance. Longevity payment(s) will be added to your annual salary in accordance with your
collective bargaining agreement. Placement on the proper step must be resolved upon being hired by the district.

c. Paychecks and Pay Dates

Ten-month employees are paid on a ten-month basis and receive twenty-one {21) paychecks per year and twelve-
month employees receive 26 paychecks per year. Direct deposit is mandatory for all district employees. Additionally,
every employee will be given a log-in to a Payroll Portal to have access to their payroll and attendance informaticn.
Direct deposit enrollment forms are available in the payrol! department. Te enroll, an employee shoutd complete an
enroliment form and attach a copy of a voided check from his/her current bank acceunt.

d. Mandatory Deductions

1. Federal Income Tax

2. State Income Tax

3. Social Security .

4. Pension — Employees are eligible to join one of the pension funds listed below based upon your employment
status. Public Employee Retirement system (PERS} — Upon hire if you are a permanent non-instructionat employee
you are required to enroll. Teachers’ Pension, Annuity Fund (TPAF) — Upon hire if you are a certified staff member
you must participate in this fund.

5. Family Leave Insurance

6. State Unemployment Insurance

7. Union Dues for affiliated employees
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e. Optional Deductions

1. Tax Sheltered Annuities
_2. Credit Union

3. Short Term Disability

4, For additional information on payroil deductions, please contact the district’s payroll department.

HOLIDAY SCHEDULE

There are two {2) holiday schedules established by the district, the school calendar and the annual calendar. The
school calendar is for the ten-manth employees and the annual calendar for the twelve-month employees. Upon
employment and each year thereafter, employees will be given a schedule specifying approved holidays for that year.
In addition, eligibility requirements for holiday pay will be explained by immediate supervisors ar may be found in the
appropriate collective bargaining agreement.

EMPLOYMENT ELIGIBILITY FORM -9 i

The district is committed to employing only United States citizens and aliens who are authorized to work in the United
States. Therefore, in‘accordance with the Immigration Reform and Controt Act of 1986, employees must complete an I-9
form before commencing work and at other times prescribed by applicable law or district policy On the form, the
employer verifies the eligibility and identity documents presented by the employee. Acceptable decuments are listed on
the back of the form. This form becomes part of the employee’s personnel file.

PROVISIONAL TEACHERS

The new employee training program shall provide essentiai knowledge and skills through training that includes on-going
mentoring, observations and evaluations, formal instruction in professional education aligned with the Professicnal
Standards for Teachers, and other provisions as outfined in N.J.A.C. 6A:9-8.3(b). All novice teachers are required to
participate in a mentoring program that takes place over a period of thirty weeks for provisional teachers holding a
CEAS and thirty-four weeks for provisional teachers holding a CE. The mentoring program shall be implemented by the
mentor teacher, supervised by the school Principal, and conducted within the parameters of a school district’s local
mentor pian and the requirements of 6A:9-8.3. Policy #3126

PHOTO IDENTIFICATION

Upon submission to the Human Resources Department of a signed contract and other reguired documents, the new
employee shall report to their Principal and obtain an ID badge, which must be visible at all times when in district
buildings.

PHYSICAL EXAMINATION

Each candidate for employment shall submit to a physical examination that includes a health history, health
screening, medical examination, substance abuse exam, psychological exam, fitness for duty exam and training in
Blood Borne Pathogens. Policy #3160, #4160

NEPOTISM .
The BOE prohibits a relative of certain district administrators and Board members from being hired in the district as a
full time or part time employee. Policy #0142.1

ONLINE TRAINING

All employees are required to complete a series of online trainings on various employment topics. These must be
completed on the employees own time. Training must be completed by the specified due date. Completion of the
training is mandatory for all employees. Failure to complete the training by the deadline will result in disciplinary
action.
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PERSONAL PROPERTY

The Pleasantville Public Schoacls is not responsible for personal belongings lost or stolen at district sites, Emplayees
are encouraged to secure and limit the amount of personal belongings brought into the school district. Vaiuables
should not be visible or kept in easily accessible areas. Any theft of personal property sheuld be reported to security.
Employees electing to drive to work are encouraged to use the parking facilities located around the respective place
of employment. The school district is nat responsible for theft or damage to peysonal vehicles.

BENEFITS

The Pleasantville Public Schocls is proud to provide an excellent and extensive benefits package for al! full time
employees. There are various rules and regulations regarding the eligibility and use of these benefits, based on job
status, position, and collective bargaining unit. A health waiver application must be submitted annually during Open
Enrollment. Open enrotiment is normally held during the month of October. This allows employees’ the opportunity
to come out and ask any questions pertaining to their health and dental insurances. Employees’ can make provider
changes, add and/or delete dependents, elect to waive coverage, etc. All benefits will become effective January 1 of
that current year. Any employee who waives medical or prescription coverage may be entitled to a monetary
reimbursement. A health waiver form must be completed and proof of other coverage must be provided along with
dependency documents and a completed heaith waiver appfication on a yearly basis. All appiications are due during
the Open Enrollment Period for processing. For more specific information, please contact the district’s Benefits
Specialist.

a. Medical Benefits
1. Medical Insurance Carrier: State Health Benefits Plan
2. Prescription: State Health Benefits Plan- Express Scripts
3. Dental Coverage: Delta Dental
4. Vision/Optical: V5P
5. Employee must provide dependent decuments as follows:
aj Original Marriage Certificate for spouse enrollment and current tax return
b) Criginal Birth Certificate for dependent child {ren) enrollment
c) Criginai Legal Court documents for adopted or tegal wards
d) The dependent is 26 years or less for medical coverage
e) The dependent is 22 years or less for dental coverage and 25 years or less if a fulltime college
student

b. Personal Benefits

1. Sick Days

All twelve (12)-month employees are entitled to twelve {12} sick days per year and all ten (10}-month employees are
entitled to ten (10) sick days per year. Sick leave shall be granted in accordance with law, to staff members absent
from work because of persanal disability or quarantine. Sick days may accumulate without limit. Employees who
have exhausted ail of their sick time and stiil cannot return to work must request a leave of absence. Please carefully
read the attached policies concerning sick leave. The district takes very seriously the misuse or abuse of sick leave.
The district wiil take steps to ensure there is no pattern to use of sick leave, which it is only used for the disability of
the staff member and the staff member does not engage in employment outside the district when using sick leave.
Additionally, please be aware that the district utilizes a Sick Bank program. Please note for leave in excess of 3 days
that you are required fo stay in the vicinity of your home unless you have the permission of the Superintendent. You
must be available upon reasonabie request of the district. Details can be found on the district’s website. Policy
#3432, #4432, #4212, #3212 (see attached)

2. Personal Days
Employees are entitled to three (3) personal business days per year. Unused days are converted te sick days from
one school year to the next. Personal day forms must be provided to your immediate supervisor at least five (5) days
in advance. Policy #3436, #4436
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3. Vacation Days

Only twelve {12}-month employees are contractually entitled to vacation time. Vacation time must be requested at
least five (5} days in advance and receive approval from your immediate supervisor. Roll-over of unused vacation
days is addressed in your collective bargaining agreement and is at the sole discretion of the superintendent. Policy
#4433, #3433

4. Life Insurance
Life insurance is provided as part of your pension benefits. For additional information, please contact the distriet’s
benefits department or the NJ Division of Pensions.

5. COBRA

Under certain circumstances, medical/dental/vision coverage may be continued upon separation from the district or
when an employee enters non-paid status. In accordance with the Consolidated Omnibus Budget Reconciliation Act
{COBRA), the Pleasantville Public Schools allows eligible employees to purchase temporary continuation of health
insurance coverage. Eligibie employees will receive a COBRA package, which includes a COBRA election form. Contact
the benefits department with any questions regarding COBRA coverage.
6. Bereavement Days ‘

You are entitled to receive full pay for absences due to a death in the family. The specific number of days varies given
the particular circumstances. Please refer to your collective bargaining agreement for additional details. You must
provide appropriate documentation to Human Resources.

7. Other Absences
Employees shall receive full pay for absences resulting from the following reasons, provided the necessary
documentation has been given to an immediate supervisor:

a. Jury Duty — Employees must submit the following documentation to their immediate Administrator, who will initial
it and send it to the Staff Attendance Office:

i. Original petition to serve as a juror from the county in which they live;

ii. A copy of confirmation of days served from the county clerk;

If excused from Jury Duty prior to 11:00 a.m. an employee must report back to work. The district will confirm time
excused by contacting the Jury Duty Manager. Policy #4438

b. Court Subpoena — if an employee is compelled to appear in court in a matter that does not involve the empioyee or
their family. Employees must present a copy of the subpoena prior to absence.

CONTINUATION OF MEDICAL BENEFITS/NON-PAID STATUS

Anytime an employee goes into non-paid status (including during FMLA Leave) they must continue to pay their
insurance premium contributions. They witl also be notified upon the appropriate circumstances that the district is
terminating their benefits and they must COBRA benefits if they wish them to continue. This is the case regardless of
the type of leave the employee may be on. Additionally, this applies to employees who have exhausted their 12 weeks
FMLA leave and are in unpaid status.

REPORTING AN ABSENCE

Please adhere to the absence procedures established at your work location and all district employees must report their
absence to AESOP. Failure to do so may result in disciplinary action. Requests for a long-term leave of absence must be
submitted to the Human Resources Department and must include a comprehensive doctor’s note. Policy #3212, #4211
(see attached)

LEAVE OF ABSENCES
All requests for teaves of absence must be submitted in writing, utilizing the proper forms, to the Human Resources
Department along with the appropriate documentation for processing. ALL ABSENCES MUST BE REPORTED TC AESOP-

Page 11
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NO EXCEPTIONS. It is required that employees submit requests in advance of the effective start date of a leave.
Emergency situations will be considered on a case-by-case basis. All leaves of absences must be Board approved.

A medical leave requires a properly completed and signed doctor's note and projected date of return to work. A medical
clearance note must be presented when an employee returns to work and submitted to the Human Resources Office.
Please note that you are required to stay in the vicinity of your home unless you have the permission of the
Superintendent. You must be available upon reasonabie request of the district.

ANTICIPATED DISABILITY

An employee who anticipates a disabifity may requést a leave of absence to commence before disability and to extend
beyond the period of disability. Any such request shall be subject to Board discretion and the Board's policy on leave of
absence. Leaves of absence shall be provided in accordance with law and the policy for any employee of this district not
covered by the terms of a negotiated agreement whose absence from duties will be required for a foreseeable event of
disability such as childbirth or surgery. Because of the petentially disabling nature of pregnancy and the certainty of
temporary disability at birth, it will be presumed that a preghant employee is disabled for work thirty days before the
anticipated date of childbirth and continues to be disabted for thirty days after birth, except that any such employee
who presents medical certification of her fithess may continue te work until she is actually disabled and may return to
work as soon as she is able. The Board reserves the right to require an employee who requests an extended leave of
absence to commence and/or terminate the leave at times that ensures continuity of the educational program. Policy
#3435, #4435

DISABILITY INSURANCE

Employees may elect disability insurance through Prudential, AFLAC or Aetna or a disability provider of their own.
For more specific information, please contact the districi’s Benefit Specialist. Pleasantville Beard of Education does
net pay into the State Disability Program. It is the responsibility of the employee to elect coverage through
Prudential, AFLAC or Unum disability programs, or a disahility company of their cheice. This is an optional benefit
and is not mandatory for enroliment, Prudential, AFLAC, American General, and Unum companies have a contract
with PBOE to allow for payroll deductions. The elected disability programs are not administered by PBOE. Employees
who choose to have a relationship with other disability carriers will nat be able to take advantage of PBOE's direct

payroll deductions.

WORKERS” COMPENSATION

All employees should be aware of the proper procedures to follow when a work-related injury cccurs, All injury
reports, tefephone notifications, and questions regarding claim handling should be directed to Diane Gresham,
Benefits Specialist. The district may require any staff member to be examined for substance abuse after any work
place accident. Please note that you are required to stay in the vicinity of your home unless you have the permission
of the Superintendent. You must be available upon reasonable request of the district. Policy #3218, 4218,

WHAT 1S WORKERS’ COMPENSATION? Worker’s compensation is a statutery benefit in the State of New Jersey. If
you are injured in the course and scape of your employment, worker compensation insurance covers you for medical
and lost wages. All district employees, whether full or part time are covered under workers’ compensation. The
insurance only covers those employees who have sustained an injury while working.

HOW DO | REPORT A WORK RELATED INJURY? All work reiated injuries must be reported to a district Nurse, Principal
or Supervisor IMMEDIATELY, and in no instance greater than 24 hours, as required by the Board of Education. In
accordance with this policy, disciplinary action may be taken for failure to report work-related injuries in the
established time frame. Be advised that acceptance of claims for worker’s compensation may be defayed or denied if
not reported within 24 hours, Employees must complete an “EMPLOYEE ACCIDENT” form for all injuries. These forms
can be obtained from the School Nurse. Policy #8442 '
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WHAT IF AN INJURY OCCURS AFTER NORMAL WORKING HOURS {“OFF HOURS”}? The EMPLOYEE must contact their
immediate supervisor and complete the “EMPLOYEE ACCIDENT” form within 24 hours.’

WHERE DO | GO IF MEDICAL TREATMENT 15 REQUIRED? The first action is to go to the School Nurse if available.
Medical treatment for work related injuries beyond first aid must be provided by district authorized physicians; or in
emergency cases only, by the emergency department of the nearest public hospital. A injuries requiring medical
treatment must be reported to a Supervisor, Principal, and Diane Gresham immediately following the doctor’s
appointment stating the physician’s diagnosis and return to work status.

WHAT IF | NEED A PRESCRIPTION FILLED? If you need a prescription filled pertaining to your work- related injury, go
to any Pharmacy. DO NOT USE YOUR PRESCRIPTION CARD.

EARLY RETURN TO WORK

Employees on Workers' Compensation as a result of an on-the-job accident, injury, or occupational disease may be
eligible to return to their work environment with modified work duties. The modified work duty is designed to enable
injured employees to return to work in a limited capacity until such time as the employee is released by a physician for
regutar duty. The employee MUST sign a Modified Duty letter prior to returning to work. The modified work duty will
be administered and interpreted in order to increase productivity and increase employee morale. The job duties will
have requirements consistent with the employee's health limitations as certified by his/her physician and confirmed
by the district’s medical facility. Policy #3425.1, #4425,1

EMPLOYEE ASSISTANCE PROGRAM {EAP)

The district has availahle an Employee Assistance Program, (EAP) which was designed to provide professional and
confidential counseling services. Employees are encouraged to contact Princeton HealthCare at 1-800-527-0035 which
provides confidential services for any mental health related stress including marital problems, work-related stress, and

addiction issues.

DISCIPLINE

Pleasantville Public Schools expects employees to comply with all policies, rules, and to conduct themselves according to
acceptable standards of behavior. It is the responsibility of all levels of supervision to see that the rules are clearly made
known to staff and that they are consistently foilowed and enforced. Poficy #3150, #4150

SERIOUS OFFENSES

The Pleasantville Public Schoot District considers certain actions to he serious offenses that are strictly prohibited.
Employee actions that are considered to be of a serious nature, may subject the employee to immediate suspension
and/or termination without the benefit of progressive discipline. The following are examples of those actions that are
considered to be of a serious nature:

a. Physically or verbally attacking or threatening to fight another empioyee, or other disorderly or immoral conduct on
the school district's property.

b. Negligence or careless action that endangers the life or séfety of another person.

¢. Insubordination.

d. Improper handling or misuse of school funds.

¢. Unauthorized possession or removal of property belonging to the school district or another employee.

f. Unauthorized use of district equipment or property for personal reasons or for profit.

g. Improper or inappropriate use of electronic and/or communication systerris '

h. Deliberately damaging or destroying property that belongs to another employee, schoot district, or a student.

i. Possession of firearms, illegal weapons, or explosives on or near school property.

i. Possession or under the influence of an intoxicating or a controlled substance while at work.

k. Possessing, distributing, or consuming intoxicants, narcotics or any non-prescribed drug on school property except
medications prescribed by a physician which do not impair work performance or compromise safety.
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|. Falsifying payroll records or time records by reporting time worked Inaccurately or incompietely.

m. Being involved in activities, including criminal activities the nature of which would make continued employment
incompatible with the best interest of the school district and its employees.

n. Harassment or sexual harassment.

o. Breaching confidentiality.

p. Deliberately falsifying statements.

r. Failing to cooperate in school district investigations

CODE OF CONDUCT/ETHICS

The Board of Education endorses the code of ethics for professional educators published by the National Education
Association. Policy #3211, #4215 '

COMMUNICATION WITH STUDENTS
Authorized personnel may communicate with students who are currently enrolled in the district through electronic
media as long as they maintain strict compliance with Policy #3283, #4283 (see attached) and only within the following

guidelines:

a. The employee shall limit communications to matters within the scope of the employee’s professional
responsibifities (e.g., for classroom teachers, matters relating to class work, homework, and tests).

b. If an employee receives an unsolicited electronic contact from a student that is not within the
employee’s professional responsibilities (e.g., for classroom teachers, matters relating to class work,
homework, and tests), the employee shall not respond to the student using any electronic media
except to address a heaith or safety emergency.

¢. The employee is prohibited from communicating with students through a personal social network
page; the empioyee must create a separate sociai network page (“professional page”), approved by
the buiiding Principal, for this purpose. The employee must enable administration and parents to
access the employee’s professional page. Staff are aiso prohibited from accepting “friend” requests
from students.

d. inappropriate content includes, but is not limited to the following communications; sexual nature,
alcohol, tobacco, drugs, past or current refationships, obscene language, harassment, establish a
persanal refationship, and/or confidential information.

e. All appropriate communication must take place utilizing the districts e-mail system. Staff members
are prohibited from providing students with their persanal e-mail address or communicating via a
personal cellular telephone.

f.  Only a teacher, coach, trainer, or other employee who has an extracurricular duty may communicate
with students through text messaging and only with prior approval of the building Principal. The
employee may communicate oniy with students who participate in the extracurricular activity over
which the employee has responsibility and any message must be sent to ALL members of that
activity.

g. The employee shail not communicate with any student between the hours of 8 p.m. and 8 a.m. unless
the employee has supervisory responsibilities for the student at that time.

h. Upon request from a building Principal, an employee will provide the phone number(s), social
network site(s), or other information regarding the method(s) of electronic media the employee uses
to communicate with any one or more currently-enrolled students.
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ARREST REPORTING REQUIREMENTS

All employees shall report their arrest or indictment for any crime or offense to the superintendent within 14
calendar days. The report shall include the date of the arrest or indictment and charge{s) lodged against the
employee. Such employee shall also report to the superintendent the disposition of any charges within seven
caiendar days of the disposition. Failure to comply with these reporting requirements may be deemed “just cause”
pursuant to N.J.A.C. 6A:9-17.5. Policy #3159, #4159 (see attached}

CORPORAL PUNISHMENT

Staff members shall not use physical force or the threat of physical force to maintain disc}pline or compel obedience
except as permitted by law, but may remove pupils from the classroom or school by the lawful procedures
established for the suspension and expulsion of pupils. Policy #3217, #5561 (see attached)

DISCRIMINATION/HARASSMENT

Employees need not tolerate harassment in the workplace. When any employee feels they have been subject to any
form of discrimination/harassment (sexual, racial, political, social, or religious) they may provide a written complaint
o the Superintendent of Schools or designee. The district does not condone or tolerate harassment in any way and
such conduct may lead to dismissal or other appropriate action being taken with respect to the person found guilty
of such conduct. Policy #3351, #4351

SEXUAL HARRASSMENT

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal or physical contacts
of a sexual natyre that would not have happened but for the employee's gender. Whenever submission to such
conduct is made a condition of empioyment or a basis for an employment decision, or when such conduct is severe
and pervasive and has the purpose or eifect of unreasonably altering or interfering with work performance or creating
an intimidating, hostile, or offensive working environment, the employee shall have cause for complaint.

The district is committed to providing fair and equal employment opportunities and to providing a professional work
environment free of all forms of illegal discrimination, including harassment. The district shall not tolerate harassment
based on any personal characteristic describe in the Infroduction. Harassment and other unacceptable activities that
could alter conditions of employment, or form a basis for personnel decisions, or interfere with an employee's work
performance are specifically prohibited. Sexual harassment, whether committed by supervisory or non-supervisory
personnel, is unlawful and also specifically prohibited. In addition, the district shall not tolerate acts of non-employees
{volunteers, vendors, visitors, etc.) that have the effect of harassing district employees in the workplace. Harassment
can occur as a resuit of a single incident or a pattern of behavior where the purpose or effect of such behavior is to
create an intimidating, hostile or offensive working environment. Harassment encompasses a broad range of physical
and verbal behavior that can include, but is not limited to, the following:

Unwelcome sexual advances, comments or innuendos;

b

Physical or verbal abuse;

c. Jokes, insults or slurs directed toward the protected groups set forth above (Such comments are
unacceptable whether or not the individual within the protected class is present in the workplace
to everhear them and whether or not @ member of a class professes to tolerate such remarks);

=

d. Taunting based on personal characteristics described above intended to provoke an employee;
and/or

e. Requests for sexual favors used as a condition of employment or affecting any personnel
decisions such as hiring, promotion, compensation, etc.

All empioyees are responsible for ensuring that discrimination and harassment do not occur. t is the intent of the
district to comply with both the letter and spirit of the law in making certain illegal discrimination does not exist in its
policies, regulations and operations. Anyone who believes that he or she has been the subject of discrimination or
harassment or has knowledge of violations of this policy shall report the matter in accordance with established
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complaint procedures. All reports regarding employee discrimination or harassment shall be taken seriously, treated

‘ fairly and promptly and thoroughly investigated. Individuat privacy shall be protected to the extent possible. There shall
be no retaliation against any person who files a cempiaint under this policy. The district shall take appropriate and
necessary action to eliminate employee discrimination or harassment. Actions that result in discrimination on a basis not
related to an employee’s job performance or those that are determined to be harassment shall be subfect to disciplinary
action, up to and including dismissal.

All employees have a duty to report incidents of potential discrimination or alleged harassment to their immediate
supervisor or designated equal employment officer. Employees who fail to report incidents of potential discrimination or
alleged harassment, as described above, may be subject to disciplinary action, up to and including dismissal. In addition,
supervisory employees who fail to respond to discrimination or harassment complaints or te act on their knowledge of
violation of this policy will likewise be subject to disciplinary action, up to and including dismissal.

Any employee who believes he/she has been subject to sexual harassment within the educational programs ar
employment opportunities on the basis of race, creed, color, naticnal origin, ancestry, age, marital status, affectional
or sexual orientation, gender, religion, disability, or socioeconomic status may submit a written complaint to his/her
immediate supervisor, administrator, Superintendent or designee. Policy #3362, #4352, #5751 (see attached) -

UNBECOMING CONDUCT

Employees are held to the highest level of professional responsibility in their conduct with all students, Such conduct
should he solely purposed to protect the health, safety and welfare of each student. Staff members shail conduct
themselves appropriately at all times and shall not engage in inappropriate conduct, language and/or expression
towards or in the presence of students; staff members shaii not be in the presence of students outside of their
professional responsib#ities; and staff shall not permit students in their vehicles. Further, to the extent not covered
above, staff member shall not behave in a manner that avoids actual or the appearance of inappropriate conduct.

When an employee, creates conditions, either within or outside the school district, which affects the proper operations
of the school district, the BOE shall, in accordance with law, proceed against the employee for acts or any non-action
which constitutes unbecoming conduct. Unbecoming conduct sufficient to warrant Board review may resuit from a
singie flagrant incident or from a series of incidents. Policy #3281, #4281 (see attached)

DISCIPLINARY PROCEDURES

Al staff members shall observe statutes of the State of New Jersey, rules of the State Board of Education, policies of the
Board, and duly promulgated administrative rules and regulations governing staff conduct. Violations of those statutes,
rules, policies and regulations will be subject to discipline. Policy #3150, #4150 Discipiine will include, as appropriate,
verbal and written warnings, transfer, suspension, withholding one or more increments, freezing wages, and dismissal;
discipline will provide, wherever possible, for progressive penalties for repeated violations,

EXAMINATION FOR CAUSE

The Board of Education may, in accordance with law, reguire the psychiatric or physical examination of any staff
member who shows evidence of deviation from normal physical or mental health that adversely affects the
performance of the employee. Any such recommendation must be accompanied by competent evidence, if the Board
determines that deviation from normal health has been demonstrated, it may require that the member submit to a
physical or mental examination. Policy #3161, #4161

INCREMENT WITHHOLDING

The Board of Education recognizes that any advancement on a salary schedule, including annual increments and raises,
is not automatic but rests within the discretion of the Board. The withholding of an increment shall be based on
evaluations of the employee's performance and conduct. Policy #3152, #4152
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EMPLOYMNT RELATED LAWS, POLICIES AND REGULATIONS

Throughout this Employee Handbook there are references to Board Policies and Regulations, which may be found
on the district website. It is incumbent upon all employees to become familiar with these policies and reguiations
and state and federal laws governing public education.

Americans with Disabifities Act ~-www.usdol.gov/crt/ada/workta.htm

Right To Know — www state.ni.us/heatth/eoh/rtkweb/index.shtml Blood Bourne

Pathogens — www,osha.gov/SLTC/bloodbornepathogens/index.html

Wage and Hour — http://Iwd.dol.state.ni.us/labor/wagehour/content/general information.html

HIPPA Compliance — www.state.nj.us/treasury/pensions/epbam/exhibits/pdf/hb0364.pdf

ADA/504

In accordance with applicable law and district policy and regulation, all employees and job applicants with a
disability will be provided with reasonable accommodations. Staff needing accommodations shall provide a written
request to the Human Resources Department. Policy #1510

AFFIRMATIVE ACTION

Empioyees are guaranteed equal and bias-free access to all educational programs as well as retention and
advancement regardless of race, creed, color, national origin, nationality, ancestry, age, sex (including pregnancy}
famiiial status, marital status, domestic partnerships status, affectional or sexual orientation, atypical hereditary
cellular or blood trait, genetic information, liability for military service, mental or physical disability, perceived
disability, AIDS and HIV status, political activities, domicile, or membership or participation in or association with
activities of any employee organization. Any employee who believes he/she has been subject to discrimination on
the basis of race, creed, color, national origin, ancestry, age, marital status, affecticnal or sexual orientation, gender,
religion, disability, or socioeconomic status may submit a written complaint to his/her immediate supervisor,
administrator, Superintendent or designee. Policy #1140 {see attached), #1550

ASSIGNMENT AND TRANSFER
Requests for transfers may be considered as long as the transfer contributes to the provision of a thorough and efficient

educational system. Any employee that desires a transfer needs to file a written request no later than May 1 of each
year. Review your collective bargaining agreements for additional informaticon. No staff member shall be transferred for
disciplinary reasons. Staff members shall be given written notice of their annual assignments in accordance with the
collective bargaining agreement, but nothing in this policy shall preclude the reassignment of a staff member at any
time, Policy #3130, #4130

ATTENDANCE POLICY

The reguiar and prompt attendance of staff members is an essential element in the efficient operation of the school
district and the effective conduct of the educational program. The privilege of district employment imposes on each
staff member the responsibility to be on the job on time every scheduled working day. This respensibility requires
that the employee maintain good health standards, take intefligent precautions against accidents, both on and off
the job, and manage his/her personal affairs to avoid conflict with district responsibilities. Chronic absenteeism and
tardiness may be subject to discipline and may be cause for dismissal. The district utilizes a series of conferences with
your supervisor or Principat as absenteeism increases. The staff member may also be placed on a SAP. Please note
that you are required to stay in the vicinity of your home unless you have the permission of the Superintendent. You
must be available upon reasonable request of the district. Policy #3212, #4211 (see attached)

COMPLAINTS , DUE PROCESS

Any person or group having a legitimate interest in the schools of this district may present a written request,
suggestion, or complaint concerning district personnel, the educational program, instructional or resource materials,
or the operations of the district to the Superintendent of Schools. Policy, #3130

PLEASANTVILLE EMPLOYEE HANDBOOK 2018-2019 Page 17



holt.crystal
Text Box
2018-2019


CONFLICT OF INTEREST

Employees must not undertake any activity or have any interest (e.g. memberships, directcrships, shares, or contact)
with any person or in any organization which may censtitute a conflict of interest with the district. You are required
to notify your immediate supervisor upon becoming aware of any potential or actual conflict of interest involving you
or another staff member during your employment. Policy #3214, #4214

CONSCIENTIQUS EMPLOYEE PROTECT ACT {CEPA}

CEPA (Whistleblower Act) prohibits an employer from taking any retaliatory action against an employee because
that employee disclosed or may disclose that the Board or district officer may be in violation of a law or rule. The
Pleasantville Schogl District provides a secure channel through which current and former employees and applicants
for employment may make confidential disclosures. The Human Resources Office evaluates the disclosures to
determine whether there is a substantial likelihood that ane of the categories listed below has been disclosed. If
such a determination is made, the office will investigate the matter. New Jersey law prohibits an employer from
taking any retaliatory action against an employee because the employee does any of the following:

a. Discloses, or threatens to disclose, to a supervisor or to a public body an activity, pclicy or practice of the
employer or ancther employer, with whom there is a business relationship, that the employee reasonably believes
is in violation of a law, ar a rule or regulation issued under the faw, or, in the case of an employee who is a licensed
or certified health care professional, reasonably believes constitutes improper quality of patient care;

b. Provides information to, or testifies before, any public body conducting an investigation, hearing or inquiry into
any violation of law, or a rule or regulation issued under the law by the employer or another empioyer, with whom
there is a business relationship, ar, in the case of an employee whao is a licensed or certified health care
professional, provides informaticn to, or testifies before, any public body conducting an investigation, hearing or
inguiry inta quality of patient care; or

¢. Provides information involving deception of, or misrepresentation to, any sharehoider, investcr, client, patient,
customer, employee, former employee, retiree or pensioner of the employer or any governmentai entity.

d. Provides infoermation regarding any perceived criminai or fraudulent activity, policy or practice of deception or
misrepresentation which the employee reasonably believes may defraud any sharehoider, investor, client, patient,
customer, employee, former empioyee, retiree or pensioner of the employer or any governmental entity.

e. Objects to, or refuses to participate in, any activity, policy or practice which the employee reasonably believes:
1. isin viclation of a faw, or a rule or reguiation issued under the law or, if the employee is a licensed or
certified health care professional, constitutes improper quality of patient care;

2. is fraudulent or criminal; or
3. is incompatible with a clear mandate of public policy cancerning the public health, safety or welfare or
protection of the environment. N.1.S.A. 34:19-3.

The Human Resources Department serves as a secure channel that can be used to disclose —

1. a violation of law, rule cr regulation;

2. gross mismanagement;

3. pross waste of funds;

4, abuse of authority, or

5. substantial and specific danger to public health or safety.
To make a disclosure contact: Mark Delcher, Director of Human Resources , Human Resources Office, 3" Floor Middle
School, 609-383-6800. X2542, delcher.mark@pps-nj.us Policy #3381, #4331
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DRUG-FREE/SMOKE-FREE WORKPLACE POLICY
The Board of Education prohibits the unlawful manufacture, distribution, dispensing, possession or use of any
controfled dangerous substance by any person in any school building, on school grounds, or during any activity or

event sponsored by the Board. Policy #7436, #7434 (see atfached)

a. Prohibited Acts - Drugs and Alcohol: Therefore, the manufacture, distribution, dispensation,
possession, use of or presence under the influence of alcohol, inhalants, controlled substances or
substances represented to be such, or unauthorized prescription medication, is prohibited on school
premises or at school activities. In addition, the district will not condone the involvement of any
employee with illicit drugs, even where the employee is not on district premises. Employees of the
school system shall not possess, use, or distribute any illicit drug or alccholic beverage as defined in
New lersey Statutes while on school premises or while responsible for chaperoning students on
school-sponsored trips. Any employee who possesses, uses, or distributes any illicit drug or alcohalic
beverage on school premises, or while responsible for chaperoning students on a school-sponscred
trip may be disciplined, up to and including discharge. All school employees shall cooperate with law
enforcement agencies in investigations concerning any viclation of this provision.

b. Tobacco Products: Employees shall not use tobacco products on district premises, in district vehicles,
nor in the presence of students at school or school-related activities. Employees who violate this
policy will be subject to fines and disciplinary action, up to and including termination from
employment.

c. Drug-Free Awareness Program: The district shall establish a drug-free awareness program to inform
employees about the dangers of drug abuse in the workplace, the district’s policy of maintaining a
drug-free workplace, any available drug counseling, rehabilitation and {if applicable} employee
assistance abuse programs, and the penalties that may be imposed upon employees for drug abuse
violations.

d. Reasonable Suspicion Testing: All employees shall be required to undergo alcohol and drug testing at
any time the district has reasonabie suspicion to believe that the employee has violated the district's
poiicy concerning alcohol and/or drugs. Reasonable suspicion alcohol or drug testing may be
conducted when there is reasonable suspicion to believe that the employee has used or is using drugs
or alcohol prior to reporting for duty, or while on duty, or prior to or while attending any district
function on or off district property, and as a resuit of a workplace accident. The district's
determination that reasonable cause exists must be based on specific, contemporaneous, accurate
observations concerning the appearance, behavior, speech or body odors of the empioyee. A trained
supervisar must make the observations. Refusal to consent to testing will result in disciplinary action,
up to and including termination of employment.

e. Additional Testing and Reguirements: Empioyees required to possess a commercial driver’s ficense
may be required to undergo additionai drug testing in accordance with relevant law, Board policy, and
administrative rules.

f.  Consequence for Violation: Employees whe viclate the district’s policies and rules regarding aicohol
or drug use shall be subject to disciplinary sanctions. Such sanctions may include referral to drug
and alcohol counseling or rehabilitation programs or employee assistance programs, discipline or
discharge from employment with the district, and referral to appropriate law enforcement officials -
for prosecution. Compliance with the district’s policies and rules is mandatory and is a condition of
employment.

EQUAL EMPLOYMENT OPPORTUNITY (EEO}

Employees are guaranteed equal access to all categories of employment as well as retention and advancement
regardless of race, creed, color, national origin, nationality, ancestry, age, sex (including pregnancy), familial status,
marital status, domestic partnerships status, affectional or sexual orientation, atypical hereditary ceilular or bloed
trait, genetic information, Hability for military service, mental or physical disability, perceived disability, AIDS and HIV
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status, political activities, domicile, or membership or participaticn in or association with activities of any employee
organization. Any employee who believes he/she has been subject to discriminaticn with in employment
‘opportunities on the basis of race, creed, color, national origin, ancestry, age, marital status, affectional or sexual
orientation, gender, religion, disability, or socioeconomic status may submit a written complaint ta his/her
immediate supervisor, Principal, Superintendent or designee. Palicy #1530

HAZARDOUS SUBSTANCES

Employees shall be informed of the hazards related to the handling of certain substances and trained to work with
hazardous substances. Hazardous substance means any substance or substance in a mixture included an the hazardous
substance list developed by the New Jersey Department of Health and Seniar Services. Poticy #7433

HATE CRIMES AND BIAS
Employees will work closely with local faw enforcement and the county prosecutor’s office to report or eliminate the
commission of hate crimes and bias-related acts. Policy #8465 ~

VIOLENCE IN THE WORKPLACE 7

Violent behavior of any kind or threats of violence, either direct or implied, are prehibited on district property and at
district spansored events. The district will not tolerate such conduct in its employees, former employees, contractors, or
visitors. An employee who exhibits violent behavior shall be subject to disciplinary action up to and including
termination and may also be referred to law enforcement.

PHYSICAL RESTRAINT

On occasion, during an emergency, a situation may arise making it necessary to tempararily restrain a pupil. An
emergency is defined as a situation in which the pupil’s behavior poses a threat of imminent, serious physical harm to
the pupil or others or imminent, serious property destruction. In accerdance with N.J.S.A. 18A:6-1, no person
employed or engaged in school or educational instruction, whether public or private, shall inflict or cause to be
inflicted corporal punishment upan a pupil attending such scheol or institution. However, any such person may, within
the scope of his/her employment, use and apply such amounts of force as is reasanable and necessary: to quell a
disturbance, threatening physical injury to others; to obtain possession of weapons or other dangerous objects upon
the person or within the control of a pupil, for the purpose of self-defense; and for the protection of persons or
property. Policy #5561, #3217 (see attached)

POLITICAL ACTIVITIES

The Board of Education recognizes and encourages the right of all citizens, including staff members, to engage in
political activity. The Board prohibits the use of school premises and school time, however, for partisan political
purpases. Policy #3233, #4233

PROFESSIONAL RESPONSIBILITY

Alf teachers are required to maintain and use an updated curricuium guide for preparation of lesson pians for each
subject taught. Lesson pians must include those items identified in Policy #3270 and should be prepared in enough
detail with enough clarity to enable a substitute teacher to carry on the program during the absence of a teacher.
Staff must alse perform additional duties as assigned, attend meetings and comply with sign-out procedures. Policy
#3270 (see attached)

RESIDENCY REQUIREMENT

Every person holding an office, employment, or position in a schoof district shall have his or her principal residence in
New Jersey in accordance with the provisions of N.J.S.A. 52:14-7. Policy #1631 {see attached)
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SEARCH AND SEIZURE

staff members should be aware their expectation of privacy in district faciiities and/or the schoal district-owned
property provided by the Board of Education is reduced by virtue of actual office practices and procedures, for '
searches conducted pursuant to an investigation of work-related employee misconduct, or by legitimate school
district policies or regulations. In addition, staff members shall have a reduced expectation of privacy in these
facifities and school district-owned property if there is reasonable suspicion the staff member is violating a law or
school policy. School staff members shall be on notice this reduced expectation of privacy may result in such
facilities and/or school district-owned property including but not limited to; desks, filing cabinets, mailboxes, lockers,
tables, shelves and other storage spacé being searched without a search warrant. in order to avoid exposing personal
belengings to such a search, school staff members are discouraged from storing personal papers and effects in these
facilities or school district-owned property. Policy #3324, #4324

SOCIAL NETWORKING

Staff members are advised communications, publications, photographs, and other information appearing on sociai
networking sites deemed inappropriate by the Board couid be cause for dismissal of a non-tenured staff member or
to certify tenure charges against a tenured staff member. Staff members are also advised to be concerned and
aware such conduct deemed inappropriate may include, but is not limited to, communications and/or publications
using e-mails, text-messaging, social networking sites, or any other form of electronic communication that is
directed and/or availabie to pupils or for public display or publication. Policy #3282, #4282 (see attached)

SUBSTANCE ABUSE

All employees are clearly prohibited from the unlawful possession, use, or distribution of illicit substances, drugs,
alcohol, and/or anabolic steroids on school premises or as part of any of its activities by any employee of the district
as well as reporting to the workplace under the influence of any illicit substances, drugs, alcohol, and/or anabolic
steroids. Compliance with this standard of behavior is mandatory. Every effort will be made to educate employees
regarding the misuse of illegal substances, alcohol, drugs, and anabelic stercids, Further, the Board will assist and
provide guidance to an employee who is having a problem concerning the abuse of these substances on how to
receive additional help and counseling. Policy #3218, #4218 (see attached)

SUICIDE PREVENTION

All school personnel are to be alert to the pupil who exhibits behavioral warning signs of potential self- destruction or
who threatens or attempts suicide. Any such signs or the report of such signs from another pupil or staff member
should be taken with the utmost seriousness and reported immediately to the building Principal, who shail notify the
pupil’s parent(s) or legal guardian(s) and other professional staff members in accordance with administrative
regulations. Policy #5350

USE OF CELLULAR TEEEPHONES
Employees are prohibited from the use of personal cell phones, pagers, walkie-talkies or other “Electronic Portable

Communication Devices” while they are performing their assigned duties (class time, duty periods}. During meeting time,
personal cell phones should be turned off and not used. Personal cell phones may be used during planning/free periods,
lunch periods, and before and after the regular workday. “Electronic Portable Communication Devices” are defined to
include portable two-way communication devices, including but not limited te cellular telephones, walkie-talkies,
personal digital assistants, and other hand-held computing devices {when. such device is being used as a communication
device). This definition wili also include any new technology developed for similar purpaoses. Excluded from this definition
is any device with communication capabilities that has been approved for instructional purposes. This policy does not
prohibit the use of personal cell phones in emergenéies or in the conduct of school business. Policy #3322, #4322
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USE OF TECHNOLOGY

The use of technology in the educational process is an essential part of the schooling experience. Technology is to be
viewed as a resource to enhance the learning process among other resources available to teachers and pupils. In
addition, technology can be used to enhance the administration of the schools and the district. in order to provide
direction and meaning to the use of technology as an instructional resource, employees are encouraged to use
technology as a component of the learning process. For purposes of this policy “technology” includes, but is not limited
to, the use of computers and computer peripherals, communications networks, access to databases and libraries of
information and the integration of audio, video, multimedia devices and media for purposes of teaching and learning.
Policy #2360

FAMILY MEDICAL LEAVE ACT (FMLA}
The Board will provide family leave in accordance with the Federal Family and Medical Leave Act (FMLA). FMLA for

eligible staff members shall be up to twelve weeks |leave of absence in any twelve month period upon advance notice to
the district for the birth of a son or daughter of the staff member and in order to care for such son or daughter; for the
placement of a son or daughter with the staff member for adoption or foster care; in order to care for the spouse, son,
daughter, or parent of the staff member if such spouse, son, daughter, or parent has a serious health condition; or fora
serious health condition that makes the staff member unabie to perform the functions of the position of such staff
member. All medical premium contributions must be made while out on FMLA leave if the employee is in non-pay
status. Failure to make such payments will cause the employees medicai coverage to be terminated. The required FMLA
forms are available on the district's website. Please note that you are required to stay in the vicinity of your hame uniess
you have the permission of the Superintendent. You must be available upon reasonable request of the district. Policy
#3431.1, #4431.1

NJ_FAMILY LEAVE ACT [NJFLA)

NJFLA leave for eligible staff members shail be up to twelve weeks leave of absence in any twenty-four month period
upon advance notice to the district so that a staff member may provide care made necessary by the birth of a child of
the staff member, the placement of a child with the staff member in connection with adoption of such child by the
staff member, and the serious health conditicn of a spouse, parent, or child. Policy #3431.3, #4431.3

MILITARY

Any permanent or full-time officer and/or employee of the district wili be provided miiitary leave and related benefits
pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C. Section 4301 et
seq., P.L. 2001 Chapter 351 amending N.J.S.A. 38:23-1, N.J.S.A. 38A:1-1 and N.L.S.A. 38A:4- 4., and any other applicabie
Federal and State {aws. Policy #3437, #4437

DIRECT DEPOSIT ‘
in accordance with the NJ Direct Deposit Law, employees must have their salary deposited directly into a bank account
of their choice. Please complete the Authorization Form for Direct Deposit and submit form to Payroll. Policy #6511.

PERSONAL INFORMATION

The district maintains an employee database of information that is kept with confidentiality and is accessible only by
those in the Human Resources Department. If, while employed with the district, your personal information (name,
phone number, address, etc.) changes, piease immediately complete the employee change form available on-line
and/or in the Human Resource Department. It is imperative that the district maintains the most current employee
information in their database.
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PERSONNEL FILES

A personnel file is assembled and maintained for each person employed by this district. No information will be placed in
an employees’ file that does not pertain to the employee’s position in this district and the performance of the employee’s
duties. Personnel records shall be maintained in the Human Resources Department, who shall be records manager
responsible for the day-to-day maintenance of the files and for supervising access to the files. Each employee shall be
granted access to his/her personnel file in accordance with Board of Education regulations, except as may have heen
negotiated with the employee’s majority representative. Written request for access shall be submitted to the Human
Resources Department, Except in unusual circumstances, access shall be granted only during the regular working hours
of the office in which the file is kept. The employee must review their file in the presence of the Director of Human
Resources or designee, and at the employee’s request, a representative of the employee. Policy #8320

PROFESSIONAL DEVELOPMENT/CERTIFIED STAFF
ACHIEVENJ ‘

In schools, teachers have the greatest influence on student learning. All New Jersey students deserve great

teachers, and all New jersey teachers deserve meaningful opportunities for growth. In 2012, the New Jersey
_Legislature unanimously passed the TEACHNJ Act, which mandated impleméntation of a new teacher evaluation

system starting in the 2013 -2014 school year and links tenure decisions to evaluation ratings.

AchieveN) is designed to recognize those who excel, identify those whe need additional support, and provide

meaningful feedback and professicnal development to all teachers.

CONTINUING EDUCATION

To improve student achievement, coursework, graduate study, workshops, conferences and programs will be
available to ail employees as deemed appropriate and attendance is pre-approved by administration. Please
review your collective bargaining agreement for details.

EVALUATION.

Consistent and continuing evaluation of staff members is essential to the achievement of the educational goals of
this district. The purpose of a program of evaluation is te promote professionai excellence and improve the skills of
staff members, improve pupil learning and growth, and provide a basis for the review of staff member performance.
The Board will provide leadership, adeguate resources for supervision and professional development, time for the
proper conduct of evaluations, and time for in-service training. The basis for each teacher evaluaticn are the
Danielson Framework for Teaching rubrics. They are a set of research-based components of instruction aligned to
INTASC standards and grounded in a censtructionist view of teaching and iearning. The framewaork consists of 22
components and 76 elements that fall under four domains: Planning and Preparation, Classroom Environment,
Instruction, and Professional Responsibilities, Teachers are scored on their annual summative rating as Ineffective,
Partially Effective, Effective or Highly Effective.

Marshal Framework offers a principal evaluation system that provides a commeon language to describe
outstanding schoot leadership and offers the tocls and training te measure and enhance the efficacy of scheol
leaders, with the end result of improving learning outcomes for student.

The aim is to provide guidance, to help achieve job and career goals, to recognize achievements and to ensure that
district achievement goals are met. You will have the opportunity to participate in planning your work and setting
your goals in collaboraticn with your supervisor on a regular basis and formally during your annual appraisal
conference. Your supervisor will also provide you with regular coaching and feedback. The performance appraisal
process is an opportunity for two way communication and honest feedback concerning your work and your future
career with the district. Policy #3221, #3222, #3223, #3234 (see attached)
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If any tenured teacher, Principal, Vice Principal is rated ineffective or partiaily effective in two consecutive
years according to the chart below, that empioyee will be charged with inefficiency.

Year 1 Rating Year 2 (Consecutive} Rating
Action
Partially Effective ‘ The supennteerent s?hall fite a charge of
: Ineffective inefficiency
ineffective Partially Effective The superintendent may file a charge of inefficiency or may

defer the filing until the next year; in the following year (i.e.,
the third consecutive year), the superintendent shali file a
charge of inefficiency ifthe annual rating is ineffective or
partially effective

Partially Effecti
artially Effective Partially Effective

PROFESSIONAL DEVELOPMENT

It is the responsibility of all employees to continually improve their skills. The district will provide oppaortunities to ail
staff members to be trained in topics required by state and federal law, as well as topics and strategies relevant to
their assignment. Policy #3240, #4240

TUITION REIMBURSEMENT

Authorization for tuition reimbursement requires pre-approval of work-related courses, please see your coilective
bargaining agreement for details. The following documents must be submitted to Human Resources. Policy #6472

A Course Approval Form

oo

A Course Reimbursement Form
A letter of matriculation/course outline for certification/degree
An invoice from the educational institution

An official transcript

oo a0

Verification that the tuition was paid

SEPARATION PROCESS

An employee wishing to resign or retire must submit a written letter to the Human Resources Department noting the
type and anticipated date of separation. The request will be placed on the Board agenda for approval. The Human
Resources Department will schedule the employee for an exit interview and will collect any items belonging to the
district {i.e. ID badge, laptop, iPhone, iPad, keys, etc). Upon receipt of all district property, the Human Resources
Department will verify attendance and process final payout and safary due. Policy #8320

NON-RENEWAL

When the nan-tenured staff member’s performance does not meet the standards of the district, the Superintendent
shall recommend not to renew the staff member’s contract. A non-tenured staff member who is not recommended
for renewal by the Superintendent shall be deemed non-renewed. The non-tenured staff member shall have the right
to an informal appearance before the Board to permit the staff member an opportunity to convince the members of
the Board to offer reemployment. The staff member must request the appearance before the Board within ten
calendar days of receipt of the statement of reasons. Policy #3142, #4146
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REDUCTION |IN FORCE

A reduction in force (RIF) occurs when the Board abolishes one or more positions. Only tenured staff members can be
affected by a RIF. Non-tenured employees have no seniority rights and will be non-renewed. When a position is
abolished in a RIF, a tenured employee in the affected category of employment is entitled to employment over a non-
tenured employee or a less tenured employee. The district seniarity list is used to make final determinations of
employment rights. RIFs are governed by N.J.S.A. 18A:28-9 and N.J.A.C.6A:32-5 Policy #3146, #4145, #4146

RESIGNATION .

A teaching staff member must give a sixty-day notice, (other employees thirty-day notice} when tendering a resignation
to the Board through the Superintendent. The Superintendent may accept a notice of resignation, which will be ratified
by the Board at its next meeting. A member who offers insufficient notice of resignation will be paid only through the
last day of service. In addition, the Board may notify the Commisstoner of Education of any teaching staff member who
terminates his/her position without giving a sixty-day notice to the Board and without the express permission of the
Board. The certificate of any such member may be suspended. Policy #3141

RETIREMENT

Please contact and apply for retirement with the NJ Division of Pension and Benefits. Once you decide that you will
be retiring, you must send a letter to the Human Resources Department indicating your retirement date for Beard
approval.

TITLE IX _

The Conscientious Employee Protection Act, requires employers to provide an annual Written or electronic notice of
rights and obligations under the Act. Pleasantville School District Title IX Coerdinator, Mark Delcher, J.D.

Director of Human Resources , 609.383.6800, X2542 , delcher.mark@pps-nj.us

What is Title IX:

The federal law prohibiting sex discrimination in educational institutions is Title IX of the Educational Amendments
Act of 1972 (amending the Higher Education Act of 1965). This act is codified as Title 20, United States Code,
Chapter 38, Sections 1681-1686. The act was also amended by the Civil Rights Restoration Act of 1987 ("Titie X"}
The law states that "no person in the United States shall on the basis of sex be exciuded from participation in, be
denied the benefits of, or be subjected to discriminaticn under any education program or activity receiving federal
financial assistance. The amendment in 1987 expanded the definition of program or activity to include all the
operations of an educational institution, governmental entity or private employer that receives federal funds.

Title 1X forbids sex discrimination in all district services and academic programs.. Title IX alse forbids discrimination
because of sex in employment and recruitment consideration or selection, whether full time or part time, under
any education program or activity operated by an institution receiving or benefiting from federat financial
assistance ("recipient”}. Policy #5755

Role of Title {X Coordinator:

Pursuant to Title IX of the Educational Amendments of 1972, Pleasantville School District’s Title IX Coordinator is
the designated agent of the schoal district with primary responsibility for coordinating Title IX compliance efforts.
The Title IX coordinator’s responsibilities are critical to the development, implementation, and monitering of
meaningful efforts to comply with Title X legislation, regulatien, and case law. In broad terms, the Title iX
Coordinator oversees monitoring of school district policy in relation to Title X law develepments; implementation
of grievance procedures, including notification, investigation and disposition of complaints; provision of
educational materials and training for the district community; conducting and/or coordinating investigations of
complaints received pursuant to Title 1X; ensuring a fair and neutral process for all parties; and monitoring all other
aspects of the district’s Title IX compliance,
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“Whistleblower Act”

Employer retaliatory action; protected employee actions; employee responsibilities

1. New Jersey law prohibits an empioyer from taking any retaliatory action against an employee because the
employee does any of the following:

a. Discloses, or threatens to disclose, to a supervisor or to a public body an activity, policy or practice of the
employer or another employer, with whom there is a business relationship, that the employee reasonably
believes is in viclation of a law, or a rule or reguiation issued under the law, or, in the case of an employee
who is a licensed or certified health care professional, reasonably believes constitutes improper quality of
patient care,

b. Provides information to, or testifies before, any public body conducting an investigation, hearing or inquiry into
any violation of law, or a rule or reguiation issued under the law by the empioyer or another employer, with
whom there is a business relationship, of, in the case of an employee who is a licensed or certified health care
professional, provides information to, or testifies befare, any public body conducting an investigation, hearing
or inquiry into quality of patient care; or

c. Provides information involving deception of, or misrepresentation to, any sharehalder, investor, client, patient,
customer, employee, former employee, retiree or pensioner of the employer or any governmental entity.

d. Provides information regarding any perceived criminal or frauduient activity, policy or practice of deception
or misrepresentation which the employee reasonably believes may defraud any shareholder, investor, client,
patient, customer, employee, former employee, retiree or pensioner of the employer or any governmental
entity. :

e. Objects to, or refuses to participate in, any activity, policy or practice which the empioyee reasonably
believes:

(1) is in violation of a law, or a rule or regulation issued under the law or, if the employee is a licensed
or certified health care professional, constitutes improper quality of patient care,

(2} is frauduient or criminal; or

(3) is incompatible with a clear mandate of public policy concerning the public health, safety or welfare
or protection of the environment. N.J.S5.A. 34.19-3.

2, The protection against retafiation, when a disclosure is made to a public body, does not appiy unless the employee
has brought the activity, policy or praciice to the attention of a supervisor of the employee by written notice and
given the employer a reasonable opportunity to correct the activity, poiicy or practice. However, disciosure is not
required where the employee reasonably believes that the activity, policy or practice is known to one or more
supervisors of the employer or where the empioyes fears physical harm as a result of the disclosure, provided
that the situation is emergency in nature.

CONTACT INFORMATION

Your employer has designated the following contact person
to receive written notifications, pursuant to paragraph 2 above (N.J.S. A. 34:19-4):

Name:
Address:

Telephone Number:

This notice must be conspicuously displayed.

Once each year, employers with 10 or more empioyees must distribute notice of this law to their employees.
If you need this document in a language other than English or Spanish, please call (608) 292-7832.
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Acciones de represalia del empleador; proteccion de las acciones del empleado

1. La ley de New Jersey prohibe que los empleadores tomen medidas de represalia contra todo empleado-que
haga lo siguiente:

a. Divulgue o amenace con divuigar, ya sea a un superviscr o a una agencia plblica toda actividad, directriz
o norma del empleador o de cualquier otro empleador con el que exista una relacion de negccios y que
el empleado tiene mativos fundados para pensar que violan alguna ley, o en el caso de un trabajador
licenciado o cettificado de la salud y que tiene motivos fundados para pensar que se trata de una manera
inadecuada de atencion al paciente;

b. Facilite informacién o preste testimonic ante cualquier agencia piblica que conduzca una investigacion,
audiencia o indagacién sobre la violacién de alguna fey, regla o reglamente que el empleador ¢ afgtin otro
empleador con el que exista una relacién de negocios; 0 en el caso de un trabajador licenciado o certificado
de la salud que facilite informacién o preste testimonio ante cualquier agencia plbiica que conduzca una
investigacién, audiencia o indagacitn sobre la calidad de la atencién al pacients; o

c. Ofrece informacidén concerniente al engafic o la tergiversacion con accionistas, inversionistas, usuarios,
pacientes, clientes, empleados, ex empleados, refirados o pensionados del empleador o de cualguier
agencia gubearnamental.

d. Ofrace informacién con respecto a toda actividad que se pueda percibir como delictiva o fraudulenta, toda
directiva o practica engafiosa o de tergiversacion que ef empleadc tenga motivos fundados para pensar
que pudieran estafar a accionistas, inversionistas, usuarios, pacientes, clienies, empieados, ex empleados,
retirades o pensionades del empleador o de cualquier agencia gubernamental.

&. Se opone o se niega a participar en alguna actividad, directriz o practica que el empleado tiene motivos
fundados para pensar que:

(1) viola alguna ley, o regla o reglamento gue dicta la ley o en el caso de un empleado licenciado o
certificado en cuidado de la salud gue tiene motivos fundados para pensar que constituya atencion
inadecuada al paciente;

{?) es fraudulenta o delictiva; o

(3) es incompatible con algin mandato establecido por las directrices plblicas relacionadas con la
salud pUbtica, la seguridad o el hienestar o la proteccién del medio ambiente. Articulo 34:19-3 de
las Leyes comentadas de New Jersey de proteccién del empleado consciente (N.J.S.A., por sus
siglas en ingiés)

. No sz puede acoger a ia proteccion contra la represalia, cuande se hace una divulgacion & un organismao
pUhlico, ano ser que el empleado le informe al empleador de tal actividad, potitica o norma a través de un avise
por escrito ¥ le haya dado al empleador una oportunidad razonable para corregir tal actividad, poiitica o norma.
Sin embargo, no es necesaria la divulgacién en los casos en que el empleado tenga Indicios razenables para
creer que un supervisor g mas de un supervisor del empleador tienen conocimiento de tal actividad, politica o
norma o en los casos en los que el empleado teme que tal divulgacion pueda traer como consecuencia dafios
flsicos a su persona siempre y cuanda la naturaleza de la situacion sea la de una situacion de emergencia.

Informacidn del Contacto

30 empleador ha designado a la siguiente persona para
recibir notificaciones de acuerdo al parafo 2, de la ley {N.J.S.A. 34:19-4):

Nombre:
Direccion:

Namerc de teléfono:

Este aviso se debe exponer a la vista de todos.

Anualmente, patrones con 10 o mas empleados, deberan distribuir notificacion de esta ey a todos sus empleados.
Si necesita este documento en algin atro idioma gue no sea ingiés o espariol, sirvase llamar al (809) 292-7832.

HEW JEASEY DEPARTHENT QF

LABOR AND WORKFOHACE UGEVELOPMENT
n .govwv/flabor




NEW JERSEY DEPARTMENT OF LABOR AND WORKFORCE DEVELOPIV[ENT
(To be posted in a conspicucus place)
This employer is subject to the
Family Leave Insurance provisions of the New Jersey Temporary Disability Benefits Law.

Beginning July i, 2009, New Jersey law will provide up to six (6) weeks of Family Leave Insurance benefits. Benefits are
payable to covered employees from either the New Jersey State Plan or an approved employer-provided private plan to:

e Bond with a child during the first 12 months after the child’s birth, if the covered individual or the domestic
partner or civil union partner of the covered individual, is a biological parent of the child, or the first 12 months
after the placement of the child for adoption with the covered individual.

¢ Care for a family member with a serious health condition supported by a certification provided by a health care
provider. Claims may be filed for six consecutive weeks, for intermittent weeks or for 42 intermittent days during a
12 month period beginning with the first date of the claim.

Family member means a child, spouse, domestic partner, civil union partner or parent of a covered
individual.

Child means a biological, adopted, or foster child, stepchild or legal ward of a covered individual, child of a
domestic partner of the covered individual, or child of a civil union partner of the covered individual, who is less
than 19 years of age or is 19 years of age or older but incapable of self-care because of mental or physical
impairment.

New Jersey State Plan

Employees covered under the New Jersey State Plan can obtain informnation pertaining to the program and an application
for Family Leave Insurance benefits (Form FL-1), after June [, 2009, by visiting the Department of Labor and Workforce
Development’s web site at www.nj.gov/labor, by telephoning the Division of Temporary Disability Insurance’s Customer
Service Section at (609) 292-7060, or by writing to the Division of Temporary Disability Insurance, PO Box 387, Trenton,
NJ 08625-0387.

If an employee is receiving State Plan temporary disability benefits for pregnancy, after the child is born, the Division will
mail the employee information on how to file a claim for Family Leave Insurance benefits to bond with the newborn child.
If a claim is filed to have Family Leave Insurance benefits begin immediately after the employee recovers from her
pregnancy-related disability, she will be paid at the same weekly benefit amount as she was paid for her pregnancy- related
disability claim and no waiting period will be required.

Private Plan

An employer can elect to provide workers with Family Leave Insurance benefits coverage under a private pian approved by
the Division of Temporary Disability Insurance. The Division will not approve a private plan requiring employee
contributions unless a majority of the employees, covered by the private plan, have agreed to private plan coverage by
written election. Employers will provide information regarding the private plan and the proper forms to claim benefits to
employees covered under the private plan.

Financing of the Program

This program is financed by employee contributions. Beginning January 1, 2009, employers are authorized to deduct the
contributions from employee wages for all employees covered under the State Plan, These deductions must be noted on the
employee’s pay envelope, paycheck or on some other form of notice. The taxable wage base for Family Leave Insurance
benefits is the same as the iaxable wage base for Unemployment and Temporary Disability Insurance.

Employees covered under an approved private plan will not have contributions deducted from wages for Family Leave
Insurance benefits coverage unless a majority of the workers consent to contribute to the approved private plan. If
employees consent to contribute to the private plan, the contributions cannot exceed those paid by workers covered under
the State Plan.

Enforced by: ‘ Additional copies of this poster or any other required posters may be cobtained free of
New Jersey Department of Labor and charge by contacting the New Jersey Department of Labor and Workforce Development,
Workforce Development Office of Constituent Relations, PO Box 110, Trenton, New Jersey 08625-0110 - (609}
Division of Temporary Disability Insurance 777-3200 or from our website: www.nj.gov/labor.
PO Box 387
Trenton, New Jersey 08625-0387 The New Jersey Department of Labor and Workforce Development is an equal opportunity
employer with equal opportunity programs. Auxiliary aids and services are availabie upon
L j D request to individuals with disabilities
NEW JERSEY DEPARTMENT OF LABCR
’ AND WORKFORGE DEVELOPMENT If you need this document in Brailie or large print, call (609} 292-2680. TTY users can

contact this department through New Jersey Relay: 7-1-1.
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The New Jersey Security and Financial Empowerment Act ("NJ SAFE Act”), P.L. 2013, c.82, provides that
certain employees are eligible to receive an unpaid leave of absence, for a period not to exceed 20 days in
a 12-month period, to address circumstances resulting from domestic viclence or a sexually viclent offense.
To be eligible, the employee must have worked at least 1,000 hours during the immediately preceding
12-month period. Further, the empioyee must have worked for an empioyer in the State that employs 25 or
more employess for each working day during each of 20 ot more calendar workweeks in the then-current or
immediately preceding calendar year.

Leave under the NJ SAFE Act may be taken by an employee who is a victim of demestic violence, as that

term is defined in N.J.5.A. 2C:25-19, or a victim of a sexually violent offense, as that term is defined in

N.J.S.A. 30:4-27.6. Leave may also be taken by an employee whose child, parent, spouse, domestic partner,
" or civil union partner is a victim of domestic violence or a sexually viclent offense.

Leave under the NJ SAFE Act may be taken for the purpose of engaging in any of the following activities as
they relate to an incident of domestic violence or a 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 chiid, parent, spouse, domestic partner
or civil union partner

(2) Obtaining services from a victim services organization for the employee or the employee's child,
parent, spouse, domestic partner, or civil union parther

(3) Obtaining psychelogical or other counseling for the employee or the employee’s chitd, parent, spouss,
domestic partner or civil union partner

{4} Participating in safety planning, temporarily or permanently relocating, or taking other actions to
increase the safety from future domestic violence or sexual violence ar to ensure the economic security
of the employee or the empioyee’s child, parent, spouse, domestic partner or civil union partner

(5) Seeking legal assistance or remedies to ensure the health and safety of the employee or the
employee's child, parent, spouse, domestic partner, or civil union partner, including preparing for or
participating in any civil or criminal legal proceeding related to or derived from domestic violence or
sexual violence; or

(6) Attending, participating in or preparing for a criminal or civil court proceeding refating to an
incident of domestic or sexual violence of which the employee or the employee’s child, parent,
spouse, domestic partner, or civil union partner, was a victim.

Leave under the NJ SAFE Act must be used in the 12-month period immediately following an instance
of domestic violence or a sexually violent oftense. The unpaid leave may be taken intermittently in
intervais of no less than one day. The unpaid 'eave shall run concurrently with any paid vacation
leave, personal leave, or medical or sick leave that the employee elects to use or which the employer
requires the employee to use during any part of the 20-day period of unpaid leave. If the employee
requests leave for a reason covered by both the NJ SAFE Act and the Family Leave Act, N.J.S.A.
34:11B-1 et seq., or the federal Family and Medical Leave Act, 20 U.5.C. 2601 et seq., the leave shail
count simultaneously against the employee’s entitlement under each respective law.

Employees eligible to take leave under the NJ SAFE Act must, if the necessity for the leave is foreseeable,
provide the employer with written notice of the need for the leave. The employee must provide the employer
with written notice as far in advance as reasonabie and practicable under the circumstances. The employer
has the right to require the empioyee to provide the employer with documentation of the domestic viotence or
sexually violent offense that is the basis for the leave. The employer must retain any documentation provided
to it in this manner in the strictest confidentiality, unless the disclosure is voluntarily authorized in writing by
the employee or is authorized by a federal or State law, rule or regulation.

The NJ SAFE Act also prohibits an empioyer from discharging, harassing or otherwise discriminating
or retallating or threatening tc discharge, harass or otherwise discriminate against an employee with
respect to the compensation, terms, conditions or privileges of empleyment on the basis that the
employee ook or requested any leave that the employee was entitled to under the NJ SAFE Act, or
on the basis that the employee refused to authorize the release of information deemed confidential
under the NJ SAFE Act.

To obtain relief for a violation of the NJ SAFE Act, an aggrieved person must file a private cause of
action in the Superior Court within one year of the date of the alleged violation.

This notice must be conspicuously displayed.
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New Jersey and federal faws prohibit employers from discriminating against an individual with
respect to his/her pay, compensation, benefits, or terms, conditions or privileges of employment
because of the individual’s sex. ‘

FEDERAL LAW

Title VI of the Civil Rights Act of 1964 prohibits employment discrimination based on, among other things,
an individual’s sex. Title VII claims must be filed with the United States Equal Employment Cpportunity
Commission {EEOC) before they can be brought in court. Remedies under Title VIl may include an order
restraining unlawful discrimination, back pay, and compensatory and punitive damages. '

The Equal Pay Act of 1963 (EPA) prohibits discrimination in compensation based on sex. EPA claims can be
filed either with the EEQC or directly with the court. Remedies under the EPA may include the amount of the
salary or wages due from the employer, plus an additional equal amount as liquidated damages.

Please be mindful that in order for a disparity in compensation based on sex to be actionable under the EFA,
it must be for equal work on jobs the performance of which requires equal skill, effort, and responsibility, and
which are performed under similar working conditions.

Thete are strict ime limits for filing charges of employment discrimination. For further information, contact the
EEQCC at 800-669-4000 or at www.£e0C.gov.

NEW JERSEY LAW

The New Jersey Law Against Discrimination (LAD} prohibits employment discrimination based on, among other
things, an individual’s sex. LAD claims can be filed with the New Jersey Division on Civil Rights (NJDCR) or
directly in court. Remedies under the LAD may include an order restraining unlawful discrimination, back pay,
and compensatory and punitive damages. .

Another State law, N.J.8.A, 34:11-56.1 et seq., prohibits discrimination in the rate or method of payment of
wages to an employee because of his or her sex. Claims under this wage discrimination law may be filed with
the New Jersey Department of Labor and Workforce Development (NJDLWD) or directly in court. Remedies
under this law may include the full amount of the salary or wages owed, plus an additional equal amount as
liguidated damages.

Please be mindful that under the State wage discrimination iaw a differential in pay between employees based
onh a reasonable factor or factors other than sex shall not constitute discrimination.

There are strict time limits for filing charges of employment discrimination. For more information regarding LAD
claims, contact the NJDCR at 609-292-4605 or at www.njcivilfights.gov. For information concerning N.J.S.A.
34:11-56.1 et seq., contact the Division of Wage and Hour Compliance within the NJDLWD at 609-292-2305 or

at hitp;/Awd.state.nj.us.

This notice must be conspicuously displayed.
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THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE: :
ENTITLEMENTS -

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPONSIBILITIES

ENFORCEMENT

_ Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, joh-protected leave in a 12-month period

for the following reasons:

« The birth of a child or piacement of a child for adoption or foster care;
+ Tobond with a child (leave must be taken within L year of the child’s birth or placement};

- " » To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;

-« Forthe employee’s own qualifying serious health conditicn that makes the employes unable to perform the employee’s job;
s For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse,
" child, or parent.

An eligible employee wha [s a covered servicemember's spouse, child, parent, or next of kin may also take up to 26 weeks

of FMLA lzave in a single 12-month period to care for the servicemember with @ serfous injury ot iliness.

* An-employee does not need to use leave in one block. When it is medlcally necessary or otherwise permitted, employees

may take leave intermittentiy or on a reduced scheduie.

Employees may choose, of an employes may require, use of accyued paid leave while taking FMLA leave. If an employee

stbstitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s nermal paid feave policies,
While employees are on FMLA leave, empioyers must continue health insurance coverage as if the empicyees were not on feave.

Upon reurn from FMLA leave, most employees must be restored to the same Job or one nearly idanticai to it with
equivalent pay, benefits, and other empioyment terms and conditions.

An employer may not inferfere with an individual's FMLA rights or retaliate against someone for using or trying to use FMLA leave,
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA,

An employee who works for a covered employer must meet three critetia in order to be eligible for FMLA leave. The employee must:

+  Have worked for the employer for at least 12 months;
« Have at least 1,250 hours of service in the 12 months before taking leave;* and
+  Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite.

*Special "hours of service” requirements apply to aitline flight crew employees,

Generally, employess must give 30-days' advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice,
an empioyee must nctify the empioyer as scon as possible and, generally, foiiow the employer's usual procedures.

Employees do not have to share a medical diagnesis, but must pravide enough information to the employer so it can determine
if the ieave qualifies for FMLA protection. Sufficient information coutd include informing an empioyer that the employee is or
will be unabie to perform his or her job functions, that a family member cannot perform daily activities, or that hOSpltaiizatmn ar
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is fer a réason. fa _Whl(:h
FMLA leave was previcusly taken or certified. - :

Employers can require a certification or periodic recertification supporting the need for leave. If the emplcyer determmes that
certification is incomplete, it must provide a written notice indicating what additional informatton is requtred

Once an employer becomes aware that an employee's need for leave Is for a reason that may quaiify under the FMLA th
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice.of’ nghts fid
responsibilities under the FMLA. If the employee is not eligible, the empioyer must provide a reason fer i nellglbxllty

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave wili be de51gnated as
FMLA leave. : ;

Employees may flle a cemplaint with the U.S, Department of Labot, Wage and Hour Division, or may bting 2 private_]éwsui-tf :7
against an employer. P

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any slate or local law or coéiectlve
bargaining agreement that provides greater family or medical leave rights.
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To be posted in a conspicuous place

Chapter 173, Laws of New Jersey, 1965:
Relating to Payment of Wages

All Empioyers Must Pay Wages to All Employees in Fuil at Least Twice a Calendar Month.

Executive and supervisory employees, however, may be paid at least ence a calendar month.
Payment shall be made on reguiar paydays designated in advance.

When a payday falls on a non-wark day, payment shall be made on the immediately preceding work day, unless otherwise pravided for in
a collective bargaining agreement.

The end of the pay period for which payment is made on a regular payday shall be not more than 10 working days before suich regular
payday.
If payment is by check, suitable arrangemeanis must be made for cashing the check without difficulty and for the full amount.
& Employees |saving or terminated for any reason, including labor disputes, shalt be paid ail wages due not later than the regular
payday for the period in which the termination cccurred.
#& An additional 10 days may be allowed in the event of a labor dispute involving payroll employees.

® Cmployeas paid on an incentive system shall be paid a reasonable approximation of wages due until exact amounts can be
compuied. ) -

#& Payment may be made through regular pay channels or by mail if requested by the employee.
It shall be unlawful to make any agreement for payment other than as provided in this act, except to pay at shorter intervals or to pay
wages in advance. .

Wages due a deceased emplayee may be pafd to the survivors in the order of preference as outlined in the statute,

No Deductions Shaill Be Made From Employzes’ Wages Except:

Amounts authorized by New Jersey or United States Law or paymentis fo corract payroil errors.
Confributions or payments authorized by employees either in writing or under a collective bargaining agreement for.

Employee welfare + insurance + hospitalization + medical or surgical ar both « pension ¢ retirement + profit-sharing pians + plans
establishing individual retirement annuities on a group or individual basis + individual retirement accounts at any State or federaily
chartered bank, savings bank, or savings and loan association « company-operated thrift plans « security option or security purchase
ptans to buy marketable securities » employee personal savings accounts such as a credit union, savings fund society, savings and
loan ar building and foan association « Christmas, vacation or other savings funds.

Purchase of company products or employer loans in accordance with a periodic payment schedule contained in the original purchase
or loan agreement » safety equipment « U,S. govemment bonds + costs and fees te replace employee identification for access to sterile
or secured areas of airporis + contributions for organized and recognized charities + rental of work clothing or uniforms or for faundering
or dry cleaning of work clothing or uniforms « labor union dues and fees » health club membership fees + child care services.

All Employers Shalk

Notify employees at time of hiring the rate of pay and the regular payday.

Notify employees of changes In pay rates or paydays prior to the changes.

Furnish each emplayee with statement of deductions each pay period,

Make and keep records for employees, including wages and hours, and make such records availabie for inspection.

Provide empicyees at time af hiring a required notice {form number MW-400) describing the employer's obligation to maintain and report
records regarding wages, benefits, taxes and other contributions and assessments. '

The Commissioner of Labor and Workforce Development shall enforce and administerthe provisions of this act and the Commissioner

or an authaorized representative shall have the power to make ail necessary Inspections of establishments and records.

Any employer who knowingly and wiilfulty violates any provision of this act shall be guilty of a disorderly persons offense and upon conviction

shall be punished by a fine of not less than $100 nor more than §1,000. Each day during which any violation of this act continues shai
. constitute a separate and distinct offense.

As an alternative to ar In addition to any other sanctions provided by law far viclations, the Commissiener is authorized to assess and coilect
administrative penaities, up to a maximum of $250 for a first viofation and up to a maximum of $500 for each subsequent viofation.

The emplayer shall also pay the Commissioner an administrative fee equal to not less than 10% or more than 26% of any payment due
fo employees.

The Commissioner may, after affording the @mployer ar successor firm notice and an opportunity for a hearing in accordance with
the provisions of the “Administrative Procedure Act,” P.L.1968, c.410 {C.52:14B-1 et seq.), issue a writlen determination direcling
any appropriate agency to suspend any one or more licenses that are held by the employer or successor firm, for a period of ime
determined by the Commissioner.

Please Note: The Division of Wage and Hour Compliance does not investigate or inguire into the legal status of any worker. The Divisian
applies New Jersey’s labor laws without regard to a worker’s legal status, The Division does not share information with “Immigration”.

Enforced by: Additional copies of this poster or any other required
New Jersay Depariment of poster may be obfained by contacting the New Jersey WEW JERSEY DEPARTMEXT OF
Yo Department of Labor and Workforce Development, Office
Labar and Workforce Development y :
Divisicn of Wage and Hour Compliance af Constituent Relations, PO Box 110, Trenion, New Jersey
DO Box 389 q ~omp 08625-0110, B09/777-3200. '
X If you need this document in braille ar large print, call Bom oD WoRKFORCE DYECEeET
Trenton, New Jerszy 086250389 $09/292-2305. TTY users can contact this department ni.govitabor
(609) 292-2305 through New Jersey Relay 7-1-1, MWL (R10-13)




| fLaborand .Workfor_ce Development

Chapter 194, Laws of New Jersey, 2009, Relating to
Employer Obligation to Maintain and Report Records

Regarding Wages, Benefits, Taxes and Other Contributions -and Assessments Pursuant to State
Wage, Benefit and Tax Laws

Wape Payment Law (N.J.S.A. 34:11-4.1 et seq.) and
Wage and Hour Law (N.J.S.A. 34:11-56a et seq.)

Each employer must keep a record of each employee which contains the following information:

. The name of the employee;
. The address of the emplovee;
. The birth date of the employee if the employee is under the age of 18;
. The total hours worked by the employee each day and each workweek*;
. The earnings of each employee, including the regular hourly wage, gross to net amounts with itemized
deductjons, and the basis on which wages are paid;
. Regarding each employee who receives gratuities, the total gratuities received by the employee during the
payroll week; '
7. Regarding each employee who receives gratuities, daily or weekly reports completed by the employee
containing the following mformation:

(a) the employee’s name,

(b) the employee’s address,

(¢} the employee’s social security number,

{(d) the name and address of the employer,

(e) the calendar day or week covered by the report, and

(f) the total amount of gratuities received; and
8. Regarding each employee for whom the employer claims credit for food or lodging as a cash substitute for the
employee who receives food or lodging supplied by the employer, information substantiating the cost of
furnishing such food or lodgimgs, inciuding but not limited to the nature and amount of any expenditures
entering into the computation of the fair value of the food or lodging and the date required to compute the
amount of the depreciated investment in any assets allocable to the furnishing of the lodgings, including the
date of acquisition or construction, the original cost, the rate of depreciation and the total amount of
accumulated depreciation on such assets.

P L b o=

N

The employer may use any system of time keeping provided that it is a complete, true and accurate record.
The employer must keep the wage and hour records described above for a period of six years.

The employer must keep the wage and hour records described above at the place of employment or in a central
office in New Jersey. :

* This reguirement does not apply with regard to those empioyees who are covered by the exceptions set forth at N.J.5.A. 34:11-4.6e. and 34:11-
56a20, which includes but is not limited to individuals employed in a bona fide executive, adminisirative, professional or outside sales capacity.
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Prevailing Wage Act (N.J.S. A. 34:11-56.25 et seq.) '

The Prevailing Wage Act applies to employers only under certain circumstances.

Specifically, it applies only when an employer enters into a contract in excess of the prevailing wage contract
threshold amount for any public work (as the term “public work™ is defined at N.J.S.A. 34:11-56.26) to which any
public body is a party or for public work to be done on a property or premises owned by a public body or leased
or to be leased by a public body.

Each public works contractor must submit to the public body or lessor which contracted for the public works
project a certified payroll record containing the foilowing employee information:

Name;
Address;
Social security number;
Craft or trade;
" Actoal hourly rate of pay;
Actual daily, overtime and weekly hours wcrkcd in each craft or trade;
Gross pay;
Itemized deductions;
Net pay paid to the employee;
Any fringe benefits paid to approved plans, funds or programs on behalf of the employee; and
Fringe benefits paid in cash to the employee.

A e e B i S

—_ —

Each public works contractor must, within [0 days of payment of wages, submit the certified payroll record to the
public body or the lessor which contracted for the public works project.

Each public works contractor which employs one or more apprentices on a public works project must maintain
with its records written evidence that the apprentice or apprentices are registered in an approved apprenticeship
program while perforining work on the project.

Unemployment Compensation Law (N.J.S.A, 43:21-1 et seq.),
Temporary Disability Benefits Law (N.J.S.A. 43:21-25 et seq.) and
Family Leave Insurance Benefits Law, P.L. 2008, ¢. 17,

Payroll records: Bach employing unit must maintain a record for each worker engaged in employment, which
record must contain the following information about the worker:

1. Full name, address and social security number;

2. Total remuneration paid in each pay period showing separately cash, including commissions and bonuses;
the cash value of all compensation in any medium other than cash; gratuities received regularly in the course
of employment if reported by the employee, or if not so reported, the minimum wage rate prescribed under
applicable laws of this State or of the United States, or the amount of remuneration actually received by the
employee, whichever is higher, and service charges collected by the employer and distributed fo workers m
lieu of gratuities and tips; _

3. An entry under the heading “special payments” of the amount of any special payments, such as bonuses and
gifts, which have been paid during the pay period but which relate to employment in a prior period. The
following shall be shown separately under this heading: cash payments, cash value of other remuneration,
the nature of such payments, the period during which the services were performed for which special
payments were payable;

4. The date hired, rehired and returned to work after temporary layoft;

5. The date separated from employment and the reason for separation;
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6. Such information as may be necessary to determine remuneration on a calendar week basis; and
7. The number of base weeks (as the term “base week” is defined in N.J.S.A. 43:21-19(1)) and wages.

All records referred to in 1. through 7. above must be kept safe and readily accessible at the New Jegsey place of
business of the employing unit.

All records referred to in 1. through 7. above must be retained for the current calendar year and for the four
preceding calendar years,

Once an employer becomes inactive, the employer must keep all records referred to in 1. through 7. above for the
subsequent six quarters.

Wage reporting: Each empioyer (other than employers of domestic service workers) must electronically file a
WR-30, “Employer Report of Wages Paid,” with the Division of Revenue, within the Department of the Treasury,
within 30 days after the end of each quarter. The WR-30 lists the name, social security number and wages paid to
each employee and the number of base weeks worked by the employee during the calendar quarter.

Each employer of domestic service workers (as the term “domestic service worker” is defined at N.JA.C. 12:16-
13.7(b)) must file an annual, rather than quarterly, WR-30 with the Division of Revenue, within the Department
of the Treasury.

Contribution reporting: Each employer (other than employers of domestic service workers) must electromcally
file an NJ-927, “Employer’s Quarterly Report,” with the Division of Revenue, within the Department of the
Treasury, and remit the corresponding unemployment insurance, supplemental workforce fund, workforce
development partnership fund, temporary disability insurance and family leave insurance contribution payments,
within 30 days after the end of each quarter. The NJ-927 lists the total of all wages paid, the wages paid in excess
of the taxable maximuin, the taxable wages on which contributions are due, the number of workers empioyed
during the pay period, the number of workers insured under a “private plan” for temporary disability insurance
and the number of workers insured under a “private plan” for family leave insurance.

Each employer of domestic service workers (as the term “dotnestic service worker” is defined in N.J.A.C. 12:16-
13.11(c)) must file an annual, rather than quarterly, NJ-927H, “Domestic Employer’s Annual Report,” with the
Division of Revenue, within the Department of the Treasury.

Temporary Disability Insurance and Family Leave Insurance information: Each employer must retain all records
pertaining to any election to discontinue a private plan for temporary disability insurance and/or family leave
insurance benefits and must make such records available for inspection by the Division of Temporary Disability
Tnsurance for a one-year period from the date that the private plan is terminated.

Each employer having a private plan for temporary disability insurance and/or family leave insurance must,
within 10 days after the Division of Temporary Disability Insurance has mailed the employer a request for
information with respect to a period of disability, furnish the Division with any information requested or known to
the employer which may bear upon the eligibility of the claimant.

Each employer having two or more approved private plans in effect during a calendar half-year or any portion
thereof must, on or before the 30" day following the close of the calendar half-year, file a report showing the
amount of taxable wages paid during such calendar half-year to employees while covered under each such private
plan,

Each employer who provides temporary disability insurance to its employees through a seff-insured private plan
must, for the six-month periods ending June 30 and December 31 of each calendar year during which the self-
insured private plan is in effect, file a statement with the Division of Temporary Disability Insurance, on or before
the 30™ day following the end of the respective six-month period showing:

© MW-400 (11-11) Page 3 of 6
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The number of claims received during the six-month period,

The number of claims accepted during the six-month period,

The amount of benefits paid during the six-month period, and

Such other information as the Division of Temporary Disability Insurance may require with respect to the
financial ability of the self-imsurer to meet the self-insured’s obligations under the plan.

On or before the 30™ day following the close of each calendar year during which a self-insured private plan for
temporary disability insurance is in effect, the employer must file a report with the Division of Temporary
Disability Insurance showing:

AN e

The amount of funds available at the beginning of that year for payment of disabitity benefits,
The amount contributed by workers during that year,

The amount contributed by the employer during that year,

The amount of disability benefits paid during that year,

Direct cost of administration of the plan during that year, and

The number of employees covered by the plan as of December 31.

Each employer who provides family leave insurance to its employees through a self-insured private plan must for
the one-year period ending December 31 of each calendar year during which a self- msured private pian is in effect
file a statement with the Division of Temporary Disability Insurance, on or before the 30™ day following the end
of the one-year period showing the following information with regard to each of the following types of claims:
care of a sick child, care of a sick spouse, care of a sick domestic partner, care of a sick civil union partner, care of
a sick parent, bonding by biological parent with a newborn child, bonding by domestic partner or civil union
partner of biological parent with a newborn child, bonding by individual with newly adopted child:

ISR

7.

8,

The number of claims for family leave insurance benefits received during the one-year period,

The number of claims for family leave insurance benefits accepted during the one-year period,

The number of workers who received family leave insurance benefits during the one-year period,

The amount of family leave insurance benefits paid during the one-year period,

The average weekly family leave insurance benefit during the one-year period,

The amount of sick leave, vacation leave or other fully paid time, which resulted in reduced benefit duration
during the one-year period,

With regard solely to family leave insurance benefit claims to care for sick family members, the amount of
intermittent family leave insurance benefits paid during the one-year period, and

The average duration of family leave insurance benefits, in days, during the one-year period.

The information reported in 1. through 8. above must be broken down by sex and by age group, beginning at 25
years and under and increasing in increments of 10.

On or before the 30™ day following the close of each calendar year during which a self-insured private plan for
family leave insurance is in effect, the employer must file a report with the Division of Temporary Disability
Insurance showing:

e

The-amount of funds available at the beginning of that year for payment of fainily leave insurance benefits,
The amount contributed by workers during that year,

The direct cost of administration of the plan during that year,

The number of employees covered by the plan as of December 31, and

Such other information as the Division of Temporary Disability Insurance may require with respect to the
financial ability of the self-insurer to meet the self-insured’s obligation under the plan.
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Workers’ Compensation Law (N.J.8.A. 34:15-1 et seq.)

Upon the happening of an accident or the occurrence of any occupational disease, an employer who has insurance
coverage or utilizes a third-party administrator shalt promptly fumish the insurance catrier or the third-party
administrator with accident or occupational disease information.

Within three weeks after an accident or upon knowledge of the occurrence of an occupational disease, every insurance
cartier, third-party administrator, statutory non-insured employer, including the State, counties, municipalities and
school districts, and duly authorized self-insured employer not utilizing a third-party administrator must file a report
designated as “first notice of accident” in electronic data interchange media with the Division of Workers’
Compensation through the Compensation Rating and Inspection Bureau in a format prescribed by the Compensation
Rating and Inspection Bureau. When filed by an insurance carrier or third-party administrator, the report must also be
sent to the employer. If the employer disagrees with the report, the employer may prepare and sign an amended report
and file the amended report with the insurance carrier or third-party administrator. The amended report must then be
filed electronically with the Division through the Compensation Rating and Inspection Bureau.

Every insurance carrier providing workers’ compensation insurance and every workers’ compensation self-insured
employer shall designate a contact person who is responsible for responding to issues concerning medical and
tensporary disability benefits where no claim petition has been filed or where a claim petition has not been answered.
The full name, teiephone number, mailing address, email address and fax number of the contact person must be
submitted to the Division of Workers” Compensation utilizing the Division’s contact person form in the manner
instructed on the form.

Each employer, when directed to do so by the Division of Workers’ Compensation, must submit to the Division of
Workers® Compensation copies of such medical certificates and reports as it may have on file.

Gross Income Tax Act (N.J.S A, 54A:1-1 of seq.)
Emplover’s Quarterly Report: The Employer’s Quarterly Report, NJ-927, reports New Jersey Gross Income Tax

withheld, unemployment insurance, supplemental workforce fund, worlkforce development partnership fund, family
leave insurance and temporary disability insurance wage and withholding information.

Bach employer is required to electronically file an Employer’s Quarterly Report, NJ-927, for each calendar quarter,
regardless of the amount of tax actually due for a particular quarter. Quarterly reports are due on the 30th day of the
month following the end of each quarter. :

Employers of “domestic service workers” may report and pay New Jersey Gross Income Tax withheld on an annual,
rather than guarterly, basis on an NJ-927H.

Records to be kept: Every employer is required to keep all pertinent records available for inspection by authorized
representatives of the New Jersey Division of Taxation. Such records must include the following:

The amounts and dates of all wage payments subject to New Jersey Gross Income Tax;
The names, addresses and occupations of employees receiving such payments;

The periods of their employment;

Their social security numbers;

Their withholding exemption certificates;

The employer’s New Jersey Taxpayer Identification Number;

Record of weekly, monthly, quarterly remittances and/or returns and annual returns filed;
The dates and amounts of payments made; and

Days worked inside and outside of New Jersey for all nomesident employees.

e AUl e
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Contact Information

If an employee or an employee’s authorized representative wishes to contact a State representative in
order to provide information to or file a complaint with the representative regarding an employer’s
possible failure to meet any of the requirements set forth above, he or she may use the following contact
information: '

For possible failure to meet the record keeping or reporting requirements of the Wage P‘ayment Law,
Wage and Hour Law or Prevailing Wage Act:

Phone: 609-292-2305

E-mail: wage.hour@dol.state.nj.us

Mail: " New Jersey Department of Labor and Workforce Development
Division of Wage and Hour Compliance
P.O.Box 389

Trenton, NJ 08625-03 89

For possible failure to meet the record keeping or reportlng requirements of the Unemployment
Compensation Law, Temporary Dlsablllty Benefits Law or Family Leave Insurance Benefits Law:
Phone: 609-292-2810

E-mail: emplaccts@dol.state.nj.us

Mail: New Jersey Department of Labor and Workforce Development
Division of Employer Accounts
P.O. Box 947

Trenton, NJ 08625-0947

For possible failure to meet the record keeping or reporting requirements of the Workers’
Compensation Law:

Phone: 609-292-2515

E-mail: dwc@dol.state.nj.us

Mail: New Jersey Department of Labor and Workforce Development
Division of Workers” Compensation
P.O. Box 381

Trenton, NJ 08625-0381

For possible failure to meet the record keeping or reportmg requirements of the Gross Income Tax Act:
Phone: 609-292-6400
E-mail: nj.taxation(@treas.state.nj.us
Mail: New Jersey Department of the Treasury
Division of Taxation
Information and Publications Branch
P.O. Box 281
Trenton, NJ 08625-0281

e NI PR oF This notice must be conspicuously posted. Not later than December 7, 2011,
each employee must also be provided a written copy of the notice or, for
L employees hired after November 7, 2011, a written copy of the notice must
e e be provided at the time of the employee’s hiring, See NJ.A.C. 12:2-1.3 for
nj.gov/labor ‘ alternate methods of posting and distribution by electronic means.
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ON THE BASIS OF: Race, Creed, Color, National Origin, Age, Ancestry, Nationality,Marital or
Domestic Partnership or Civil Union Status, Sex, Pregnancy, Gender Identily
or Expression, Disability, Liabifity for Military Service, Affectional or Sexual
Orientation, Atypical Cellular or Blood Trait, Genetic Information (including the
refusal to submit fo genetic festing) :

BY: Private or State and Local Government Employers, Employment Agencies, or
Labor Unions

WITH RESPECT TO: Hiring, Promotion, Transfer, Demotion, Termination, Salary, Benefits, Other
Privileges, Conditions or Terms of Employment, Layoff,Harassment,
Apprenticeship and Training Programs, Job Referrals, or Union Membership

OR: In Retaliation for Filing a Complaint, Pariicipating or Tesfifying in Any
Proceedings or for Opposing Any Acts Forbidden under the New Jersey Law
Against Discrimination

REMEDY MAY INCLUDE: An Order Restraining Unlawful Discrimination, Back Pay, Damages for Pain
and Humiliation Experienced as a Result of Unlawtul Discrimination, Punitive
Damages, and Aftorney’s Fees

It is also unlawful to publish employment advertisements which discriminate against persons
in violation of the New Jersey Low Against Discrimination, N.J.S.A. 10:5-T ef seq.

cares! office of the Ni Divison on CivilRights
r online www.NJCivilRights.gov

Northern Regional Office  Central Regional Office  Southern Regional Office  South Shore Regional Office

31 Clinton Street 140 East Front Street 5 Executive Campus 1325 Boardwalk ,

Newark, NJ 077102 PQO. Box 090 Suite 107 Tennessee Ave. & Boardwalk

Phone: {973) 648-2700 Trenton, NJ 08625-0090 Cherry Hill, NJ 08034 Adantic City, NJ 08401

Fax: {973) 648-4405 Phone: (609} 292-4605 Phone: (856) 486-4080 Phone: {609) 441-3100
Fax: (609) 984-3812 Fax: (856) 486-2255 Fax: {609) 441-3578

DIVISION ON

CIVli2< RIGHTS

The regulations of Hhe New Jersey Division on Civil Rights require that ail employers, employment
agencies and labar organizations who are covered by the New Jersey Law Against Discrimination
shall display this official poster in places easily visible fo oil employees and aoplicants. NJA.C. 13:8-1.2. rev5.8.15
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3221 EVALUATION OF TEACHERS (M)

M

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 (TEACHNJ) and the AchieveNJ administrative
codes. This Policy and Regulation provides the provisions and requirements for teacher
evaluations consistent with TEACHN]J and AchieveNJ.

For the purposes of Policy and Regulation 3221, “teacher” means a teaching staff
member holding the position of teacher and holding a valid and effective standard,
provisional, or emergency instructional certificate,

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts in effect
on July 1, 2013 and no 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 managerial prerogatives. All
information contained in written performance reports and all information collected,
compiled, and/or maintained by employeces for the evaluation process pursuant to
NJ.A.C. 6A:10-1.1 et seq. 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 teachers which shall be submitted
to the Commissioner by June 1 for approval by August 1 of each 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 traimng
procedures as outlined in N.J.A.C. 6A:10-2.2(b) are followed when implementing the
evaluation rubrics for all teachers. A District Evaluation Advisory Committee 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 teachers as outlined in
N.JA.C. 6A:10-2.4 shall be followed. For 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
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NJ.A.C. 6A:10-2.5. A School Improvement Panel shall be established m accordance
with N.J.A.C. 6A:10-3.1 with the responsibilities outlined in N.J.A.C. 6A:10-3.2.

The components of the teacher evaluation rubrics as described in N.J.A.C. 6A:10-4.1
shall apply to teachers. Measures of student achievement, as outlined in N.J.A.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 N.J A.C. 6A:10-4.4. 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.A.C. 6A:10-2.2(b).

The teacher practice instrument approved by the Department of Education shall meet the
criteria as outlined in N.JLA.C. 6A:10-6.2.

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. 1BA:6-117 et seq.

N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
N.J.A.C. 6A:10-3.1 and 3.2; N.JLA.C. 6A:10-4.1 through 4.4
N.J.A.C. 6A:10-6.1 and 6.2

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING TEACHERS
AND ADMINISTRATORS (M)

M

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 (TEACHNI) and
the AchieveNJ administrative codes. This Policy and Regulation provides the provisions
and requirements for teaching staff member evaluations consistent with TEACHNIJ and
AchieveN]J.

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,

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts in effect
on July 1, 2013 and no 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 othér specific statute or regulation, nor shall topics subject to
bargaining involve matters of educational policy or managerial prerogatives. All
information contained in written performance reports and all information collected,
compiled, and/or maintained by employees for the evaluation process pursuant to
N.J.A.C. 6A:10-1.1 et seq. shall be confidential and shall not be subject to public
mspection 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 teaching staff members which shall
be submitted to the Commissioner by June 1 for approval by August 1 of each 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
NJ.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 rubrics for all teaching staff members. A District
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Evaluation Advisory Committee shall be established in accordance with the requirements
of N.J.A.C. 6A:10-2.3,

The mininum requirements for the evaluation procedures for teaching staff members as
outlined in N.J.A.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.J.S.A. 18A:27-3.1. 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
statf 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.J.S.A, 18A:6-117 et seq.; N.J.S. A. 18A:27-3.1
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5; 6A:10-6.2

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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3223 EVALUATION OF ADMINISTRATORS, EXCLUDING PRINCIPALS, VICE
PRINCIPALS, AND ASSISTANT PRINCIPALS (M)

M

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 (TEACHNJ) and the AchieveNJ administrative
codes. This Policy and Regulation provides the provisions and requirements for
administrator evaluations consistent with TEACHNIJ 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 admimstrative 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.

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts in effect
on July 1, 2013 and no 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 managerial prerogatives. All
‘information contained in written performance reports and all information collected,
compiled, and/or maintained by employees for the evaluation process pursuant to
NJA.C. 6A:10-1.1 et seq. 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 administrators which shall be
submitted to the Commissioner by June 1 for approval by August 1 of each 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
NJ.A.C. 6A:10-2.2(a) for the annual evaluation of admiinistrators and shall ensure the
training procedures as outlined in NJA.C. 6A:10-2.2(b) are followed when
implementing the evaluation rubrics for all admimstrators. A District Evaluation
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Advisory Committee 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.JA.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.JLA.C, 6A:10-2.5.

Observations and evaluations for nontenured adniinistrators 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 hired
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.

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

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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3224 EVALUATION OF PRINCIPALS. VICE PRINCIPALS, AND ASSISTANT
PRINCIPALS (M)

M

The Board of Education recognizes the importance of Principal, Vice Principal, and
Assistant Principal effectiveness to further the development of a professional corps 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 requiremnents for Principal, Vice Principal,
and Assistant Principal evaluations consistent with TEACHNI and AchieveNJ.

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts in effect
on July 1, 2013 and no 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 managerial prerogatives. All
information contained in written performance reports and all information collected,
compiled, and/or maintained by employees for the evaluation process pursuant to
N.J.A.C. 6A:10-1.1 et seq. 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 Principals, Vice Principals, and
Assistant Principals which shall be submitted to the Commissioner by June 1 for approval
by August 1 of each 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
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 rubrics for all Principals, Vice Principals, or Assistant Principals. A District
Evaluation Advisory Committee shall be established in accordance with the requirements
of N.JA.C. 6A:10-2.3.

The minimuni requirements for the evaluation procedures for Principals, Vice Principals,
and Assistant Principals as outlined in N.J.A.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
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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.J.A.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 N.J.A.C. 6A:10-5.4, The Superintendent
or designated supervisor shall conduct observations for the evaluation of Principals
pursuant fo 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 supervisor, 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 N.JLA.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 no 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.J.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.J.A.C. 6A:10-5.1 through 5.4

N.J.A.C.6A:10-7.1 and 7.3

Approved Revision: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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R 3221 EVALUATION OF TEACHERS (M)

M

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 AchieveN] administrative codes. This Policy and
Regulation provides the provisions and requirements for teacher evaluations consistent
with TEACHNJ and AchieveNJ.

For the purposes of Policy and Regulation 3221, “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.

The rules in N.JLA.C. 6A:10 — Educator Effectiveness shall not override any conflicting
provision(s) of collective bargaining agreements or other employment confracts in effect
on July 1, 2013 and no 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 managerial prerogatives. All
information contained in written performance reports and all information collected,
compiled, and/or maintained by employees for the evaluation process pursuant to
N.J.A.C. 6A:10-1.1 et seq. shall be confidential and shall not be subject to public
inspection or copying pursuant fo the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.

The Board shall annually adopt evaluation rubrics for teachers which shall be submitted
to the Commissioner by June 1 for approval by August 1 of each 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 evaluafion of teachers and shall ensure the training
procedures as outlined in N.J.A.C. 6A:10-2.2(b) are followed when implementing the
evaluation rubrics for all teachers. A District Evaluation Advisory Committee 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 teachers as outlined in
NJA.C. 6A:10-2.4 shall be followed. For -each teacher rated ineffective or partially
effective on the annual summative evaluation rating, as measured by the evaluation
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rubrics, a corrective action plan shall be developed in accordance with the provisions of
N.JA.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 m N.J.A.C. 6A:10-4.1 shall
apply to teachers. Measures of student achievement, as outlined in N.JLA.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 N.J.A.C. 6A:10-4.4, 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.A.C. 6A:10-2.2(b).

The teacher practice instrument approved by the Department of Education shall meet the
criteria as outlined in N.J.A.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.JS.A. 18A:6-117 et seq.

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

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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R 3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING
TEACHERS AND ADMINISTRATORS (M)

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 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 a teaching staff
member serving in a supervisory capacity in collaboration with the teaching staff
member to address deficiencies as outlined in an evaluation. 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.

“Department” means the New J ersey Department of Education.

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

“Evaluation” means an appraisal of an individual’s professional performance in -
relation to his or her job description, professional standards, and Statewide
evaluation criteria that incorporates analysis of mulfiple measures of student
achievement or growth, as applicable, and multiple data sources.

“Evaluation 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. 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.

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

“Individual professional development plan” is as defined in N.J.S.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.

“Model evaluation rubric” means district educator evaluation rubrics that have
been reviewed and accepted by the Commissioner. A model teaching or principal
evaluation rubric includes a teacher or principal practice instrument that appears
on the Department’s list of approved educator practice instruments.
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“Observation” 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 a school

administrator, Principal, or supervisor endorsement as defined m N.J.A.C. 6A:9-
1.1

“Post-observation conference” means a meecting, 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 m the
-observation.

“Scoring 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. Educator practice instruments include a scoring guide
that an evaluator uses to structure his or her assessments and ratings of
professional practice.

“Semester” means half of the school year,

“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 teaching staff members
and evaluators set for groups of students.

“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-11.

“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
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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 Agreements — N.J.A.C. 6A:10-
1.3

The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts
entered into by a school district in effect on July 1, 2013. No 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 managerial prerogatives.

C. Educator Evaluation Data, Information, and Written Reports — N.JA.C. 6A:10-
1.4

All information contained in written 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.JA.C. 6A:10-1.1 et seq. shall be confidential. Such information 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. Nothing contained in N.J.A.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 N.J.S.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

1. The Board of Education annually shall adopt evaluation rubrics 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 June 1 for
approval by August 1 of each year.
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E. Duties of the Board of Education — N.J.A.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.JA.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),

¢. . 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;

d. Annually adopt by June 1, any Commissioner-approved educator
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;

€. 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;

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 a teaching staff
member for the purpose of evaluation as described in N.J.A.C.
6A:10-4.4; N.JA.C. 6A:10-54, 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.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.

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
training 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. Provide training on the teaching staff member practice mstruments
for any supervisor who will conduct observations for the purpose
of evaluation of teaching staff members. Training shall be
provided before the observer conducts his or her first observation
for the purpose of evaluation;

c. Annually provide updates and refresher training on the teaching
staff member practice instruments for any supervisor who will
observe teaching staff member practice for the purpose of
increasing accuracy and consistency among observers; and

d. The Superimtendent shall annually certify to the Department that
all supervisors of teaching staff members in the school district who
are utilizing educator practice instruments have completed training
on the instrument and its application and have demonstrated
competency in applying the educator practice instruments.
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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.

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

3. Beginning in 2017-2018, the District Evaluation Advisory Committees
shall no longer be required and the Board of Education shall have the
discretion to continue the District’s Evaluation Advisory Committee.

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

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

2. Evaluation policies and procedures requiring the annual evaluation of all
teaching staff inembers 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 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.;
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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, 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;

. The process for preparation of individual professional development
plans; and
f. The process for preparation of an annual written 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 annual summary conference between the designated supervisor and
the teaching staff member shall be held before the written 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 teaching staff member based upon the job
description and, when applicable, the scores or evidence compiled
using the teaching staff member’s evaluation rubric, including,
whenever applicable, the teaching staff member’s practice
instrument;

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,

c. Available indicators or scores of student achievement or growth,
when applicable, such as student growth objective scores and

student growth percentile scores; and

d. The preliminary annual written performance report.
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4, 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 are available.

5. The annual written 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, observations for the purpose of
evaluation and, when applicable, the teaching staff member
practice instrument; and

C. An individual professional development plan developed by the
designated supervisor and the teaching staff member or, when
applicable, a corrective action plan from the evaluation year being
reviewed in the report.

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

7. The Board of Education shall include all written 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 teaching staff member’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 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 Teaching Staff Members — N.J.A.C. 6A:10-2.5

L. For each teaching staff member 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 teaching staff member and
the Superintendent or the teaching staff member’s designated supervisor.
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2. If the summative evaluation rating is calculated before the end of the
school year, then the 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 prior to September 15 of the following
school year. The conference to develop and discuss the corrective action
plan may be combined with the teaching staff member’s annual summary
conference that occurs at the end of the year of evaluation.

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

4. The content of the corrective action plan shall replace the content of the
individual professional development plan required in N.JLA.C. 6A:9C-
3.4(c) and 3.7(c) until the next annual summary conference.

5. The contént of the corrective action plan shall:

a. . Address areas in need of improvement identified in the teaching
staff member 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).

6. The teaching staff member’s designated supervisor and the teaching staff
member on a corrective action plan shall discuss the teaching staff
member’s progress toward the goals outlined in the corrective action plan
during each post-observation conference.

7. Progress toward the teaching staff member’s goals outlined in the
corrective action plan shall be documented in the teaching staff member’s
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personnel file and reviewed at the annual summary conference or the mid-
year evaluation, when applicable. 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.

8. Progress toward the teaching staff member’s goals outlined in the
corrective action plan may be used as evidence in the teaching staff
member’s next annual summative evaluation; however, such progress
shall not guarantee an effective rating on the next summative evaluation.

9. 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,

10.  The corrective action plan shall remain in effect until the teaching staff
member receives his or her next summative evaluation rating.

L Teaching Staff Member Observations and Evaluations - N.J.A.C. 6A:10-6.2

1. The Superintendent shall determine the duration of observations required
pursuant to N.J.S.A. 18A:27-3.1 for nontenured teaching staff members,
except teachers, Principals, Vice Principals, and Assistant Principals.

2. Each nontenured teaching staff member shall be observed and evaluated in
the performance of his or her duties at least three times during each school
year, but not less than once during each semester.

3. Each tenured teaching staff member shall be observed and evaluated in the
performance of his or her duties at least once each school year. The
Superintendent shall determine the duration of observations.

4, Observations include, but are not limited to, observations of meetings,
student instruction, parent conferences, and case-study analysis of a
signmificant student issue.

5. Each observation shall be followed within fifteen teaching staff member

working days by a conference between the Superintendent or designated
supervisor who made the observation and written or electronic evaluation,
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and the teaching staff member. Both parties to such a conference shall
sign the written evaluation report and each shall retain a copy for his or
her records. The purpose of this procedure is to recommend as to

~ reemployment, identify any deficiencies, extend assistance for correction,
and improve professional competence.

6. The teaching staff member may 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 written performance report.

7. 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.

8. 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.

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

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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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.I.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,
provistonal, 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.

“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 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. .

“Corrective Action Plan” means a written plan developed by the administrator’s
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. )
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“Department” means the New Jersey Department of Education.

“Designated supervisor” means the supervisor designafed 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.J.A.C. 6A:10-2.3.

“Educator practice mstrument” 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
educator practice instruments for teaching staff members other than teachers,
Principals, Vice Principals, and Assistant Principals may be applied to the
administrator’s summative evaluation rafing in a manner determined by the school
district.

“Evaluation” ineans an appraisal of an individual’s professional performance in
relation to his or her job description, professional standards, and Statewide
evaluation criteria that incorporates analysis of multiple measures of student
achievement or growth, if applicable, and multiple data sources.

“Evaluation rubric” means a set of criteria, measures, and processes used to
evaluate all administrators in a specific school district or local education agency.

Evaluation 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 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.J.S.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.




PLEASANTVILLE

REGULATION BOARD OF EDUCATION

TEACHING STAFF MEMBERS

R 3223/Page 3 of 12

EVALUATION OF ADMINISTRATORS, EXCLUDING PRINCIPALS, VICE
PRINCIPALS, AND ASSISTANT PRINCIPALS

“Model evaluation rubric” means district educator evaluation rubrics that have
been reviewed and accepted by the Commissioner. A model teaching or principal
evaluation rubric includes a teacher or principal practice instrument that appears
on the Department’s list of approved educator practice instruments.

“Observation” means a method of collecting data on the performance of an
administrator's assigned duties and responsibilitiecs. 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.

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

“Scoring 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 fransparent and
reliable evaluation process. Educator practice instruments include a scoring guide
that an evaluator uses to structure his or her assessments and rafings of
professional practice.

“Semester” means half of the school year.

“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 administrators and
evaluators may set for groups of students.

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

“Supervisor” means an appropriately certified staff niember, 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-11.
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B. Applicability of Rules on Collective Bargaining Agreements — N.J.A.C. 6A:10-
1.3

The rules in N.JLA.C. 6A:10-1.1 et seq. shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts
entered into by a school district in effect on July 1, 2013. No collective
bargaining agreement entered into after July 1, 2013, shall conflict with the
educator evaluation system established pursuant to N.JLA.C. 6A:10-1.1 et seq. or
any other specific statute or regulation, nor shall fopics subject to bargaining
involve matters of educational policy or managerial prerogatives.

C. Educator Evaluation Data, Information, and Written Reports — N.J.A.C. 6A:10-
1.4

All information contained in written 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.JA.C. 6A:10-1.1 et seq. shall be confidential. Such information 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. Nothing contained in N.J.A.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 NJ.S.A. 18A:6-123.¢ or distributing
aggregate statistics regarding evaluation data.

D. Evaluation of Administrators — N.J.A.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 June 1 for
approval by August 1 of each year.

E. Duties of _‘Fhe Board of Education — N.J.A.C. 6A:10-2.2

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

a. Establish a District Evaluation Advisory Committee to oversee and
guide the planning and implementation of the Board of Education's
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evaluation policies and procedures as set forth in N.J.A.C, 6A:10-
1.1 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 tubrics approved by the Commissioner pursuant to
NJA.C. 6A:10-2.1(c);

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 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 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;

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

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;
NJA.C. 6A:10-54; and N.J.A.C. 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.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.
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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 achievement measures and all aspects of the educator
practice instruments;

b. Provide training on the educator practice instruments for any
supervisor who will conduct observations for the purpose of
evaluation of administrators. Training shall be provided before the
observer conducts his or her first observation for the purpose of
evaluation;

C. Annually provide updates and refresher training on the educator
practice instruments for any supervisor who will observe educator
practice for the purpose of increasing accuracy and consistency
among observers; and

d.  The Superintendent shall annually certify to the Department that
all supervisors of administrators in the school district who are
utilizing educator practice instruments have completed training on
the instrument and its application and have demonstrated
competency in applying the educator practice instruments.

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 admimistrators 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
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the Superintendent, a special education administrator, a parent, and a
member of the Board of Education.

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

3. Beginning in 2017-2018, the District Evaluation Advisory Committees
shall no longer be required and the Board of Education shall have the
discretion to continue the District’s 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.J.A.C.
6A:10-2.4 shall be the minimum requirements for the evaluation of
administrators.

2. Evaluation policies and procedures requiring the annual evaluation of all
adminisirators 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 administrators, the process
for caleulating 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 each 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 supervisor;

e. The process for preparation of individual professional development
plans; and
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f. The process for preparation of an annual written performance
report by the Superintendent or designated supervisor and an
annual summary conference between the administrator and the
Superintendent or designated supervisor.

3. The annual summary conference between the Superintendent or
designated supervisor and the administrator shall be held before the
written performance report is filed. The conference shall occur on or
before June 30 of each 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, whenever applicable,
the educator’s practice instrument;

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

c. Available indicators or scores of student achievement or growth,
when applicable, such as student growth objective scores and
student growth percentile scores; and

d. The preliminary annual written performance report.

4. It any scores for the administrator’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 written performance report for the administrator shall be
prepared by the Superintendent or 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, observations for the purpose of
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evaluation and, when applicable, the educator practice instrument;
and

C. An individual professional development plan developed by the
Superintendent or designated supervisor and the administrator or,
when applicable, a corrective action plan from the evaluation year
being reviewed in the report.

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

7. The Board of Education shall include all written performance reports and
supperting 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, 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.J.A.C. 6A:10-2.5

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. :

2. If the summative evaluation rating is calculated before the end of the
school year, then the corrective action plan shall be developed and the
administrator and the Superintendent or designated supervisor shall meet
to discuss the corrective action plan prior to September 15 of the following
school year. The conference to develop and discuss the corrective action
plan may be combined with the administrator’s annual summary
conference that occurs at the end of the year of evaluation.

3. If the ineffective or partially effective summative evaluation rating is
received after the start of the school year following the year of evaluation,
then a corrective action plan must be developed, and the administrator and
the Superintendent or designated supervisor shall meet to discuss the
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corrective action plan within fifteen administrator working days following
the school district’s receipt of the administrator’s summative rating.

4, The content of the corrective action plan shall replace the content of the
individual professional development plan required in N.JA.C. 6A:9C-
3.4(c) and 3.7(c) until the next annual summary conference.

5. The content of the corrective action plan shall:

a. Address areas in need of improvement identified in the
administrator 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).

6. The Superintendent or 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 post-observation
conference.

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

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

9. 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 Superintendent or designated supervisor. ‘
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10.  The corrective action plan shall remain in effect until the administrator
receives his or her next summative evaluation rating.

L. Administrator Observations and Evaluations — N.J.A.C. 6A;10-6.2

1. The Superintendent shall determine the duration of observations required
pursuant to N.J.S.A. 18A:27-3.1 for nontenured administrators.

2. Each nontenured administrator shall be observed and evaluated in the
performance of his or her duties at least three times during each school
year but not less than once during each sentester,

3. Each tenured administrator shall be observed and evaluated in the
performance of his or her duties at least once each school year. The
Superintendent shall determine the duration of the observation.

4, Observations include, but are not limited to: observations of meetings,
student instruction, parent conferences, and a case-study analysis of a
significant student issue.

5. Each observation shall be followed within fifteen administrator working
days by a conference between the Superintendent or designated supervisor
.who made the observation and written or electronic evaluation and the
administrator, Both. parties to such a conference shall sign the written or
electronic evaluation report and each shall retain a copy for his or her
records. The purpose of this procedure is to recommend as to
reemployment, identify any deficiencies, extend assistance for correction,
and improve professional coinpetence.

6. The administrator may 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 written performance report.

7. The required observations and evaluations for nontenured administrators
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
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employment where the three evaluations and observations must have been
completed prior to April 30.

8. 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.

9. Evaluations for tenured administrators shall be completed prior to June 30.
Approved Revision: 19 December 2014

Revised: 06 January 2015
Revised: 13 December 2016
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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 in a Principal, Vice Principal, or Assistant Principal 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 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 Superintendent
or designee 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.

“Department” means the New Jersey Department of Education.
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“Designated supervisor” means the supervisor designated by the Superintendent
of Schools as the Principal’s, Vice Principal’s, or Assistant Principal’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.J.A.C. 6A:10-2.3.

“Educator practice instrument” means an assessment fool 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.

“Evaluation” means an appraisal of an individual’s professional performance in
relation to his or her job description, professional standards, and Statewide
evaluation criteria that incorporates analysis of multiple measures of student
achievement or growth and multiple data sources.

“Evaluation rubric” means a set of criteria, measures, and processes used to
evaluate all Principals, Vice Principals, and Assistant Principals in a specific
school district or local education agency. Evaluation rubrics consist of measures
of professional practice, based on educator practice instruments and student
outcomes. Hach 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.

“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.J.S.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.

“Model evaluation rubric” means district educator evaluation rubrics that have
been reviewed and accepted by the Commissioner. A model teaching or principal
evaluation rubric includes a teacher or principal practice instrument that appears
on the Department’s list of approved educator practice instruments.
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“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.

“Post-observation conference” means a meeting, either in-person or remotely,
between the Superintendent or the designated 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 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. '

“Semester” means half of the school year.

“Signed” neans 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 evaluators
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.
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“Supervisor” means an appropriately certified teaching staff member as defined in
N.JL.S.A. 18A:1-1, or Superintendent employed m the district in a supervisory role
and capacity, and possessing a school administrator, Principal, or supervisor
endorsement as defined in N.JA.C. 6A:9B-11 and certified to evaluate a
Principal, Vice Principal, or Assistant Principal.

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

The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting
provision(s) of collective bargaining agreements or other employment contracts
entered into by a school district in effect on July 1, 2013. No 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 managerial prerogatives.

C. Educator Evaluation Data, Information, and Written Reports — N.JLA.C. 6A:10-
1.4

All information contained in written performance reports and all information
collected, compiled, and/or maintained by emplovees of the Board of Education
for the purposes of conducting the educator evaluation process pursuant to
N.JLA.C. 6A:10-1.1 et seq. shall be confidential. Such information 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. Nothing contained in N.J.A.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 N.J.S.A. 18A:6-123.e or distributing
aggregate statistics regarding evaluation data.

D. Evaluation 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.
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2. The evaluation rubrics for Principals, Vice Principals, and Assistant
Principals shall include all other relevant minimum standards set forth in
N.J.S.A. 18A:6-123 (P.L. 2012, c. 26, § 17c).

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

E. Duties of the Board of Education — N.J.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:

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-
1.1 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 rtubrics approved by the Commissioner pursuant to
N.JA.C. 6A:10-2.1(c);

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 ewmployment. All Principals, Vice
Principals, and Assistant Principals shall be notified of
amendments to the policy and procedures within ten Principal,
Vice Principal, or Assistant Principal working days of adoption;

d. Annually adopt by June 1, any Commissioner-approved educator
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;
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e, 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;

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

g. Ensure the Superintendent or designee certifies to the Department
that any observer who conducts an observation of a Principal, Vice
Principal, or Assistant Principal for the purpose of evaluation as
described in N.JA.C. 6A:10-4.4; N.JA.C. 6A:10-5.4; and 6A:10-
6.2 shall meet the statutory observation requireinents of N.J.S.A.
18A:6-119; 18A:6-123.b(8); and N.J.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 rubric 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;

b. Provide training on the principal practice instrument for the
Superintendent or designated supervisor who will conduct
observations for the purpose of evaluation of Principals, Vice
Principals, or Assistant Principals. Training shall be provided
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before the observer conducts his or her first observation for the
purpose of evaluation;

c. Annually provide updates and refresher training on the principal
practice instrument for any supervisor who will observe principal
practice for the purpose of increasing accuracy and consistency
among observers;

d. The Superintendent shall annually certify to the Department that
all evaluators of Principals, Vice Principals, and Assistant
Principals in the school district who are utilizing principal practice
instruments have completed training on the instrument and its
application and have demonstrated competency in applying the
principal practice instrument.

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 mimmum 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.

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

3. Beginning in 2017-2018, the District Evaluation Advisory Committees
shall no longer be required and the Board of Education shall have the
discretion to continue the District’s Evaluation Advisory Committee.

G. Evaluation Procedures for Principals, Vice Principals, and Assistant Principals -
N.JA.C. 6A:10-2.4

1. The provisions outlined in Policy and Regulation 3224 and N.J.A.C.
6A:10-2.4 shall be the minimum requirements for the evaluation of
Principals, Vice Principals, and Assistant Principals. -
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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 N.J.A.C. 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. The process for preparation of individual professional development
plans; and

fl The process for preparation of an annual written 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
Supervisor.

3. The annual summary conference between the Superintendent or
designated supervisor and the Principal, Vice Principal, or Assistant
Principal shall be held before the written performance report is filed. The
conference shall occur on or before June 30 of each year and shall include,
but not be limited to, a review of the following:
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a. The performance of the Principal, Vice Principal, or Assistant
Principal based upon the job description and, when applicable, the
scores or evidence compiled using the evaluation rubric, including,
when applicable, the principal practice instrument;

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;

c. Available indicators or scores of student achievement or growth,
when applicable, such as student growth objective scores and
student growth percentile scores; and

d. The preliminary annual written 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 written performance report for the Principal, Vice Principal, or
Assistant Principal shall be prepared by the Superintendent or 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:10-5;

b. Performance area(s) of strength and area(s) needing improvement
based upon the job description, observations for the purpose of
evaluation and, when applicable, the principal practice instrument;
and

C. An individual professional development plan developed by the
Superintendent or designated supervisor and the Principal, Vice
Principal, or Assistant Principal or, when applicable, a corrective
action plan from the evaluation year being reviewed in the report.
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6. The Principal, Vice Principal, or Assistant Principal and the -
Superintendent or designated supervisor shall sign the report within five
Principal, Vice Principal, or Assistant Principal working days of the
review.

7. The Board of Education shall include all written 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 casily 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 Assistant Principal and the
Superintendent or designated supervisor.

2. If the summative evaluation rating is calculated before the end of the
school year, then the corrective action plan shall be developed and the
Principal, Vice Principal, or Assistant Principal and the Superintendent or
designated supervisor shall meet to discuss the corrective action plan prior
to September 15 of the following school year. The conference to develop
and discuss the corrective action plan may be combined with the
Principal’s, Vice Principal’s, or Assistant Principal’s annual summary
conference that occurs at the end of the year of evaluation.

3. If the ineffective or partially effective summative evaluation rating is
received after the start of the school year following the year of evaluation,
then a corrective action plan must be developed, and the Principal, Vice
Principal, or Assistant Principal and the Superintendent or designated
supervisor shall meet to discuss the corrective action plan within fifteen
Principal, Vice Principal, or Assistant Principal working days following
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the school district’s receipt of the Principal’s, Vice Principal’s, or
Assistant Principal’s summative rating.

4. The content of the corrective action plan shall replace the content of the
individual professional development plan required in N.J.A.C. 6A:9C-
3.4(c) and 3.7(c) until the next annual summary conference.

5. The content of the corrective action plan 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).

6. The Superintendent or designated supervisor and the Principal, Vice
Principal, or Assistant Principal on a corrective action plan shall discuss
the employee’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.

7. Progress toward the Principal’s, Vice Principal’s, or Assistant Principal’s
goals outlined in the corrective action plan shall be documented in the
Principal’s, Vice Principal’s, or Assistant Principal’s personnel file and
reviewed at the annual summary conference or the mid-year evaluation,
when applicable. Both the Principal, Vice Principal, or Assistant Principal
on a corrective action plan and the Superintendent or designated
supervisor may collect data and evidence to demonstrate the Principal’s,
Vice Principal’s, or Assistant Principal’s progress toward his or her
corrective action plan goals.

8. Progress toward the goals outlined in the corrective action plan 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.
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9. Responsibilities of the evaluated Principal, Vice Principal, or Assistant
Principal on a corrective action plan shall not be exclusionary of other
plans for improvement determined to be necessary by the Superintendent
or designated supervisor.

10.  The Superintendent or designated supervisor 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. If the
corrective action plan was created before the start of the vear, the mid-year
evaluation shall occur midway between the development of the corrective
action plan and the annual summary conference. The mid-year evaluation
shall include, at a minimum a conference to discuss progress toward the
Principal’s, Vice Principal’s, or Assistant Principal’s goals outlined in the
corrective action plan. The mid-year evaluation conference may be
combined with a post-observation conference.

11.  The Superintendent shall ensure Principals, Vice Principals, and Assistant
Principals with a corrective action plan receive one observation and a
post-observation 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-
1.2 and 5.4. The Superintendent or Principal shall determine the length of
the observation.

12.  The corrective action plan shall remain in effect until the Principal, Vice
Principal, or Assistant Principal receives his or her next summative
evaluation rating.

L Components of Principal Evaluation Rubrics — N.J.A.C. 6A:10-5.1

L. Unless otherwise noted, the components of the principal evaluation rubrics
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.

2. 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 to N.J.A.C. 6A:10-5.2;
and
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b. Measures of principal practice pursuant to N.J.A.C. 6A:10-5.3 and
5.4.

3. To earn a summative rating, the Principal, Vice Principal, or Assistant
Principal shall have a student achievement score, pursuant to N.J.A.C.
6A:10-5.2 and a principal practice score pursuant to N.J.A.C. 6A:10-5.3
and 5.4.

4. Each score shall be converted to a percentage weight so all measures make
up 100 percent of the evaluation rubric. By August 31 prior fo the
academic year in which the evaluation rubric applies, the Department shall
provide on its websife 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.JA.C. 6A:10-52(b), the Principal, Vice
Principal, or Assistant Principal receives a school-wide student
growth percentile score as described in N.J.A.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 defermined by the Department.

b. Measure of average student growth objective for all teachers, as
described in N.J.A.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.J.A.C. 6A:10-
5.2(e), shall be no less than ten percent and no greater than forty
percent of evaluation rubric rating as determmed by the
Department.

d. Measure of principal practice, as described in N.J.A.C. 6A:10-
5.3(b), shall be thirty percent of evaluation rubric rating.

€. Measure of leadership practice, as described in N.J.A.C., 6A:10-
5.3(c), shall be twenty percent of evaluation rubric rating,

f. Notwithstanding the provisions of a. through e. above, if an appeal
of the administrator goal is approved, according to N.J.A.C.
6A:10-5.2(e)5, the administrator goal weight and the principal
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practice weight shall be adjusted by the Superintendent or the
Commissioner, as applicable according to N.J.A.C. 6A:10-5.2(¢e)5.

5. Standardized assessments, used as a measure of student progress, shall not
be the predominant factor in determining a Principal’s annual summative
rating,

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 — NJ.A.C.
6A:10-5.2
1. Measures of student achievement 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 objecti\}e scores of every teacher, as

described in N.JLA.C. 6A:10-4.2(¢e), assigned to the Principal; and

c. Administrator goals set by Principals, Vice Principals, and
Assistant. Principals in consultation with the Superintendent or
designated supervisor pursuant to N.J.A.C. 6A:10-5.2(e), which
shall be specific and measurable, based on student growth and/or
achievement data.

2. 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 school 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, Vice Principal, or Assistant
Principal at the beginning of the school year of the student growth
percentile assignment.
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3. The Department shall calculate the school-wide student growth percentile
for Principals, Vice Principals, and Assistant Principals.
4. The average student growth objective scores of all teachers, as described

in N.JLA.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 procedures:

a. The Principal, in consultation with the Vice Principal or Assistant
Principal, shall determine prior to the start of the year, which
teachers, if not all teachers in the school, shall be linked fo 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.

5. Administrator goals for Principals, Vice Principals, or Assistant Principals
shall be developed and measured according to the following procedures:

a. The Superintendent shall 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
prior to the academic 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 the Superintendent or designated supervisor,
each administrator goal. Vice Principals and Asststant Principals
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 Superintendent or designated supervisor
do not agree upon the goal score, the Principal’s, Vice Principal’s,
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or Assistant Principal’s Superintendent or 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
the Superintendent or designated supervisor by October 31 of each
academic year, or within twenty work days of the Principal’s, Vice
Principal’s, or Assistant Principal’s start date if he or she begins
work after October 1.

d. The administrator goal score shall be calculated by the
Supermtendent or 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.

6. The Superintendent shall remove a teacher's student growth objective
score from the Principal's, Vice Principal's, or Assistant Principal's final
average student growth objective score for the 2013-2014 academic year
and adjust the annual summative rating accordingly if:

a. A Principal's, Vice Principal's, or Assistant Principal's average
student growth objective for the 2013-2014 academic year
included a teacher's student growth objective that was successfully

appealed according to N.J.A.C. 6A:10-4.2(f); and
b. Failure to remove the score would cause the Principal's, Vice
Principal's, or Assistant Principal’s annual summative rating to be
ineffective or partially effective.
K. Principal Practice Component of Evaluation Rubric - N.J.A.C. 6A:10-5.3

1. Measures of principal practice shall include the following components:

a. A  measure determined through a Commissioner-approved
principal practice instrument; and
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b. © A leadership measure determined through the Department-created
leadership rubric.

2. 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. '

3. 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 imember
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 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).

2. A Principal, or the Superintendent or designated supervisor, shall conduct
observations for the evaluation of Vice Principals and Assistant Principals
pursuant to N.J.S.A. 18A:6-121.

3. For the purpose of collecting data for the evaluation of a Principal, Vice
Principal, or Assistant Principal, an observation, as described in N.J.S.A.
18A:6-119 and N.JLA.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.

4, Post-observation conferences shall include the following procedures:

a. A Superintendent or designated supervisor who was 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.




PLEASANTVILLE

REGULATION BOARD OF EDUCATION

TEACHING STAFF MEMBERS

R 3224/Page 18 0of 20

EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND ASSISTANT
' PRINCIPALS

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 iinprove 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 evaluation report shall be signed by the
Superintendent or designated 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, or Assistant Principal working days
following the conference. The objection(s) shall be attached to
each party’s copy of the annual written performance report.

5. Each tenured Principal, Vice Principal, and Assistant Principal shall be
observed as described in N.JA.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.J.A.C. 6A:10-5.4 at
least three times during each school year, as required by N.J.S.A. 18A:27-
3.1. An additional observation shall be conducted pursuant to N.J.A.C.
6A:10-2.5(1) for Principals, Vice Principals, and Assistant Principals who
are on a corrective action plan.
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M. Principal Practice Instrument — N.J.A.C. 6A:10-7.3
1. The principal practice instrument approved by the Department shall meet
the following criteria:
a. Incorporate domains of practice and/or performance criteria that

align to the 2008 ISLLC Professional Standards for School
Leaders developed by the Interstate School Leadership Licensure
Consortium incorporated herein by reference, available at:

http://www.ccsso.org/documents/2008educational leadership poli
cy_standards2008.pdf:

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. Fach scoring guide shall clearly define the expectations
for each category and provide a conversion for the four categories:
ineffective, partially effective, effective, and highly effective;

c. Be based on multiple sources of evidence collected throughout the
year;
d. Incorporate an assessment of the Principal’s leadership for

implementing a rigorous curriculum and assessments aligned to the
Core Curriculum Content Standards;

€. Incorporate an assessment of the Principal’s leadership for high-
quality instruction;

f. Include an assessinent of the Principal’s performance in evaluating
teachers; and

g. Include an assessment of the Principal’s support for teachers’
professional growth.
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2. For Commissioner-approval of a principal practice instrument in 2015 or
any year thereafter, the instrument shall include a process to assess
competency on the evaluation instrument which the school district may
choose to use as a measure of competency.

Approved Revision: 19 December 2014
Revised: 06 January 2015
Revised: 13 December 2016
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4220 EMPLOYEE EVALUATION

The Board of Education recognizes the importance of employee evaluations in the
reinforcement of performance strengths and the remediation of weaknesses.

The Superintendent shall develop a plan for the evaluation of support staff
members. He/She shall invite the participation of employees in the development of the
plan and shall assess and modify the plan as necessary.

Employees shall be grouped mto position classifications based upon similarities of duties,
responsibilities, and qualifications. The evaluation process shall be similar for all
employees in a single classification. :

The evaluation process shall provide for the recognition and commendation of effective
performance, the identification and remediation of performance deficiencies, and the
recommendation of discipline or dismissal when an employee fails to improve his/her
performance. Evaluation procedures shall provide that each employee is informed of the
specific objectives of his/her position and the standards that will be used to assess the
employee's performance against those objectives. Employees will be evaluated by
qualified supervisors annually. Any records created in the evaluation process will become
part of the employee's file and subject to Board policy on personnel records.

Adopted: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
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R 4220 EVALUATION OF SUPPORT STAFF MEMBERS

A, Evaluator

The observation and evaluation of support staff members will be conducted by the
employee’s immediate supervisor or the Principal, as specified by the
Superintendent.

B. Evaluation Criteria

1. Evaluation criteria for each position will derive from the job description for
the position and relate directly to each of the tasks described. Wherever
possible each set of evaluation criteria will be:

a. Briefly stated and focused-on major responsibilities of the position
as well as the employee’s attitude towards the job and his/her
interpersonal relations on the job;

b. Based on observable information rather than on factors requiring
subjective judgment;

C. Generic, covering a number of specific positions;

d. Designed to make note of an employee’s strengths as well as

weaknesses; and
e. Written in the same format and in a direct, simple style.

2. Maintenance of job evaluation criteria will be the responsibility of the
Director of Human Resources. Evaluation criteria will be reviewed, and

a. Whenever the corresponding job description 1s revised, or
b. On the request of a majority of persons holding a particular job.

3. Each support staff member will be sent a copy of the current evaluation
criteria for his/her position by the Director of Human Resources. Any

revisions will be provided to each holder of that job within thirty working
days of its adoption.
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4, Suggested revisions to evaluation criteria by job holders will be referred
initially to the job holder’s immediate supervisor for review.

C. Collection of Evaluation Data

Data will be gathered by any one or more of the following evaluation methods:

1. Direct observation of the support staff member in the course of performing
an assigned duty; '
2. Review of a product from the support staff member that results from the

performance of his/her assigned duties;

3. Interviews of the support staff member regarding his/her knowledge of

assigned duties;
4, Paper and pencil instruments such as competency tests;
5. Audio visual monitoring of the support staff member in the performance of

his/her assigned duties; and

6. Reference to previous performance reports.
D.  Observation Frequency
1. Support staff members will be evaluated at least annually.
E. Evaluation Procedures
1. Each observation will total not less than fifteen minutes. The evaluator
shall record each separate imstance of observation and the activity
observed.
2. Each observation will be recorded on a separate form in triplicate.

3. A written evaluation of each support staff member will be prepared by the
observer in triplicate and will be based, at least in part, on the
observation(s) conducted.
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4, A copy of the evaluation will be sent to the employee at least seventy-two
hours prior to the evaluation conference.

5. The employee and the evaluator shall hold a conference to discuss the
evaluation report during which the evaluator shall point out both the
weaknesses and strengths of the employee.

6. Both the evaluator and the employee shall sign each copy of the evaluation
report. By signing the evaluation report the employee implies only that
he/she has read and understands the document.

7. The employee may prepare a written disclaimer to the evaluation report
which will be appended to the report provided it is received by the
evaluator not more than ten working days following the conference.

8. The evaluator shall disfribute copies of the evaluation report to Director of
Human Resources.
F. Individual Performance Improvement Plan
1. An Individual Performance Improvement Plan will be prepared for each
support staff member to correct deficiencies and to encourage
improvement.
2. Performance improvement plans will derive from the applicable evaluation

criteria and focus on weaknesses identified in the evaluation report.

3. The Individual Performance Improvement Plan will be prepared in
cooperation with the employee whenever possible and shall include:

a. Areas of required growth,
b. Methods of achicving that growth,
c. A schedule for implementation of those methods, and

d. The responsibility of the support staff member and the district for
implementing the plan.
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4. At the time a Performance Improvement Plan is prepared, a review will
also be made of the effort by the staff member to achieve the prior year’s
plan, The degree to which the employee achieved the requirements of the
previous plan will be a measure of his/her performance.

5. Copies of the Individual Performance Improvement Plan will be attached
to the employee’s evaluation report, given to the support staff member,
and filed with the Director of Human Resources.

6. It is the duty of the support staff member to implement the plan as
prepared; his‘her failure to do so may result in disciplinary action,
including, where appropriate, dismissal.

Issued: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015




POLICY BOARD OF EDUCATION

Teaching Staff Members
3362/Page 1 of 1
SEXUAL HARASSMENT (M)

3362 SEXUAL HARASSMENT (M)

M

The Board of Education recognizes that an employee's right to freedom from
employment discrimination includes the opportunity to work in an environment untainted
by sexual harassment, Sexually offensive speech and conduct are wholly inappropriate to
the harmonious employment relationships necessary to the operation of the school district
and intolerable in a workplace to which the children of this district are exposed.

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors,

and veérbal or physical contacts of a sexual nature that would not have happened but for
the employee's gender. Whenever submission to such conduct is made a condition of

employment or a basis for an employment decision, or when such conduct is severe and

pervasive and has the purpose or effect of unreasonably altering or interfering with work

performance or creating an intimidating, hostile, or offensive working environment, the

employee shall have cause for complaint.

The sexual harassment of any employee of this district is strictly forbidden. Any
employee or agent of this Board who is found to have sexually harassed an employee of
this district will be subject to discipline which may include termination of
employment. Any employee who has been exposed to sexual harassment by any
employee or agent of this Board is encouraged to report the harassment to an appropriate
supervisor. An employce may complain of any failure of the Board to take corrective
action by recourse to the procedure by which a discrimination complaint is
processed. The employee may appeal the Board's action or inaction to the United States
Equal Employment Opportunity Commission or the New Jersey Division of Civil Rights.
Complaints regarding sexual harassment shall be submitted following the procedures
outlined in Regulation No. 1530, Equal Employment Opportunity.

The administration shall instruct all employees and agents of this Board to recognize and
correct speech and behavior patterns that may be sexually offensive with or without the
intent to offend.

29 C.F.R. 1604.11

Adopted: 13 February 20607
Revised: 25 May 2010
Revised: 19 December 2014
Revised: 06 January 2015
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R 3362 SEXUAL HARASSMENT OF TEACHING STAFF MEMBERS COMPLAINT
PROCEDURE

Sexual harassment of school staff members is prohibited by the Board of Education. The
Superintendent and school district staff will use the following methods to investigate and
resolve allegations of sexual harassment of school staff members.

A, Definitions

1. Gender-based Harassment - Gender-based harassment that includes acts of
verbal, nonverbal, physical aggression, intimidation, or hostility based on
gender, but not involving conduct of a sexual nature, may be a form of sex
discrimination if it is sufficiently severe, persistent, or pervasive and
directed at individuals because of their gender.

2, Hostile Environment Sexual Harassment - Sexual harassing conduct
(which can include unwelcomed sexual advances, requests for sexual
favors or other favors, or other verbal, nonverbal or physical conduct of a
sexual nature) by a school staff member that is sufficiently severe,
persistent, or pervasive to limit another staff member’s ability to
participate in a workplace environment or activity, or to create a hostile or
abusive workplace environment.

3. Quid Pro Quo Harassment - When a school staff member explicitly or
implicitly conditions another school staff member’s conditions of
employment on the staff member’s submission to unwelcomed sexual
advances, requests for sexual favors, or other favors, or other verbal,
nonverbal or physical conduct of a sexual nature. Quid Pro Quo
Harassment is equally unlawful whether the staff member resists and
suffers the threatened harm or submits and thus avoids the threatened
harm.

B. Grievance Procedure

The following Grievance Procedure shall be used for an allegation(s) of
harassment of school staff members by other school staff members:

1. Reporting of Sexual Harassment Conduct
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a. Any person with any information regarding actual and/or potential
sexual harassment of a staff member must report the information to
the school Building Principal, their immediate supervisor or the
Affirmative Action Officer.

b. The school district can learn of sexual harassment through other
means such as from a witness to an incident, an anonymous letter,
or telephone call.

c. A report to the school Building Principal or an immediate
supervisor will be forwarded to the school district Affirmative
Action Officer within one working day, even if the school Building
Principal or immediate supervisor feels sexual harassment conduct
was not present.

d. In the event the report alleges conduct by the Building Principal or
the Affirmative Action Officer, the Superintendent will designate a
school official to assume the Building Principal’s or Affirmative
Action Officer’s responsibilities as outlined in Policy No. 3362 and

this Regulation.
2. Affirmative Action Officer’s Investigation
a. Upon receipt of any report of potential sexual harassment conduct,

the Affirmative Action Officer will begin an immediate
investigation. The Affirmative Action Officer will promptly
investigate all alleged complaints of sexual harassment, whether or
not a formal grievance is filed and steps will be taken to resolve
the situation, if needed. This investigation will be prompt,
thorough, and impartial. The investigation will be completed no
more than ten working days after receiving notice.

b. When a school staff member provides information or complains
about sexual harassment, the Affirmative Action Officer will
initially discuss what actions the staff member is seeking in
response to the harassment.

c. The Affirmative Action Officer’s investigation may include, but is
not limited to, interviews with all persons with potential
knowledge of the alleged conduct, interviews with any staff
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member(s) who may have been sexually harassed in the past by the
school staff member and any other reasonable methods to
determine if sexual harassment conduct existed.

d. The Affirmative Action Officer may request a staff member
involved in the investigation to assist m the investigation.

e. The Affirmative Action Officer will provide a copy of Board Policy
and Regulation No. 3362 to all persons who are interviewed with
potential knowledge, upon request, and to any other person the
Affirmative Action Officer feels would be served by a copy of
such documents.

f. Any person interviewed by the Affirmative Action Officer may be
provided an opportunity to present witnesses and other evidence.

g. The Affirmative Action Officer and/or Superintendent will contact
law enforcement agencies if there is potential criminal conduct by
any party.

h. The school district administration may take interim measures
during an Affirmative Action Officer’s investigation of a
complaint.

i. The Affirmative Action Officer will consider particular issues of
welcomeness based on the allegations.

3. Investigation Results

a. Upon the conclusion of the investigation, but not later than ten
working days after reported to the Affirmative Action Officer, the
Affirmative Action Officer will prepare a summary of findings to
the parties. At a minimum, this summary shall include the
person(s) providing notice to the school district and the staff
member(s) who was alleged to be sexually harassed.

b. The Affirmative Action Officer shall make a determination whether
sexual harassment conduct was present.
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c. If the Affirmative Action Officer concludes sexual harassment
conduct was not, or is not present, the investigation is concluded.

d. If the Affirmative Action Officer determines that sexual harassment
has occurred, the school district administration shall take
reasonable and effective corrective action, including steps tailored
to the specific situation. Appropriate steps will be taken to end the
harassment such as counseling, warning, and/or disciplinary
action. The steps will be based on the severity of the harassment or
any record of prior incidents or both. A series of escalating
consequences may be necessary if the initial steps are ineffective in
stopping the haragssment.

e. In the event the Affirmative Action Officer determines a hostile
environment exists, the Superintendent shall take steps to eliminate
the hostile environment. The school district may need to deliver
special training or other interventions to repair the educational
environment. Other measures may include directing the harasser to
apologize to the harassed staff member, dissemmation of
information, distribution of new policy statements or other steps to
communicate the message that the Board does not tolerate
harassment and will be responsive to any school staff member that
reports such conduct.

f. In some situations, the school district may need to provide other
services to the staff member that was harassed, if necessary, to
address the effects of the harassment on that staff
member. Depending on the type of harassment found, these
additional services may include an independent re-assessment of
the harassed staff member’s work performance, counseling and/or
other measures that are appropriate to the situation.

g. The Superintendent will take steps to avoid any further sexual
harassment and to prevent any retaliation against the staff member
who made the complaint, was the subject of the harassment, or
against those who provided the information or were witnesses. The
Affirmative Action Officer will inform the sexually harassed staff
member to report any subsequent problems and will make follow-
up inquiries to see if there has been any new incidents or
retaliation.
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h. All sexual harassment grievances and accompanied investigation
notes will be maintained in a confidential file by the Affirmative
Action Officer.

4. Affirmative Action Officer’s Investigation Appeal Process

a. Any person found by the Affirmative Action Officer’s investigation
to be guilty of sexual harassment conduct, or any person who
believes they were sexually harassed but not supported by the
Affirmative Action Officer’s investigation, may appeal to the
Superintendent. The  Superintendent  will make  his/her
determination within ten working days of receiving the appeal.

b. Any person who is not satistied with the Superintendent’s
determination may appeal to the Board. The Board will make its
determination within forty-five calendar days of receiving an
appeal from the Superintendent’s determination.

C. Office Of Civil Rights (OCR) Case Resolution

Persons not satisfied with the resolution of an allegation of sexual harassment by
school district officials or the Board may request the Office of Civil Rights (OCR)
of the Umted States Department of Education to investigate the allegations,

1. Any alleged victim of sexual harassment may appeal a decision of the
Affirmative Action Officer, Superintendent, or the Board to the Office of
Civil Rights (OCR).

2. Any person may report an allegation of sexual harassiment to the OCR at
any time. If the OCR is asked to investigate or otherwise resolve mcidents
of sexual harassment of school staff members, OCR will consider
whether:

a. The school district has a policy prohibiting sexual harassment and a
grievance procedure;

b. The school district appropriately investigated or otherwise
responded to allegations of sexual harassment; and
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C. The school district has taken immediate and appropriate corrective
action responsive to Quid Pro Quo or Hostile Environment
Harassment.

Issued: 13 February 2007
Revised: 25 May 2010
Revised: 19 December 2014
Revised: 06 January 2015
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The Board of Education recognizes that an employee's right to freedom from
employment discrimination includes the opportumty to work in an environment untainted
by sexual harassment. Sexually offensive speech and conduct are wholly inappropriate to
the harmonious employment relationships necessary to the operation of the school district
and intolerable in a workplace to which the children of this district are exposed.

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors,
and verbal or physical contacts of a sexual nature that would not have happened but for
the employee's gender. Whenever submission to such conduct is made a condition of
employment or a basis for an employment decision, or when such conduct is severe and
pervasive and has the purpose or effect of unreasonably altering or interfering with work
performance or creating an intimidating, hostile, or offensive working environment, the
employee shall have cause for complaint.

The sexual harassment of any employee of this district is strictly forbidden. Any
employee or agent of this Board who is found to have sexually harassed an employee of
this district will be subject to discipline, which may include termination of
employment. Any employee who has been exposed to sexual harassment by any
employee or agent of this Board is encouraged to report the harassment to an appropriate
supervisor. An employee may complain of any failure of the Board to take corrective
action by recourse to the procedure by which a discrimination complaint is
processed. The employee may appeal the Board's action or inaction to the New Jersey
Division on Civil Rights or to the United States Equal Employment Opportunity
Commission. Complaints regarding sexual harassment shall be submitted following the
procedures outlined in Regulation 1530, Equal Employment Opportunity.

The Affirmative Action Officer shall instruct all employees of this Board to recognize
and correct speech and behavior patterns that may be sexually offensive with or without -
the intent to offend. '

29 C.F.R.1604.11

Adopted: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
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Sexual harassment of school staff members is prohibited by the Board of Education. The
Superintendent and school district staff will use the following methods to investigate and
resolve allegations of sexual harassment of school staff members.

A, Definitions

1. Gender-based Harassment - Gender-based harassment that includes acts of
verbal, nonverbal, physical aggression, intimidation, or hostility based on
gender, but not involving conduct of a sexual nature, may be a form of sex
discrimination if it is sufficiently severe, persistent, or pervasive and
directed at individuals because of their gender.

2. Hostile Environment Sexual Harassment - Sexual harassing conduct
(which can include unwelcomed sexual advances, requests for sexual
favors or other favors, or other verbal, nonverbal or physical conduct of a
sexual nature) by a school staff member that is sufficiently severe,
persistent, or pervasive to limit another staff member’s ability to
participate in a workplace environment or activity, or to create a hostile or
abusive workplace environment,

3. Quid Pro Quo Harassment - When a school staff member explicitly or
implicitly conditions another school staff member’s- conditions of
employment on the staff member’s submission to unwelcomed sexual
advances, requests for sexual favors, or other favors, or other verbal,
nonverbal or physical conduct of a sexual nature. Quid Pro Quo
Harassment is equally unlawful whether the staff member resists and
suffers the threatened harm or submits and thus avoids the threatened
harm. :

B. Grievance Procedure

The following Grievance Procedure shall be used for an allegation(s) of
harassment of school staft members by other school staff members:

1. Reporting of Sexual Harassment Conduct




PLEASANTVILLE

REGULATION | BOARD OF EDUCATION

SUPPORT STAFF

R 4352/Page 2 of 6

SEXUAL HARASSMENT OF SUPPORT STAFF MEMBERS COMPLAINT
PROCEDURE

a. Any person with any information regarding actual and/or potential
sexual harassment of a staff member must report the information to
the school Building Principal, their immediate supervisor or the
Affirmative Action Officer.

b. The school district can learn of sexual harassment through other
means such as from a witness to an incident, an anonymous letter,
or telephone call.

c. A report to the school Building Principal or an immediate
supervisor will be forwarded to the school district Affirmative
Action Officer within one working day, even if the school Building
Principal or immediate supervisor feels sexual harassment conduct
was not present.

d. In the event the report alleges conduct by the Building Principal or
the Affirmative Action Officer, the Superintendent will designate a
school official to assume the Building Principal’s or Affirmative
Action Officer’s responsibilities, as outlined in Policy No. 4352

and this Regulation.
2. Affirmative Action Officer’s Investigation
a. Upon receipt of any report of potential sexual harassment conduct,

the Affirmative Action Officer will begin an immediate
investigation. The Affirmative Action Officer will promptly
investigate all alleged complaints of sexual harassment, whether or
not a formal grievance is filed and steps will be taken to resolve
the situation, i1f needed. This investigation will be prompt,
thorough, and impartial. The investigation will be completed no
more than ten working days after receiving notice.

b. When a school staff member provides information or complains
about sexual harassment, the Affirmative Action Officer will
initially discuss what actions the staff member is seeking in
response to the harassment.

C. The Affirmative Action Officer’s investigation may include, but is
not limited to, interviews with all persons with potential
knowledge of the alleged conduct, interviews with any staff
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member(s) who may have been sexually harassed in the past by the
school staff member and any other reasonable methods to
determine if sexual harassment conduct existed.

d. The Affirmative Action Officer may request a staff member
involved in the investigation to assist in the investigation.

e. The Affirmative Action Officer will provide a copy of Board Policy
and Regulation No. 4352 to all persons who are interviewed with
potential knowledge, upon request, and to any other person the
Affirmative Action Officer feels would be served by a copy of
such documents.

f. Any person interviewed by the Affirmative Action Officer may be
provided an opportunity to present witnesses and other evidence.

g. The Affirmative Action Officer and/or Superintendent will contact
law enforcement agencies if there is potential criminal conduct by
any party.

h. The school district administration may take interim measures
during an Affirmative  Action Officer’s investigation of a
complaint.

1. The Affirmative Action Officer will consider particular issues of
welcomeness based on the allegations.

3. Investigation Results

a. Upon the conclusion of the investigation, but not later than ten
working days after reported to the Affirmative Action Officer, the
Affirmative Action Officer will prepare a summary of findings to
the parties. At a minimum, this summary shall include the
person(s) providing notice to the school district and the staff
member(s) who was alleged to be sexually harassed. '

b. The Affirmative Action Officer shall make a determination whether
sexual harassment conduct was present.
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C. If the Affirmative Action Officer concludes sexual harassment
conduct was not, or is not present, the investigation is concluded.

d. If the Affirmative Action Officer determines that sexual harassment
has occurred, the school district administration shall take
reasonable and effective corrective action, including steps tailored
to the specific situation. Appropriate steps will be taken to end the
harassment such as counseling, warning, and/or disciplinary
action. The steps will be based on the severity of the harassment or
any record of prior incidents or both. A series of escalating
consequences nay be necessary if the initial steps are ineffective in
stopping the harassment.

e. In the event the Affirmative Action Officer determines a hostile
environment exists, the Superintendent shall take steps to elimiinate
the hostile environment. The school district may need to deliver
special training or other interventions to repair the educational
environment. Other measures may include directing the harasser to
apologize to the harassed staff member, dissemination of
information, distribution of new policy statements or other steps to
communicate the message that the Board does not tolerate
harassment and will be responsive to any school staff member that
reports such conduct.

f. In some situations, the school district may need to provide other
services to the staff member that was harassed, if necessary, to
address the effects of the harassment on that staff
member. Depending on the type of harassment found, these
additional services may include an independent re-assessment of
the harassed staff member’s work performance, counseling and/or
other measures that are appropriate to the situation.

g. The Superintendent will take steps to avoid any further sexual
harassment and to prevent any retaliation against the staff member
who made the complaint, was the subject of the harassment, or
against those who provided the information or were witnesses. The
Affirmative Action Officer will inform the sexually harassed staff
member to report any subsequent problems and will make follow-
up inquiries to see if there has been any new incidents or
retaliation.
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h. All sexual haragsment grievances and accompanied investigation
notes will be mainfained in a confidential file by the Affirmative
Action Officer.

4. Affirmative Action Officer’s Investigation Appeal Process

a. Any person found by the Affirmative Action Officer’s investigation
to be guilty of sexual harassment conduct, or any person who
believes they were sexually harassed but not supported by the
Affirmative Action Officer’s investigation, may appeal to the
Superintendent. The  Superintendent  will make  his/her
determination within ten working days of receiving the appeal.

b. Any person who is not satisfied with the Superintendent’s
determination may appeal to the Board. The Board will make its
determination within forty-five calendar days of receiving an
appeal from the Superintendent’s determination.

C.  Office Of Civil Rights (OCR) Case Resolution

Persons not satisfied with the resolution of an allegation of sexual harassment by
school district officials or the Board may request the Office of Civil Rights (OCR)
of the United States Department of Education to investigate the allegations.

1. Any alleged victim of sexual harassment may appeal a decision of the
Affirmative Action Officer, Superintendent, or the Board to the Office of
Civil Rights (OCR).

2. Any person may report an allegation of sexual harassment to the OCR at
any time. If the OCR is asked to investigate or otherwise resolve incidents

of sexual harassment of school staff members, OCR will consider
whether:

a. The school district has a policy prohibiting sexual harassment and a
grievance procedure;

b. The school district appropriately investigated or otherwise
responded to allegations of sexual harassment; and
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C. The school district has taken immediate and appropriate corrective
action responsive to Quid Pro Quo or Hostile Environment
Harassment.

Issued: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
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The Board of Education will not tolerate sexual harassment of pupils by school
employees, other pupils, or third parties. Sexual harassment of pupils is a form of
prohibited sex discrimination. School district staff will investigate and resolve allegations
of sexual harassment of pupils engaged in by school employees, other pupils (peers), or
third parties,

The Board shall establish a grievance procedure through which school district staff and/or
pupils can report alleged sexual discrimination, including sexual harassment which may
include quid pro quo harassment and hostile environment.

Definitions:

1. Quid pro quo harassment occurs when a school employee explicitly or
implicitly conditions a pupil’s participation in an educational program or
activity or bases an educational decision on the pupil’s submission to
unwelcomed sexual advances, requests for sexual favors, or other favors,
or other verbal, nonverbal, or physical conduct of a sexual nature. Quid
Pro Quo Harassment is equally unlawful whether the pupil resists and
suffers the threatened harm or submits and thus avoids the threatened
harm,

2. Hostile environment sexual harassment is sexually harassing conduct
(which can include unwelcomed sexual advances, requests for sexual
favors, or other favors, or other verbal, nonverbal, or physical conduct of a
sexual nature) by an employee, by another pupil, or by a third party that is
sufficiently severe, persistent, or pervasive to limit a pupil’s ability to
participate in or benefit from an educational program or activity, or to
create a hostile or abusive educational environment.

This Policy protects any “person” from sex discrimination; accordingly both male and
female pupils are protected from sexual harassment engaged in by school district
employees, other pupils, or third parties. Sexual harassment, regardless of the gender of
the harasser, even if the harasser and the pupil being harassed are members of the same
gender is prohibited. Harassing conduct of a sexual nature directed toward any pupil,
regardless of the pupil’s sexual orientation, may create a sexually hostile environment
and therefore constitute sexual harassment. Nonsexual touching or other nonsexual
conduct does not constitute sexual harassment.
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The regulation and grievance procedure shall provide a mechanism for discovering
sexual harassment as early as possible and for effectively correcting problems.

The Superintendent, or designee, will take steps to avoid any further sexual harassment

-and to prevent any retaliation against the pupil who made the complaint, was the subject
of the harassment, or against those who provided the information or were witnesses. The
school district staff can learn of sexual harassment through notice and any other means
such as from a witness to an incident, an anonymous letter or telephone call.

This policy and regulation on sexual harassment of pupils shall be published and
distributed to pupils and employees to ensure all pupils and employees understand the
nature of sexual harassment and that the Board will not tolerate it. The Board shall
provide training for all staff and age-appropriate classroom information for pupils to
ensure the staff and the pupils understand what type of conduct can cause sexual
harassment and that the staff know the school district policy and regulation on how to
respond.

In cases of alleged harassment, the protections of the First Amendment must be
considered if issues of speech or expression are involved. Free speech rights apply in the
classroom and in all other programs in the public schools. The Superintendent, or
designee, will formulate, interpret, and apply the pohcy so as to protect free speech rights
of staff, pupils and third parties.

In addition, if the Board accepts Federal funds, the Board shall be bound by Title IX of
the Education Amendments of 1972 prohibiting sexual harassment of pupils. Title 1X
applies to all public school districts that receive Federal funds and protects pupils in
connection with all the academic, educational, extra-curricular, athletic, and other
programs of the school district, whether they take place in the school facilities, on the
school bus, at a class or training program sponsored by the school in a school building or
at another location.

United States Department of Education - Office of Civil Rights Sexual Harassment
Guidance: Harassment of Students by School Employees, Other Students, or Third
Parties (1997)

Adopted: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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M

Sexual harassment of pupils is prohibited by the Board of Education. The Superintendent
and school district staff will use the following methods to mvestigate and resolve
allegations of sexual harassment of pupils engaged in by school employees, other pupils
(peers), or third parties.

A, Definitions

1. Quid Pro Quo Harassment - When a school employee explicitly or
implicitly conditions a pupil’s participation in an educational program or
activity or bases an educational decision on the pupil’s submission to
unwelcomed sexual advances, requests for sexual favors, or other favors,
or other verbal, nonverbal, or physical conduct of a sexual nature. Quid
Pro Quo Harassment is equally unlawful whether the pupil resists and
suffers the threatened harm or submits and thus avoids the threatened
harm.

2. Hostile Environment Sexual Harassment - Sexual harassing conduct
(which can include unwelcomed sexual advances, requests for sexual
favors, or other favors, or other verbal, nonverbal, or physical conduct of a
sexual nature} by an employee, by another pupil, or by a third party that is
sufficiently severe, persistent, or pervasive to limit a pupil’s ability to
participate in or benefit from an educational program or activity, or to
create a hostile or abusive educational environment.

3. Notice - The school district has notice if it actually “knew, or in the
exercise of reasonable care, should have known” about the harassment. If
an agent or responsible employee of the school district received notice, the
school district is deemed to have notice. The school district may receive
notice in many different ways:

a. A pupil may have filed a grievance or complained to a teacher
about fellow pupils harassing him/her.

b. A pupil, parent, or other pupil may have contacted other
appropriate school personnel.
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C. An agent or a responsible employee of the school district may have
witnessed the harassment.

d. The school district may obtain information in an indirect manner
such as staff, community members, newspapers, etc.

4, Constructive Notice - A school district will be in violation if the school
district has “constructive notice” of a sexually hostile environment and
fails to take immediate and appropriate corrective action. Constructive
notice exists if the school district “should have” known about the
harassment and if the school district would have found out about the
harassment through a “reasonable diligent inquiry.”

5. Gender-based Harassment - Gender-based harassment that includes acts of
verbal, nonverbal, or physical aggression, intimidation, or hostility based
on gender, but not involving conduct of a sexual nature, may be a form of
sex discrimination if it is sufficiently severe, persistent, or pervasive and
directed at individuals because of their gender.

6. Title IX of the Education Amendments of 1972 - Title IX applies to all
public school districts that receive Federal funds and protects pupils in
connection with all the academic, educational, extra-curricular, athletic,
and other programs of the school district, whether they take place in the
school facilities, on the school bus, at a class or fraining program
sponsored by the school at another location, or elsewhere. Title IX
protects any “person” from sex discrimination; accordingly both male and
female pupils are protected from sexual harassment engaged in by school
district employees, other pupils, or third parties. Title IX prohibits sexual
harassment regardless of the gender of the harasser even if the harasser
and the pupil being harassed are members of the same gender. Although
Title IX does not specifically prohibit discrimmation on the basis of sexual
orientation, sexual harassment directed at gay or lesbian pupils may
constitute sexual harassment as prohibited by Title IX. Harassing conduct
of a sexual nature directed toward gay or lesbian pupils may create a
sexually hostile environment and therefore be prohibited under Title [X.

7. Grievance Procedure - The grievance procedure provides for prompt and
equitable resolution of discrimination complaints, including complaints of
sexual harassment. The grievance procedure provides the school district
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with a mechanism for discovering sexual harassment as early as possible
and for effectively correcting problems.

8. Office Of Civil Rights (OCR) - The OCR of the United States Department
of Education has Federal government’s enforcement authority of Title IX.

9, Unwelcomeness - In order to be actionable as harassment, sexual conduct
must be unwelcomed. Conduct is unwelcomed if the pupil did not request
or invite it and “regarded the conduct as undesirable or offensive.” The
school district will be concerned about the issue of welcomeness if the
harasser is in a position of authority.

10.  Acquiescence - Acquiescence in the conduct or the failure to complain
does not always mean the conduct was welcome. The fact that a pupil may
have accepted the conduct does not mean that he/she welcomed it. The
fact that a pupil willingly participated in conduct on one occasion does not
prevent him/her from indicating that the same conduct has become
unwelcome on a subsequent occasion. On the other hand, if a pupil
actively participates in sexual banter and discussions and gives no
indication he/she objects, then the evidence generally will not support a
conclusion that the conduct was unwelcomed.

11.  Sufficiently Severe, Persistent, or Pervasive Conduct - In determining
whether conduct is sufficiently severe, persistent, or pervasive, the
conduct should be considered from a subjective and objective
perspectivé, In making this determination, all relevant circumstances
should be considered:

a. The degree to which the conduct affected one or more pupils’
behavior. The conduct must have limited a pupil’s ability to
participate in or benefit from his/her education or altered the
conditions of the pupils educational environment.

b. . The type, frequency, and duration of the conduct,

C. The identity of and relationship between the alleged harasser and
the subject or subjects of the harassment.

d. The number of individuals involved,
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e. The age and gender of the alleged harasser and the subject or
subjects of the harassment.

f. The size of the school, location of the incidents, and context in
which they occurred.

g. Other incidents at the school.
h. Incidents of gender-based, but non-sexual harassment.
B.  Grievance Procedure

The following Grievance Procedure shall be used for an allegation(s) of
Harassment of Pupils by School Employees, Other Pupils, or Third Parties;

1.  Reporting of Sexual Harassment Conduct

a. Any person with any information regarding actual and/or potential
sexual harassment of a pupil by any school employee, other pupils,
or third parties must report the information to the school Building
Principal, their immediate supervisor or the Affirmative Action
Officer.

(1) 1f the Building Principal deems it appropriate, he/she may
immediately notify the parent(s) or legal guardian(s} of the
alleged harasser(s) or alleged victim(s) upon receipt of any
information prior to notifying the Affirmative Action
Officer.

(2)  The Building Principal will not disclose the name(s) of the
alleged harasser(s) or alleged victim(s) to the other party.

b. The school district can learn of sexual harassment through other
means such as from a witness to an incident, an anonymous letter
or telephone call.

C. Nothing in the Policy and Regulation on Pupil Sexual Harassment
shall preclude the Building Principal, or designee, from complying
with the provisions of Policy No. 5600 - Pupil Discipline in order
to maintain the health, safety and welfare of staff and/or pupils.
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d. A report from the school Building Principal or an immediate
supervisor will be forwarded to the school district Affirmative
Action Officer within one working day, even if the school Building
Principal or immediate supervisor feels sexual harassment conduct
was not present.

e. Upon receipt of an allegation and/or report, the Affirmative Action
Officer shall immediately notify the parent(s) or legal guardian(s)
of any alleged harasser(s) and victim(s) for which a report has been
filed even if the Building Principal has previously notified the
parent(s) or legal guardian(s).

f. The Affirmative Action Officer shall notify the parent(s) or legal
guardian(s) of all involved pupils and any other involved
individuals of the process to be followed in investigating a report
or complaint,

2. Affirmative Action Officer’s Investigation

a. Upon receipt of any report of potential sexual harassment conduct,
the Affirmative Action Officer will begin an immediate
- investigation. The Affirmative Action Officer will promptly
investigate all alleged complaints of sexual harassment, whether or
not a formal grievance is filed and steps will be taken to resolve
the situation, if needed. This investigation will be prompt,
thorough, and impartial. The mvestigation will be completed no

more than ten working days after receiving notice.

b. When a pupil or the parent(s) or legal guardian(s) of a pupil
provides information or complains about sexual harassment of the
pupil, the Affirmative Action Officer will initially discuss what
actions the pupil or parent(s) or legal guardian(s) is seeking in
response to the harassment. '

c.. The Affirmative Action Officer’s mvestigation may include, but is
not limited to, interviews with all persons with potential
knowledge of the alleged conduct, interviews with any pupils who
may have been sexually harassed by any school employee, other
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pupils, or third parties and any other reasonable methods to
determine if sexual harassment conduct existed.

d. The Affirmative Action Officer will request, if relevant to an
investigation, the parent(s) or legal guardian(s) of any pupil
involved in the investigation to assist in the investigation to
determine if sexual harassment conduct exist(ed).

e. The Affirmative Action Officer will provide a copy of the Board
Policy and Regulation to all persons who are interviewed with
potential knowledge and to any other person the Affirmative
Action Officer feels would be served by a copy of such documents.

f. The Affirmative Action Officer will explain the avenues for formal
and informal action, including a description of the grievance
procedure that is available for sexual harassment complaints and
an explanation on how the procedure works.

g. Any person interviewed by the Affirmative Action Officer may be
provided an opportunity to present witnesses and other evidence.

h. The Affirmative Action Officer and/or Superintendent may contact
law enforcement agencies if there is potential criminal conduct by
any party.

i. The school district administrators may take interim measures

during an Affirmative Action Officer’s investigation of a
complaint in order to alleviate any conditions which prohibits the
pupil from assisting in the investigation.

j. If elementary or middle school pupils are involved, it may become
necessary to determine the degree to which they are able to
recognize that certain sexual conduct is conduct to which they can
or should reasonably object and the degree to which they can
articulate an objection. The Affirmative Action Officer will
consider the age of the pupil, the nature of the conduct involved,
and other relevant factors in determining whether a pupil had the
capacity to welcome sexual conduct.
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k. The Affirmative Action Officer will consider particular issues of
welcomeness if the alleged harassment relates to alleged
“consensual” sexual relationships between a school employee and
a pupil.

(1) If elementary or middle school (grades K-8) pupils are
involved, welcomeness will not be an issue. Sexual conduct
between a school employee and an elementary pupil will
not be viewed as consensual.

(2)  If secondary (grades 9-12) pupils are involved, there is a
strong presumption that sexual conduct between a school
employee and a secondary pupil is not consensual.

(3) In cases involving older secondary and post-secondary
pupils and older secondary and post-secondary special
education pupils, the Affirmative Action Officer will
“consider the following to determine whether a school
employee’s sexual advances or other sexual conduct could
be considered welcome:

(a)  The nature of the conduct and the relationship of the
school employee to the pupil, including the degree
of influence, authority, or control the employee has
over the pupil.

(b)  Whether the pupil was legally or practically unable
to consent to the sexual conduct m question.

L If there is a dispute about whether harassment occurred or whether
it was welcome (in a casec which it is appropriate to consider
whether the conduct could be welcome) determinations should be
based on the totality of the circumstances. The following types of
information may be helpful in resolving the dispute:

(1)  Statements made by any witnesses to the alleged incident.

(2)  Evidence about the relative credibility of the alleged
harassed pupil and the alleged harasser.
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(3)  Evidence that the alleged harasser has been found to have
’ harassed others may support the credibility of the pupil
claiming harassment.

(4)  Evidence of the allegedly harassed pupil’s reaction or
behavior after the alleged harassment.

(5)  Evidence about whether the pupil claiming harassment filed
a complaint or took other action to protest the conduct soon
after the alleged incident occurred. ‘

(6)  Other contemporaneous evidence such as did the pupil
write about the conduct and his/her reaction to it soon after
it happened in diary or letter and/or tell friends or relatives.

m.  The scope of a reasonable response also may depend upon whether
a pupil, or parent(s) or legal guardian(s) reporting harassment asks
that the pupil’s name not be disclosed to the harasser or that
nothing be done about the harassment. The Affirmative Action
Officer:

(1)  Will provide an overview of harassment policy [and Title
IX if applicable] to the pupil, parent(s) or legal guardian(s)
guardian which shall include the prohibition of
retaliation, In the event the pupil, parent(s) or legal
guardian(s) request the pupil’s name remain confidential,
the Affirmative Action Officer will inform the pupil,
parent(s) or legal guardian(s) that the request may limit the
school district’s ability to respond.

2y  Will evaluate the confidentiality request in the context of its
responsibility to provide a safe and nondiscriminatory
environment for all pupils, The factors to be considered
shall be the seriousness of the alleged harassment, the age
of the pupil harassed, whether there have been any other
complaints or reports against the alleged harasser. And the
rights of the accused mdividual to receive information
about the accuser and the allegations if a formal proceeding
with sanctions may result.
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(3) May wuse other means available to address the
harassment. Steps that may be taken to limit the effects of
the alleged harassment and prevent its reoccurrence without
initiating a formal complaint and revealing the identity of
the complainant. These steps may require sexual
harassment training at the site where the problem occurred,
taking a pupil survey concerning any harassment problems
that may exist, or other systematic measures where the
alleged harassment occurred.

(4) By conducting a limited investigation without revealing the
name of the pupil sexually harassed, may be able to learn
about or confirm a pattern of harassment based on claims of
different pupils that were harassed by the same
individual. The Affirmative Action Officer may place an
individual on notice of allegation of harassing behavior and
counsel appropriately without revealing, even indirectly,
the identity of the pupil who notified the school district.

3. Investigation Results

a. Upon the conclusion of the investigation, but not later than ten
working days after reported, the Affirmative Action Officer will
prepare a summary of findings to the parties. At the least this shall
include the person(s) providing notice to the school district and the
pupil(s) who were alleged to be sexually harassed.

b. The Affirmative Action Officer shall make a determination whether
sexual harassment conduct was present.

C. If the Affirmative Action Officer - concludes sexual harassment
conduct was not, or is not present, the investigation is concluded.

d. If the Affirmative Action Officer determines that sexual harassment
has occurred, the school district administrators and staff shall take
reasonable, age-appropriate, and effective corrective action,
including steps tailored to the specific situation. Appropriate steps
will be taken to end the harassment such as counseling, warning,
and/or disciplinary action, as specified in pupil and/or staff
discipline policies and regulations. The steps will be based on the
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severity of the harassment or any record of prior incidents or
both. A series of escalating consequences may be necessary if the
initial steps are ineffective in stopping the harassment.

e. In the event the Affirmative Action Officer determines a hostile
environment exists, the school district administrators and staff
shall take steps to eliminate the hostile environment. The school
district administrators may need to deliver special training or other
interventions to repair the educational environment. Other
measures may include directing the harasser to apologize to the
harassed pupil, dissemination of information, distribution of new
policy statements or other steps to communicate the message that
the Board does not tolerate harassment and will be responsive to
any pupil that reports such conduct.

f. In some situations, the school district administrators may need to
provide other services to the pupil that was harassed if necessary to
address the effects of the harassment on that pupil. Depending on
the type of harassment found, these additional services may
include an independent re-assessment of the harassed pupil’s work,
re-taking a course with a different instructor, tutoring and/or other
measures that are appropriate to the situation.

g. The school district administrators will take steps to avoid any
further sexual harassment and to prevent any retaliation against the
pupil who made the complaint, was the subject of the harassment,
or against those who provided - the information or were
witnesses, The Affirmative Action Officer will inform the sexually
harassed pupil and his/her parent how to report any subsequent
problems and make follow-up inquiries to see if there has been any
new incidents or retaliation.

h. All sexual harassment grievances and accompanied investigation
notes will be maintained in a confidential file by the Affirmative
Action Officer.
4, Affirmative Action Officer’s Investigation Appeal Process

a. Any person found by the Affirmative Action Officer’s investigation -
to be guilty of sexual harassment conduct, or any pupil who
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believes they were sexually harassed but not supported by the
Affirmative Action Officer’s investigation, may appeal to the
Superintendent. The  Superintendent  will  make  his/her
determination within ten working days of receiving the appeal.

b. Any person who is not satisfied with the Superintendent’s
determination may appeal to the Board. The Board will make its
determination within forty-five calendar days of receiving an
appeal from the Superintendent’s determination.

C.  Office Of Civil Rights (OCR) Case Resolution

Parents or pupils not satisfied with the resolution of an allegation of sexual
harassment by the school district officials or the Board may request the Office of
Civil Rights (OCR) of the United States Department of Education fo investigate

the allegations.

1. Any alleged victim of sexual harassment may appeal a decision of the
Affirmative Action Officer, Superintendent, or the Board to the Office of
Civil Rights (OCR).

2. Any person may report an allegation of sexual harassment to the OCR at
any time. If the OCR is asked to investigate or otherwise resolve incidents
of sexual harassment of pupils, including incidents caused by employees,
other pupils, or third parties, OCR will consider whether:

a. The school district has a policy prohibiting sex discrimination under
Title IX and an effective Title IX grievance procedure;

b. The school district appropriately investigated or otherwise
responded to allegations of sexual harassment; and

c. The school district has taken immediate and appropriate corrective
action responsive to Quid Pro Quo or Hostile Environment
Harassment.

3. If the school district officials have taken the steps described in 2 above, the
OCR will consider the case against the school district resolved and take no
further action other than monitoring compliance with any agreement
between the school district and the OCR. This shall apply in cases in




PLEASANTVILLE

REGULATION BOARD OF EDUCATION

STUDENTS
R 5751/Page 12 of 12
SEXUAL HARASSMENT OF PUPILS (M)

which the school district was in violation of Title IX, as well as those in
which there has been no violation of Title IX.

Issued: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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1140 AFFIRMATIVE ACTION PROGRAM (M)

M

The Board of Education shall adopt and implement written educational equality and
equity policies in accordance with the provisions of N.J.A.C. 6A:7 — Managing For
Equality And Equity In Education.

The Board’s affirmative action program shall recognize and value the diversity of persons
and groups within society and promote the acceptance of persons of diverse backgrounds
regardless of race, creed, color, national origin, ancestry, age, marital status, affectional
or sexual orientation, gender, gender identity or expression, religion, disability, or
sociocconomic status. The affirmative action program will also promote equal
educational opportunity and foster a learning environment that is free from all forms of
prejudice, discrimination, and harassment based upon race, creed, color, national origin,
ancestry, age, marital status, affectional or sexual orientation, gender, gender identity or
expression, religion, disability, or socioeconomic status in the policies, programs, and
practices of the Board of Education.

The Board shall inform the school community it serves of these policies in a manner
including, but not limited fo, the district's customary methods of information
dissemination. The Board shall develop a Comprehensive Equity Plan once every three
years, which shall identify and correct all discriminatory and inequitable educational and
hiring policies, patterns, programs, and practices affecting its facilities, programs,
students, and staff.

The Board shall assess the district's needs for achieving equality and equity in
educational programs based on an analysis of student performance data such as: National
Assessment of Educational Progress and State assessment results, Pre-Kindergarten
through grade twelve proinotion/retention data, Pre-Kindergarten through grade twelve
completion rates; re-examination and re-evaluation of classification and placement of
students in special education programs if there is an over representation within certain
groups; staffing practices; student demographic and behavioral data; quality of program
data; and stakeholder satisfaction data prior to developing the Comprehensive Equity
Plan. The purposc of the needs assessment is to identify and eliminate discriminatory
practices and other barriers in achieving equality and equity in educational programs.
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The Board shall annually designate a member of its staff as the Affirmative Action
Officer and form an Affirmative Action Team, of whom the Affirmative Action Officer is
a member, to coordinate and implement the requirements of N.J.A.C. 6A:7 — Managing
For Equality And Equity in Education. The Board shall assure that all stakeholders know
who the Affirmative Action Officer is and how to access him or her.

The Affirmative Action Officer shall have a New Jersey standard certification with an
administrative, instructional, or educational services endorsement, pursuant to N.J.A.C.
6A:9B et seq. The Affirmative Action Officer shall: coordinate the required professional
development training for certificated and non-certificated staff pursuant to N.J.A.C.
6A:7-1.6; notify all students and employees of district grievance procedures for handling
diserimination complaints; and ensure the district grievance procedures, which include
investigative responsibilities and reporting information, are followed.

The Affirmative Action Team shall: develop the Comprehensive Equity Plan pursuant to
N.J.A.C. 6A:7-1.4(c); oversee the implementation of the district's Comprehensive Equity
Plan pursuant to N.J.A.C. 6A:7-1.4(c); collaborate with the Affirmative Action Officer on
coordination of the required professional development training for certificated and non-
certificated staff pursuant to N.J.A.C. 6A:7-1.6; monitor the implementation of the
Comprehensive Equity Plan; and conduct the annual district internal monitoring to ensure
continuing compliance with State and Federal statutes governing educational equality and
equity, pursuant to N.J.A.C. 6A:7-1.4(d).

The Board shall provide professional development training to all certificated and non-
certificated school staff members on a continuing basis to identify and resolve problems
associated with the student achievement gap and other inequities arising from prejudice
on the basis of race, creed, color, national origin, ancestry, age, marital status, affectional
or sexual orientation, gender, gender identity or expression, religion, disability, or
socioeconomic status. All new certificated and non-certificated staff members shall be
provided with professional development training on educational equality and equity
issues within the first year of employment. Parents and other community members shall
be invited to participate in the professional development training.

The Commissioner or histher designee shall provide technical assistance to local school
districts for the development of policy guidelines, procedures, and in-service training for
Affirmative Action Officers so as to aid in the elimination of prejudice on the basis of
race, creed, color, national origin, ancestry, age, marital status, affectional or sexual
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orientation, gender, gender identity or expression, religion, disability, or socioeconomic
status.

NJA.C, 6A:7-1.4; 6A:7-1.5;, 6A:7-1.6

Approved Revision: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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3212 ATTENDANCE

The regular and prompt attendance of teaching staff members is an essential element in
the efficient operation of the school district and the effective conduct of the educational
program. Staff member absenteeism disrupts the educational program and the Board of
Education considers attendance an important component of a staff member’s job
performance..

A teaching staff member who fails to give prompt notice of an absence, misuses sick
leave, fails to verify an absence in accordance with Board policy, falsifies the reason for
an absence, is absent without authorization, is repeatedly tardy, or accumulates an
excessive number of absences may be subject to appropriate consequences, which may
include the withholding of a salary increment, dismissal, and/or certification of tenure
charges.

In accordance with N.I.S.A. 18A:30-1, sick leave is defined to mean the absence from
work because of a personal disability due to injury or illness or because the staff member
has been excluded from school by the school medical authorities on account of
contagious disease or of being quarantined for such a disease in the staff member’s
immediate household. No teaching staff member will be discouraged from the prudent,
necessary use of sick leave and any other leave provided for in the collective bargaining
agreement negotiated with the member's majority representative, in an individual
employment contract, or provided in the policies of the Board. In accordance with
N.I.S.A. 18A:30-4, the Superintendent or Board of Education may require a physician’s
certificate to be filed with the Secretary of the Board in order to obtain sick leave.

The Superintendent, in consultation with administrative staff members, will review the
rate of absence among the staff members. The review will include the collection and
analysis of attendance data, the training of teaching staff members in their attendance
responsibilities, and the counseling of teaching staff members for whom regular and
prompt attendance is a problem.

N.JS.A. 18A:27-4; 18A:28-5; 18A:30-1 et seq.

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 16 March 2016
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4212 ATTENDANCE

The regular and prompt attendance of support staff members is an essential element in the
efficient operation of the school district and the effective conduct of the educational
program. Staff member absenteeism disrupts the educational program and the Board of
Education considers attendance an important component of a staff member s job
performance.

A support staff member who fails to give prompt notice of an absence, misuses sick
leave, fails to verify an absence in accordance with Board policy, falsifies the reason for
an absence, is absent without authorization, is repeatedly fardy, or accumulates an
excessive number of absences may be subject to appropriate consequences, which may
include the withholding of a salary increment, dismissal, and/or certification of tenure
charges.

In accordance with N.J.S.A. 18A:30-1, sick leave is defined to mean the absence from
work because of a personal disability due to injury or illness or because the support staff
member has been excluded from school by the school medical authorities on account of
contagious disease or of being quarantined for such a disease in the staff member’s
immediate household. No support staff member will be discouraged from the prudent,
necessary use of sick leave and any other leave provided for in the collective bargaining
agreement negotiated with the member's majority representative, in an individual
employment contract, or provided in the policies of the Board. In accordance with
N.J.S.A. 18A:30-4, the Superintendent or Board of Education may require a physician’s
certificate to be filed with the Secretary of the Board in order to obtain sick leave.

The Superintendent, in consultation with administrative staff members, will review the
rate of absence among the staff members. The review will include the collection and
analysis of attendance data, the training of support staff members in their attendance
responsibilities, and the counseling of support staff members for whom regular and
prompt attendance is a problem.

N.J.S.A, 18A:30-1 et seq.

Adopted: 16 March 2016
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R 3212 PROFESSIONAL STAFF ATTENDANCE REVIEW AND IMPROVEMENT
PLAN

A. Review of Attendance Data

1. A record shall be kept of the attendance of each teaching staff member,
including  teachers, educational services personnel, and
administrators. Any "absence, for part or all of a school day, shall be
recorded along with the reason for the absence. The record will distinguish
sick leave, professional days, unpaid leaves of absence, personal leave,
and other approved leaves. The employee’s attendance record will include
notation of verification of an absence where such verification is required
by Policy No. 3432. The employee’s rate of absence shall be calculated
every pay period and entered on his/her attendance record. An employee’s
attendance record shall be part of the employee’s personnel file.

2. At the end of each year, a cumulative atiendance record shall be assembled
for each school and for the district.

3. An aftendance summary shall be prepared from the cumulative attendance
record, The attendance summary shall show the rate of absence for each
school and for the district. The atiendance summary shall be posted in
each school of the district.

4, A record shall be made of the appointment of substitutes for absent
employees and the wages paid to substitutes.

B.  Attendance Improvement Plan
1. Planning

The Superintendent will meet with Building Principals and appropriate
administrators to discuss the attendance summary. The attendance
summary shall be analyzed for patterns of absence, such as excessive
absenteeism in a given school or work place, among certain groups of
employees, for certain specific causes, or on certain days of the week,
month, or year. Specific strategies for reducing the rate of absence shall be
developed.




REGULATION

PLEASANTVILLE
BOARD OF EDUCATION

2.

TEACHING STAFF MEMBERS
R 3212/Page 2 of 3

Implementation

a.

The Building Principal shall be responsible for implementing the
district’s plan for the improvement of professional staff member
attendance in his/her school building.

The Principal shall encourage the regular attendance of the teaching

staff members in his/her building. He/She shall maintain contact
with absent employees and confer personally with each employee
who returns from an absence of any duration, impressing upon
employees the district’s concern for their health and well-
being. The Principal shall, by appropriate means, recognize
teaching staff members whose attendance is exemplary.

The Principal shall incorporate, and shall direct other supervisors to
incorporate, a teaching staff member’s attendance record in his/her
evaluation.

The Principal may require teachers to evaluate the work done by
substitutes in their absence.

The Principal shall report to the Superintendent any teaching staff
meniber whom he/she suspects of misusing sick leave or falsifying
the reasons for absence.

In-service Training

The Principal shall meet with the teaching staff members assigned to
his/her building at the beginning of each school year to inform employees
of Board policy and district regulations on aftendance, to familiarize
employees with the forms to be used in reporting and verifying absences,
to review with employees the cost of absenteeism to the district and the
value of accumulated sick leave to the employee, and to acquaint
employees with the degree to which attendance will affect evaluation
reports.

Counseling

a.

The Building Principal may, in his/her discretion, call a conference
with a teaching staff member where the number and/or pattern of

PROFESSIONAL STAFF ATTENDANCE REVIEW AND IMPROVEMENT

'PLAN
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the members’ absences or the reasons offered for the member’s
absences indicate a misunderstanding of the teaching staff
member’s responsibility to the school district or the possible
misuse of the privilege of paid leave.

b. Prior to the giving of any admonition or reprimand or imposition of
discipline of any kind, the Principal shall determine the nature of
the absences and consider any extenuating circumstances.

c. A written report of any attendance conference shall be prepared and
retained with the teaching staff member’s evaluations. The
member shall, in accordance with Board policy on teaching staff
member evaluation, be permitted to examine the report and affix
his/her comments, if any, to the report.

Issued: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
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3281 INAPPROPRIATE STAFF CONDUCT

The Board of Education recognizes its responsibility to protect the health, safety and
welfare of all pupils within this school district. Furthermore, the Board recognizes there
exists a professional responsibility for all school staff to protect a pupil’s health, safety
and welfare. The Board strongly believes that school staff members have the public’s
trust and confidence to protect the well-being of all pupils attending the school district.

In support of this Board’s strong commitment to the public’s trust and confidence of
school staff, the Board of Education holds all school staff to the highest level of
professional responsibility in their conduct with all pupils. Inappropriate conduct and
conduct unbecoming a school staff member will not be tolerated in this school district.

The Board recognizes and appreciates the staff-pupil professional relationship that exists
in a school district’s educational environment. This Policy has been developed and
adopted by this Board to provide guidance and direction to avoid actual and/or the
appearance of inappropriate staff conduct and conduct unbecoming a school staff
member toward pupils.

School staff’s conduct in completing their professional responsibilities shall be
appropriate at all times. School staff shall not make inappropriate comments to pupils or
about pupils and shall not engage in inappropriate language or expression in the presence
of pupils. School staff shall not engage in inappropriate conduct toward or with
pupils. School staff shall not engage or seek to be in the presence of a pupil beyond the
staff member’s professional responsibilities. School staff shall not provide fransportation
to a pupil in their private vehicle or permit a pupil into their private vehicle unless there is
an emergency or a special circumstance that has been approved in advance by the
Building Principal/immediate supervisor and the parent/legal guardian.

Inappropriate conduct by a school staff member outside their professional responsibilities
may be considered conduct unbecoming a staff member. Therefore, school staff members
are advised to be concerned with such conduct which may include, but is not limited to,
communications and/or publications using e-mails, text-messaging, social networking
sites, or any other medium that is directed and/or available to pupils or for public display.

A school stafl member is always expected to maintain a professional relationship with
pupils and to protect the health, safety and welfare of school pupils. A staff member’s
conduct will be held to the professional standards established by the New Jersey State
Board of Education and the New Jersey Commissioner of Education. Inappropriate
conduct or conduct unbecoming a staff member may also include conduct not specifically
listed in this Policy, but conduct determined by the New Jersey State Board of Education,
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the New Jersey Commissioner of Education, an arbitration process, and/or appropriate
courts to be inappropriate or conduct unbecoming a school staff member. .

School personnel, compensated and uncompensated (volunteers), are required to report to
their immediate supervisor or Building Principal any possible violations of this Policy. In
the event the report alleges conduct by the Building Principal or the immediate
supervisor, the school staff member may report directly to the Superintendent. In
addition, school personnel having reasonable cause to believe a pupil has been subjected
to child abuse or neglect or acts of child abuse or neglect as defined under N.J.S.A. 9:6-
8.10 are required to immediately report to the New Jersey Department of Children and
Families in accordance with N.J.A.C. 6A:16-11.1 and inform the Building Principal or
immediate supervisor after making such report. However, notice to the Building Principal
or designee need not be given when the school staff member believes such notice would
likely endanger the referrer or child(ren) involved or when the staff member believes that
such disclosure would likely result in retaliation against the child or in discrimination
against the referrer with respect to his/her employment.

Reports may be made in writing or with verbal notification. The immediate supervisor or
Building Principal will notify the Superintendent of Schools of all reports, including
anonymous reports. The Superintendent will investigate all reports. The Superintendent
may, at any time after receiving a report, take such appropriate action as necessary and as
provided for in the law. This may include, but is not limited to, notifying law
enforcement, notifying the New lJersey Department of Children and Families in
accordance with N.J.A.C. 6A:16-11.1, and/or any other measure provided for in the law.

This Policy will be distributed to all school staff and provided to statf members at any
time upon request.

N.JS.A. 18A:28-5 et seq.
N.JA.C. 6A:16-11.1

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
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R 3281 INAPPROPRIATE STAFF CONDUCT

Inappropriate conduct by a school staff member will not be tolerated by the Board of
Education. Policy No. 3281 and this Regulation have been developed and adopted by this
Board to provide guidance and direction to avoid actual and/or the appearance of
inappropriate conduct and conduct unbecoming a school staff member to pupils.

A. Definitions

1. “Building Principal” is the Principal of the building where the staff
member is assigned. .

2. “Grievance Procedure” is the grievance procedure that provides for prompt
and equitable resolution of inappropriate conduct or conduct unbecoming
a school staff member.

3. “Hostile Environment Sexual Harassment” is sexual harassing conduct,
which can include sexual advances, requests for sexual favors, or other
favors, or other verbal, nonverbal, or physical conduct of a sexual nature
that is sufficiently severe, persistent, or pervasive to limit a pupil’s ability
to participate in or benefit from an educational program or activity, or to
create a hostile or abusive educational environment,

4. The “immediate supervisor” for teaching staff members may be a Building
Principal, a member of the school district’s non-instructional supervisory
staff and/or the School Business Administrator/Board Secretary.

5. “Inappropriate comments” includes, but is not limited to, comments of a
sexual nature, sexually oriented humor or language, inappropriate
comments about a pupil’s clothing or physical appearance, comments with
sexual overtones, comments regarding a pupil’s dating partner or
comments about the staff member’s personal life that are not relevant to
the professional responsibility of the school staff member.

6. “Inappropriate conduct” includes, but is not limited to, sexual misconduct,
a request by a school staff member to a pupil for a social relationship
outside the school staff/pupil relationship, sexually harassing conduct,
inappropriate touching by the staff member to a pupil or permitting a pupil
to inappropriately touch a staff member, corporal punishment, requesting a
pupil to expose private parts of their body, other than for school inedical
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purposes, and a staff member exposing their own private parts of their
body to a pupil. Inappropriate conduct also includes physical contact
between a staff member and pupil that is beyond the staff’ member/pupil
professional relationship. This contact includes, but is not limited to,
kissing, touching or feeling private parts of the body, holding hands or
arms, and other contact that typically shows a sign of affection beyond the
stafft member/pupil professional relationship. “Inappropriate conduct™
does not include a hug initiated by a pupil as a sign of the pupil’s
appreciation to a school staff member at a school sponsored activity such
as school banquets, school recognition programs, graduations, etc.

7. “Inappropriate language or expression” includes, but is not limited to, the
use of any profanity, obscene language, public lewdness or the use of
public lewdness, comments with sexual overtones, distribution and/or
discussion of any pornography.

8. “Inappropriate staff conduct” is any conduct prohibited by this Policy and
corresponding Regulation including any other conduct deemed by the
Commissioner of Education, the State Board of Education, statute,
administrative code, and/or the judicial case law to be inappropriate
conduct and/or conduct unbecoming a school staff member,

9. “Quid Pro Quo Sexual Harassment™ is when a school employee explicitly
or implicitly conditions a pupil’s participation in an educational program
or activity or bases an educational decision on the pupil’s submission to
unwelcomed sexual advances, requests for sexual favors or other favors,
or other verbal, nonverbal, or physical conduct of a sexual nature. Quid
Pro Quo Harassment is equally unlawful whether the pupil resists and
suffers the threatened harm or submits and thus avoids the threatened
harm,

10.  “Professional responsibility or responsibilities™ is the responsibilities of the
staff member including, but not limited to, all school district sponsored
extra-curricular activities, co-curricular activities, athletic coaching
responsibilities; and other instructional or non-instructional positions and
responsibilities appointed and/or assigned by the administration or Board.

11.  “Promptly report” is reporting by the end of the next school day. If school
is not in session the next day, then by the end of the first day after the
weekend or holiday break. If this reporting time would exceed seventy-
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two hours, the staff member shall notify the Building Principal no later
than seventy-two hours after the required reporting time.

12.  “Sexual Harassment” is to include quid pro quo sexual harassment and/or
hostile environment sexual harassment.

13, “Staff member” or “school staff member” is a compensated and/or
uncompensated member of the school district’s staff, including any agents
and/or representatives of the school district.

14.  “Unannounced or uninvited visit” is a pupil visiting, without prior notice to
the staff member or without an invitation from the staff member, the staff
member’s residence and/or other place where the staff member may be
when not performing school related professional responsibilities.

B.  Reporting Procedure

1. Any staff member who believes, or has reason to believe, a pupil is seeking
a relationship with the staff member beyond his/her professional
responsibilities must promptly report this information to the Building
Principal or immediate supervisor.

2. Any staff member who believes, or has reason fo believe, a pupil is seeking
a relationship with another staff member beyond the professional
responsibilities of the other staff member or believes, or has reason to
believe, another staff member is seeking a relationship with a pupil
beyond the professional responsibilities of the other staff member must
promptly report this information to the Building Principal or immediate
supervisor,

3. Any staff member who believes he/she had, or may have, engaged in
conduct prohibited by this Policy and Regulation must promptly report the
conduct to the Building Principal or immediate supervisor.

4. Failure of a staff member to report conduct they know, or had reason to
know, is prohibited by this Policy and Regulation and will result in
appropriate disciplinary action,

5. Any pupil, parent, legal guardian and/or other person(s) who believes, or
has reason to believe, a staff member has engaged in conduct prohibited
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by this Policy and Regulation shall promptly report the conduct to the
Principal.

6. Any person, including school staff, may make an anonymous report to the
Principal if the person in good faith believes, or has reason to believe, a
staff member has engaged in conduct prohibited by this Policy and
Regulation.

7. School staff having reasonable cause to believe a pupil has been subjected
to child abuse or neglect or acts of child abuse or neglect as defined under
N.JS.A. 9:6-8.10 are required to immediately report to the New Jersey
Department of Children and Families in accordance with N.J.A.C. 6A:16-
11.1 and inform the Building Principal or immediate supervisor after
making such report.

C.  Investigation of Reports
1. An immediate supervisor or Building Principal who receives a report a

staff member engaged in, or may have engaged in, conduct prohibited by
this Policy and Regulation will immediately notify the Supermtendent of

Schools.

2. The Superintendent will begin a prompt and thorough investigation of
every report.

3. The Superintendent will take such appropriate action as provided for in the

law and as necessary at any time after receiving a report. This action may
include, but is not limited to, notifying law enforcement, notifying the
New Jersey Department of Children and Families if there is reasonable
cause to believe a pupil has been subjected to child abuse or neglect or
acts of child abuse or neglect as defined under N.J.S.A. 9:6-8.10 and in
accordance with N.J.A.C. 6A:16-11.1, and/or any other measure provided
for in the law.

D.  Preliminary Investigation of Reports by Others
1. The Superintendent will begin a prompt, thorough, and impartial

investigation. The preliminary investigation will be completed no more
than ten working days after the Superintendent received the report.
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2. The Superintendent’s preliminary investigation may include, but is not
limited to, interviews with staff members who may have potential
knowledge of the alleged conduct, interviews with any pupils who may
have potential knowledge of such conduct, interviews with parent(s)/legal
guardian(s) or any other persons who may have potential knowledge of the
alleged conduct, and interview(s) with the school staff member(s) and
pupil(s) reported to have engaged in conduct prohibited by this Policy and
Regulation.

3. The Superintendent will request, if relevant to an investigation, the
parent(s)/legal guardian(s) of any pupil involved in the investigation to
assist in the investigation to determine if inappropriate staff conduct may
have existed.

4, If, based on a preliminary investigation, the Superintendent determines
‘conduct prohibited by this Policy and Regulation did not exist, he/she will
meet with the staff member(s) and the parent(s)/legal guardian(s) of the
pupil(s) reported to review the results of the preliminary investigation. The
preliminary investigation report indicating inappropriate conduct did not
exist will be in writing and will be provided to the staff member(s) and to
the parent(s)/legal guardian(s) if requested. The Superintendent will
maintain a separate file for all such reports and the report will not be
included in the staff member’s personnel file.

5. If, based on a preliminary investigation, the Superintendent deems
inappropriate staff conduct may have occurred, he/she will immediately
notify and meet with the staff member(s) and the parent(s)/legal
guardian(s) of the pupil(s) indicated in the report to review the procedures
to be followed in a continued full investigation. A copy of this Regulation
and corresponding Policy will be provided to the staff member(s) and to
the parent(s)/legal guardian(s) of the pupil indicated in the report upon
request,

E. Full Investigation

1. The Superintendent, finding that inappropriate staff conduct may have
occurred after the preliminary investigation, requires a full
investigation. This full investigation may be conducted in cooperation
with the New Jersey Department of Children and Families in accordance
with N.J.LA.C. 6A:16-11.1 and/or local law enforcement.
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2. The Superintendent will conduct the full investigation if the New Jersey
Department of Children and Families and/or local law enforcement does
not intervene or if the allegations do not meet the reporting requirements
of N.JA.C. 6A:16-11.1 for reporting to the New Jersey Department of
Children and Families and/or of N.J.A.C. 6A:16-6.3 for reporting to law
enforcement. :

3. The full investigation will include, but not be limited to, interviews with
the staff member(s), pupils, parent(s)/legal guardian(s) and any other
persons who know, or would have reason to know, a staff member may
have engaged in inappropriate staff conduct.

4. The Superintendent will accept testimony and evidence from the staff
member(s), pupil(s), parent(s)/legal guardian(s) and other persons who
may have information relevant to the investigation. '

5. All persons that provide information, testimony and evidence to the
Superintendent relative to a report will be informed the information,
testimony and evidence may be used in additional investigations and/or
hearings as determined by the Superintendent of Schools.

6. Upon the conclusion of the mterviews and review of the information,
testimony and evidence, the Superintendent will prepare a written
report, The report will provide a summary of the interviews and
information, testimony and evidence and, if possible, a finding.

7. If the full investigation report finds inappropriate staff conduct and/or
conduct unbecoming a school staff member did not occur and the
Superintendent concurs with the report’s findings, the Superintendent will
notify and meet with the staff member(s) and the parent(s)/legal
guardian(s) of the pupil(s) investigated to review the findings.

8. If the full investigation report finds inappropriate staff conduct and/or
conduct unbecoming a school staff member may have occurred and the
Superintendent concurs with the report’s findings, the Superintendent may
take such appropriate action necessary and as provided for in the law. This
action may include, but is not be limited to:
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a. Provide the staff member an opportunity to rebut the findings of the
Superintendent’s full investigation report and findings;

b. Recommend to the Board of Education the withholding of the staff
member’s salary increment/increase for the subsequent school

year;

C. Not recommend the staff member be re-appointed for the next
school year;

d. Recommend to the Board of Education the staff member be

terminated for inappropriate staff conduct and/or conduct
unbecoming a school staff member;

e. Institute tenure charges (if applicable) in accordance with N.J.S.A.
18A and N.J.A.C. 6A; and/or

f. Recommend to the Board of Education any other disciplinary
and/or legal measures as the Superintendent of Schools determines
to be appropriate under the circumstances and in accordance with
any collective bargaining agreements betwecen the employee
representative association and the Board of Education.

9. If the Superintendent does not concur with the findings of the full
investigation, the Superintendent may continue the investigation, which
may include testimony and/or evidence from additional witnesses, a
discussion with those who have already provided information to the
Superintendent, a discussion with the pupil(s) and parent(s)/legal
guardian{s) and any activity the Superintendent believes would be helpful
to the continued investigation. The results of the continued investigation
conducted by the Superintendent will proceed consistent with paragraph 7.
and 8. above.

10.  Any person who is not satisfied with the Superintendent’s determination
may appeal to the Board of Education.

Issued: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
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4281 INAPPROPRIATE STAFT CONDUCT

The Board of Education recognizes its responsibility to protect the health, safety and
welfare of all pupils within this school district. Furthermore, the Board recognizes there
exists a professional responsibility for all school staff to protect a pupil’s health, safety
and welfare. The Board strongly believes that school staff members have the public’s
trust and confidence to protect the well-being of all pupils attending the school district.

In support of this Board’s strong commitment to the public’s frust and confidence of
school staff, the Board of Education holds all school staff to the highest level of
professional responsibility in their conduct with all pupils. Inappropriate conduct and
conduct unbecoming a school staff member will not be tolerated in this school district.

The Board recognizes and appreciates the staff-pupil professional relationship that exists
in a school district’s educational environment. This Policy has been developed and
adopted by this Board to provide guidance and direction to avoid actual and/or the
appearance of inappropriate staff conduct and conduct unbecoming a school staff
member toward pupils.

School staff’s conduct in completing their professional responsibilities shall be
appropriate at all times. School staff shall not make inappropriate comments to pupils or
about pupils and shall not engage in inappropriate language or expression in the presence
of pupils. School staff shall not engage in inappropriate conduct toward or with
pupils. School staff shall not engage or seek to be in the presence of a pupil beyond the
staff member’s professional responsibilities. School staff shall not provide transportation
to a pupil in their private vehicle or permit a pupil into their private vehicle unless there is
an emergency or a special circumstance that has been approved in advance by the
Building Principal/immediate supervisor and the parent/legal guardian.

Inappropriate conduct by a school statf member outside their professional responsibilities
may be considered conduct unbecoming a staff member. Therefore, school staff members
are advised to be concerned with such conduct which may include, but is not limited to,
communications and/or publications using e-mails, text-messaging, social networking
sites, or any other medium that is directed and/or available to pupils or for public display.

A school staff member is always expected to maintain a professional relationship with
pupils and school staff members shall protect the health, safety and welfare of school
pupils. A staff member’s conduct will be held to the professional standards established by
the New Jersey State Board of Education and the New Jersey Commissioner of
Education. Inappropriate conduct or conduct unbecoming a staff member nay also
include conduct not specifically listed in this Policy, but conduct determined by the New




P O LI C Y BOARD OF Eﬁ%ﬁ?ﬁgﬁ

Support Staff
4281/Page 2 of 2
INAPPROPRIATE STAFF CONDUCT

Jersey State Board of Education, the New Jersey Commissioner of Education, an
arbitration process, and/or appropriate courts to be inappropriate or conduct unbecoming
a school staff member.

School personnel, compensated and uncompensated (volunteers), are required to report to
their immediate supervisor or Building Principal any possible violations of this Policy. In
the event the report alleges conduct by the Building Principal or the immediate
supervisor, the school staff member may report directly to the Superintendent. In
addition, school personnel having reasonable cause to believe a pupil has been subjected
to child abuse or neglect or acts of child abuse or neglect as defined under N.J.S.A. 9:6-
8.10 are required to immediately report to the New Jersey Department of Children and
Families in accordance with N.J.A.C. 6A:16-11.1 and inform the Building Principal or
immediate supervisor after making such report. However, notice to the Building Principal
or designee need not be given when the school staff member believes such notice would
likely endanger the referrer or child(ren) involved or when the staff member believes that
such disclosure would likely result in retaliation against the child or in discrimination
against the referrer with respect to his’/her employment.

Reports may be made in writing or with verbal notification. The immediate supervisor or
Building Principal will notify the Superintendent of Schools of all reports, including
anonymous reports. The Human Resource Administrator will investigate all reports with
a final report to the Superintendent of Schools. The Human Resource Administrator or
the Superintendent may, at any time after receiving a report take such appropriate action
as necessary and as provided for in the law. This may include, but is not limited to,
notifying law enforcement, notifying the New Jersey Department of Children and
Families in accordance with N.J.A.C, 6A:16-11.1 and/or any other measure provided for
in the law.

This Policy will be distributed to all school staff and provided to staff members at any
time upon request.

N.J.S.A. 18A:28-5 et seq.
N.JA.C. 6A:16-11.1

Adopted: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
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Inappropriate conduct by a school staff member will not be tolerated by the Board of
Education. Policy No. 4281 and this Regulation have been developed and adopted by this
Board to provide guidance and direction to avoid -actual and/or the appearance of
inappropriate conduct and conduct unbecoming a school staff member to pupils.

A, Definitions

1. “Building Principal” is the Principal of the building where the staff
member is assigned.

2. “Grievance Procedure” is the grievance procedure that provides for prompt
and equitable resolution of inappropriate conduct or conduct unbecoming
a school staff member. '

3. . “Hostile Environment Sexual Harassment” is sexual harassing conduct,
which can include sexual advances, requests for sexual favors, or other
favors, or other verbal, nonverbal, or physical conduct of a sexual nature
that is sufficiently severe, persistent, or pervasive to limit a pupil’s ability
to participate in or benefit from an educational program or activity, or to
create a hostile or abusive educational environment.

4, The “immediate supervisor” for support staff members may be a Building
Principal, a member of the school district’s non-instructional supervisory
staff and/or the School Business Administrator/Board Secretary.,

5. “Imappropriate comments” includes, but is not limited to, comments of a
sexual nature, sexually oriented humor or language, inappropriate
comments about a pupil’s clothing or physical appearance, comments with
sexual overtones, comments regarding a pupil’s dating partner or
comments about the staff member’s personal life that are not relevant to
the professional responsibility of the school staff member.

6. “Inappropriate conduct” includes, but is not limited to, sexual misconduct,
a request by a school staff member to a pupil for a social relationship
outside the school staff/pupil relationship, sexually harassing conduct,
inappropriate touching by the staff member to a pupil or permitting a pupil
to inappropriately touch a staff member, corporal punishment, requesting a
pupil to expose private parts of their body, other than for school medical
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purposes, and a staff member exposing their own private parts of their
body to a pupil. Inappropriate conduct also includes physical contact
between a staff member and pupil that is beyond the staff member/pupil
professional relationship. This contact includes, but is not limited to,
kissing, touching or feeling private parts of the body, holding hands or
arms, and other contact that typically shows a sign of affection beyond the
staff member/pupil professional relationship. “Inappropriate conduct”
does not include a hug initiated by a pupil as a sign of the pupil’s
appreciation to a school staff member at a school sponsored activity such
as school banquets, school recognition programs, graduations, etc.

7. “Inappropriate language or expression” includes, but is not limited to, the
use of any profanity, obscene language, public lewdness or the use of
public lewdness, comments with sexual overtones, dlStrlbllthI‘l and/or
discussion of any pornography.

8. “Imappropriate staff conduct” is any conduct prohibited by this Policy and
corresponding Regulation including any other conduct deemed by the
Commissioner of Education, the State Board of Education, statute,
administrative code, and/or the judicial case law to be inappropriate
conduct and/or conduct unbecoming a school staff member,

9. “Quid Pro Quo Sexual Harassment” is when a school employee explicitly
or implicitly conditions a pupil’s participation in an educational program
or activity or bases an educational decision on the pupil’s submission to
unwelcomed sexual advances, requests for sexual favors or other favors,
or other verbal, nonverbal, or physical conduct of a sexual nature. Quid
Pro Quo Harassment is equally unlawful whether the pupil resists and
suffers the threatened harm or submits and thus avoids the threatened
harm.

10.  “Professional responsibility or responsibilities” is the responsibilities of the
staff inember including, but not limited to, all school district sponsored
extra-curricular activities, co-curricular activities, athletic coaching
responsibilities; and other instructional or non-instructional positions and
responsibilities appointed and/or assigned by the administration or Board.

11.  “Promptly report” is reporting by the end of the next school day. If school
is not in session the next day, then by the end of the first day after the
weekend or holiday break. If this reporting time would exceed seventy-

Al
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two hours, the staff member shall notify the Building Principal no later
than seventy-two hours after the required reporting time.

12.  “Sexual Harassment” is to include quid pro quo sexual harassment and/or
hostile environment sexual harassment.

13, “Staff member” or “school staff member” is a compensated and/or
uncompensated member of the school district’s staff, including any agents
and/or representatives of the school distriet.

14.  “Unannounced or uninvited visit” is a pupil visiting, without prior notice to
the staff member or without an invitation from the staff member, the staff
member’s residence and/or other place where the staff member may be
when not performing school related professional responsibilities.

B.  Reporting Procedure

1. Any staff member who believes, or has reason to believe, a pupil is seeking
a relationship with the staff member beyond his/her professional
respongsibilities must promptly report this information to the Building
Principal or immediate supervisor.

2. Any staff meinber who believes, or has reason to believe, a pupil is seeking
a relationship with another staff member beyond the professional
responsibihties of the other staff member or believes, or has reason to
believe, another staff member is seeking a relationship with a pupil
beyond the professional responsibilities of the other staff member must
promptly report this information to the Building Principal or immediate
supervisor.

3. Any staff member who believes he/she had, or may have, engaged in
conduct prohibited by this Policy and Regulation must promptly report the
conduct to the Building Principal or immediate supervisor.

4. Failure of a staff member to report conduct they know, or had reason to
know, is prohibited by this Policy and Regulation and will result in
appropriate disciplinary action.

5. Any pupil, parent, legal guardian and/or other person(s) who believes, or
has reason to believe, a staff member has engaged in conduct prohibited
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by this Policy and Regulation shall promptly report the conduct to the
Building Principal. '

6. Any person, including school staff, may mmake an anonymous report to the
Principal if the person in good faith believes, or has reason to believe, a
staff member has engaged in conduct prohibited by this Policy and
Regulation.

7. School staff having reasonable cause to believe a pupil has been subjected
to child abuse or neglect or acts of child abuse or neglect as defined under
N.J.S.A. 9:6-8.10 are required to immediately report to the New Jersey
Department of Children and Families in accordance with N.J.A.C. 6A:16-
11.1 and inform the Building Principal or immediate supervisor after
making such report.

C.  Investigation of Reports

1. An immediate supervisor or Building Principal who receives a report a
staff member engaged in, or may have engaged in, conduct prohibited by
this Policy and Regulation will immediately notify the Superintendent of
Schools.

2. The Human Resource Administrator will begin a prompt and thorough
investigation of every report.

3. The Human Resource Administrator or the Superintendent will take such
appropriate action as provided for in the law and as necessary at any time
after receiving a report. This action may include, but is not limited to,
notifying law enforcement, notifying the New Jersey Department of
Children and Families if there is reasonable cause to believe a pupil has
been subjected to child abuse or neglect or acts of child abuse or neglect as
defined under N.J.S.A. 9:6-8.10 and in accordance with N.J.A.C. 6A:16-
11.1 and/or any other measure provided for in the law.

D.  Preliminary Investigation of Reports by Others

1. The Human Resource Administrator will begin a prompt, thorough, and
impartial investigation. The preliminary investigation will be completed
no more than ten working days after the Human Resource Administrator
received the report.
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2. The Human Resource Administrator’s preliminary investigation may
include, but is not limited to, interviews with staff members who may have
potential knowledge of the alleged conduct, interviews with any pupils
who may have potential knowledge of such conduct, interviews with
parent(s)/legal guardian(s) or any other persons who may have potential
knowledge of the alleged conduct, and interview(s) with the school staff
member(s) and pupil(s) reported to have engaged in conduct prohibited by
this Policy and Regulation.

3. The Human Resource Administrator will request, if relevant to an
mvestigation, the parent(s)/legal guardian(s) of any pupil involved in the
investigation to assist in the investigation to determine if inappropriate
staff conduct may have existed.

4, If, based on a preliminary investigation, the Human Resource
Administrator determines conduct prohibited by this Policy and
Regulation did not exist, he/she will meet with the staff member(s) and the
parent(s)/legal guardian(s) of the pupil(s) reported to review the results of
the preliminary investigation. The preliminary mvestigation report
indicating nappropriate conduct did not exist will be in writing and will
be provided to the staff member(s) and to the parent(s)/legal guardian(s) if
requested. The Human Resource Administrator will maintain a separate
file for all such reports and the report will not be included in the staff
member’s personnel file.

S. If, based on a preliminary investigation, the Human Resource
Administrator deems inappropriate staff conduct may have occurred,
he/she will immediately notify and meet with the staff member(s) and the
parent(s)/legal guardian(s) of the pupil(s) indicated in the report to review
the procedures to be followed in a continued full investigation. A copy of
this Regulation and corresponding Policy will be provided to the staff
member(s) and to the parent(s)/legal guardian(s) of the pupil indicated in
the report upon request.

E. Full Investigation
1. The Human Resource Administrator, finding that inappropriate staff

conduct may have occurred after the preliminary imvestigation, requires a
full investigation. This full investigation may be conducted in cooperation
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with the New Jersey Department of Children and Families in accordance
with N.JA.C. 6A:16-11.1 and(or local law enforcement.

2. The Human Resource Administrator will conduct the full investigation if
the New Jersey Department of Children and Families and/or local law
enforcement does not intervene or if the allegations do not meet the
reporting requirements of N.J.A.C. 6A:16-11.1 for reporting to the New
Jersey Department of Children and Families and/or of N.J.A.C. 6A:16-6.3
for reporting to law enforcement.

3. The full investigation will include, but not be limited to, interviews with
the staff member(s), pupils, parent(s)/legal guardian(s) and any other
persons who know, or would have reason to know, a staff member may
have engaged in inappropriate staff conduct.

4. The Human Resource Administrator will accept testimony and evidence
from the staff member(s), pupil(s), parent(s)/legal guardian(s) and other
persons who may have information relevant to the investigation.

3. All persons that provide information, testimony and evidence to the
Human Resource Administrator relative to a report will be informed the
information, testimony and evidence may be used in additional
investigations and/or hearings as determined by the Superintendent of
Schools.

6. Upon the conclusion of the mterviews and review of the information,
testimony and evidence, the Human Resource Administrator will prepare
a written report to the Superintendent of Schools. The report will provide
a summary of the interviews and information, testimony and evidence
and, if possible, a finding from the Human Resource Administrator,

7. If the Human Resource Administrator’s full investigation report finds
inappropriate staff conduct and/or conduct unbecoming a school staff
member did not occur and the Superintendent concurs with the report’s
findings, the Human Resource Administrator will notify and meet with the
statff member(s) and the parent(s)/legal guardian(s) of the pupil(s)
investigated to review the findings.

8. If the Human Resource Administrator’s full investigation report finds
inappropriate staff conduct and/or conduct unbecoming a school staff
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member may have occurred and the Superintendent concurs with the
report’s findings, the Superintendent may fake such appropriate action
necessary and as provided for in the law. This action may include, but is
not be limited to:

a. Provide the statf member an opportunity to rebut the findings of the
Human Resource Administrator’s full investigation report and
findings;

b. Recommend to the Board of Education the withholding of the staff
member’s salary increment/increase for the subsequent school
year;

c. Not recommend the staff member be re-appointed for the next
school year;

d. Recommend to the Board of Education the staff member be
terminated for inappropriate staff conduct and/or conduct
unbecoming a school staff member;

e. Institute tenure charges (if applicable) in accordance with N.J.S A.
18A and N.J.A.C. 6A; and/or

f. Recommend to the Board of Education any other disciplinary
and/or legal measures as the Superintendent of Schools determines
to be appropriate under the circumstances and in accordance with
any collective bargaining agreements between the employee
representative association and the Board of Education.

9. If the Superintendent does not concur with the findings of the Human
Resource Administrator’s full investigation, the Superintendent may
continue the investigation, which may include testimony and/or evidence
froin additional witnesses, a discussion with those who have already
provided information to the Human Resource Administrator, a discussion
with the pupil(s) and parent(s)/legal guardian(s) and any activity the
Superintendent  believes would be helpful to the continued
investigation. The results of the continued investigation conducted by the
Superintendent will proceed consistent with paragraph 7. and 8. above.
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10.  Any person who is not satisfied with the Superintendent’s determination
may appeal to the Board of Education.

Issued: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
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3282 USE OF SOCIAL NETWORK SITES

The Board of Education has a strong commitment to quality education and the well-being
of all pupils, as well as the preservation of the school district’s reputation. The Board
believes staff members must establish and maintain public trust and confidence and be
committed to protecting all pupils attending the school district. In support of the Board’s
strong commitment to the public’s trust and confidence, the Board holds all staff
members to the highest level of professional responsibility.

The Commissioner of Education has determined inappropriate conduct outside a staff
member’s professional responsibilities may determine them as unfit to discharge the
duties and functions of their position. Staff members should be advised communications,
publications, photographs, and other information appearing on social networking sites
deemed inappropriate by the Board could be cause for dismissal of a non-tenured staff
member or to certify tenure charges against a tenured staff member to the Commissioner
of Education.

Staff members are advised to be concerned and aware such conduct deemed inappropriate
may include, but is not limited to, communications and/or publications using e-mails,
text-messaging, social networking sites, or any other form of electronic communication
that is directed and/or available to pupils or for public display or publication.

While the Board respects the right of staff members to use social networking sites, staff
members should recognize they are held to a higher standard than the general public with
regard to standards of conduct and ethics. It is important that a staff’ member’s use of
these sites does not damage the reputation of the school district, employees, pupils, or
their families. Staff members who utilize, post or publish images, photographs, or
comments on social networking sites, blogs, or other forms of electronic communication
outside their professional responsibilities shall ensure their use, postings, or publications
are done with an appropriate level of professionalism and are appropriate conduct for a
school staff member. Staff members should exercise care in setting appropriate
boundaries between their personal and public online behavior, understanding that what is
private in the digital world often has the possibility of becoming public even without their
knowledge or consent.

The school district strongly encourages all staff members to carefully review the privacy
settings on social networking sites they use and exercise care and good judgment when
posting content and information on such sites. Staff members should adhere to the
following guidelines, which are consistent with the district’s workplace standards on
harassment, pupil relationships, conduct, professional communication, and
confidentiality. :
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When using personal social networking sites, school staff members:

1. Should not make statements that would violate any of the district’s
policies, including its policies concerning discrimination or harassment;

2. Must uphold the district’s value of respect for the individual and avoid
making defamatory statements about the school district, employees,
pupils, or their families;

3. May not disclose any confidential information about the school district or
confidential information obtained during the course of his/her
employment, about any individual(s) or organization, including pupils
and/or their families;

4, Shall not use social networking sites to post any materials of a sexually
graphic nature;

5. Shall not use social networking sites to post any materials which promote
violence; . '

6. Shall not use social networking sites which would be detrimental to the

mission and function of the district;

7. Are prohibited from using their school district title as well as adding
references to the district in any correspondence including, but not limited
to, e-mails, postings, blogs, and social networking sites unless the
communication is of an official nature and is serving the mission of the
district. This prohibition also includes signature lines and personal e-mail
accounts;

8. Shall not post updates to their status on any social networking sites during
normal working hours including posting of statements or comments on the
social networking sites of others during school time unless it involves a
school project. Employees must seek approval from the Superintendent of
Schools for such use; and

9. Shall not post or publish any information the Commissioner of Education
would deem to be inappropriate conduct by a school staff member.
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The Policy of this district is to maintain a level of professionalism both during and after
the school day. Any publication through any means of electronic communication which is
potentially adverse to the operation, morale, or efficiency of the district, will be deemed a
violation of this Policy. If the Board or Superintendent believes that a staff member’s
activity on any social networking site violates the district’s policies, the Board or
Superintendent may request that the employee cease such activity. Depending on the
severity of the incident, the staff member may be subject to disciplinary action.

This Policy has been developed and adopted by this Board to provide guidance and
direction to staff members on how to avoid actual and/or the appearance of inappropriate
conduct toward pupils and/or the community while using social networking sites.

Approved Revision: 19 December 2014
Revised: 06 January 2015
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4282 USE OF SOCIAL NETWORKING SITES

The Board of Education has a strong commitment to quality education and the well-being
of all pupils, as well as the preservation of the school district’s reputation. The Board
believes staff members must establish and maintain public trust and confidence and be
committed to protecting all pupils attending the school district. In support of the Board’s
strong commitment to the public’s trust and confidence, the Board holds all staff
members to the highest level of professional responsibility.

The Commissioner of Education has determined inappropriate conduct outside a staff
member’s professional responsibilities may determine them as unfit to discharge the
duties and functions of their position. Staff members should be advised communications,
publications, photographs, and other information appearing on social networking sites
deemed inappropriate by the Board could be cause for dismissal of a non-tenured staff
member or to certify tenure charges against a tenured staff member to the Commissioner
of Education.

Staff members are advised to be concerned and aware such conduct deemed inappropriate
may include, but is not limited to, communications and/or publications using e-mails,
text-messaging, social networking sites, or any other form of electronic communication
that is directed and/or available to pupils or for public display or publication.

While the Board respects the right of staff members to use social networking sites, statf
members should recognize they are held to a higher standard than the general public with
regard to standards of conduct and ethics. It is important that a staff member’s use of
these sites does not damage the reputation of the school district, employees, pupils, or
their families. Staff members who utilize, post or publish images, photographs, or
comments on social networking sites, blogs, or other forms of electronic communication
outside their professional responsibilities shall ensure their use, postings, or publications
are done with an appropriate level of professionalism and are appropriate conduct for a
school staff member. Staff members should exercise care in sefting appropriate
boundaries between their personal and public online behavior, understanding that what is -
private in the digital world often has the possibility of becoming public even without their
knowledge or consent.

The school district strongly encourages all staff members to carefully review the privacy
settings on social networking sites they use and exercise care and good judgment when
posting content and information on such sites. Staff members should adhere to the
following guidelines, which are consistent with the district’s workplace standards on
harassment, pupil relationships, conduct, professional communication, and
confidentiality.
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When using personal social networking sites, school staff members:

1. Should not make statements that would violate any of the district’s
policies, including its policies concerning discrimination or harassment;

2. Must uphold the district’s value of respect for the individual and avoid
making defamatory statements about the school district, employees,
pupils, or their families;

3. May not disclose any confidential information about the school district or
confidential information obtained during the course of his/her
employment, about any individual(s) or organization, including pupils
and/or their families;

4. Shall not use social networking sites to post any materials of a sexually
graphic nature;

5. Shall not use social networking sites to post any materials which promote
violence;

6. Shall not use social networking sites which would be detrimental to the
mission and function of the district;

7. Are prohibited from using their school district title as well as adding
references to the district in any correspondence including, but not limited
to, e-mails, postings, blogs, and social networking sites unless the
communication is of an official nature and is serving the mission of the
district. This prohibition also includes signature lines and personal e-mail
accounts;

8. Shall not post updates to their status on any social networking sites during
normal working hours including posting of statements or comments on the
social networking sites of others during school time unless it involves a
school project. Employees must seek approval from the Superintendent of
Schools for such use; and

9. Shall not post or publish any information the Commissioner of Education
would deem to be inappropriate conduct by a school staff member.
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The Policy of this district is to maintain a level of professionalism both during and after
the school day. Any publication through any means of electronic communication which is
potentially adverse to the operation, morale, or efficiency of the district, will be deemed a
violation of this Policy. If the Board or Superintendent believes that a staff member’s
activity on any social networking site violates the district’s policies, the Board or
Superintendent may request that the employee cease such activity. Depending on the
severity of the incident, the staff member may be subject to disciplinary action.

This Policy has been developed and adopted by this Board to provide guidance and
direction to staff members on how to avoid actual and/or the appearance of inappropriate
conduct toward pupils and/or the community while using social networking sites.

Approve Revision: 19 December 2014
Revised: 06 January 2015
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3283 ELECTRONIC COMMUNICATIONS BETWEEN TEACHING STAFF
MEMBERS AND STUDENTS (M)

M

The Board of Education recognizes electronic communications and the use of social
media outlets create new options for extending and enhancing the educational program of
the school district. Electronic communications and the use of social media can help
students and teaching staff members communicate regarding: questions during non-
school hours regarding homework or other assignments; scheduling issues for school-
related co-curricular and interscholastic athletic activities; school work to be completed
during a student’s extended absence; distance learning opportunities; and other
professional communications that can enhance teaching and learning opportunities
between teaching staff members and students. However, the Board of Education
recognizes teaching staff members can be vulnerable in electronic communications with
students.

In accordance with the provisions of N.J.S.A. 18A:36-40, the Board of Education adopts
this Policy to provide guwidance and direction to teaching staff members to prevent
improper electronic communications between teaching staff members and students.

The Commissioner of Education and arbitrators, appointed by the Commissioner, have
determined inappropriate conduct may determine a teaching staff member unfit to
discharge the duties and functions of their position. Improper electronic communications
by teaching staff members may be determined to be inappropriate conduct.

For the purposes of this Policy, “electronic communication” means a communication
transmitted by means of an electronic device including, but not limited to, a telephone,
cellular telephone, computer, computer network, personal data assistant, or
pager. “Electronic communications™ include, but are not limited to, e-mails, text
messages, mstant messages, and communications made by means of an Internet website,
including social media and social networking websites.

For the purposes of this Policy, “professional responsibility” means a teaching staff
member’s responsibilities regarding co-curricular, athletic coaching, and any other
instructional or non-instructional responsibilities assigned to the teaching staff member
by the administration or Board of Education.
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For the purposes of this Policy, “improper electronic communications” means an
electronic communication between a teaching staff member and any student of the school
district when:

1. The content of the communication is inappropriate as defined in this
Policy; and/or

2. The manner in which the electronic communication is made is not in
accordance with acceptable protocols for electronic communications
between a teaching staff member and a student as defined in this Policy.

Inappropriate content of an electronic communication between a teaching staff member
and a student includes, but is not limited to:

1. Communications of a sexual nature, sexually oriented humor or language,
sexual advances, or content with a sexual overtone;

2. Communications involving the use, encouraging the use, or promoting or
advocating the use of alcohol or tobacco, the illegal use of prescription
drugs or conirolled dangerous substances, illegal gambling, or other illegal
activities;

3. Communications regarding the teaching staff member’s or student’s past or
current romantic relationships;

4. Communications which include the use of profanities, obscene language,
lewd comments, or pornography;

5. Communications that are harassing, intimidating, or bullying;

6. Communications requesting or trying to establish a personal relationship
with a student beyond the teaching staff member’s professional
responsibilities;

7. Communications related to personal or confidential information regarding

another school staff member or student; and

8. Communications between the teaching staff member and a student that the
Commissioner of Education or an arbitrator would determine to be
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inappropriate in determining the teaching staff member is unfit to
discharge the duties and functions of their position.

The following acceptable protocols for all electronic communications between a teaching
staff member and a student shall be followed:

1. E-Mail Electronic Communications Between a Teaching Staff Member and
a Student

a. All e-mails between a teaching staff member and a student must be
sent or received through the school district’s e-mail system. The
content of all e-mails between a teaching staff member and a
student shall be limited to the staff member’s professional
responsibilities regarding the student.

b. A teaching staff member shall not provide their personal e-mail
address to any student. If a student sends an e-mail to a teaching
staff member’s personal e-mail address, the staff member shall
respond to the e-mail through the school district e-mail system and
inform the student his/her personal e-mail address shall not be used
for any electronic communication between the teaching staff
member and the student.

c. A teaching staff member’s school district e-miail account is subject
to review by authorized school district officials. Therefore, a
teaching staff member shall have no expectation of privacy on the
school district’s e-mail system.

1. Cellular Telephone Electronic Commumications Between a Teaching Staff
Member and a Student

a. Communications between a teaching staff member and a student via
a personal cellular telephone shall be prohibited.

(1)  However, a teaching staff member may, with prior approval
of the Principal or designee, communicate with a student
using their personal cellular telephone if the need to
communicate is directly related to the teaching staff
member’s professional responsibilities for a specific
purpose such as a field trip, athletic event, co-curricular




POLICY BOARD OF EDUCATION

Teaching Staff Members
~ 3283/Page 4 of 5
ELECTRONIC COMMUNICATIONS BETWEEN TEACHING STAFF MEMBERS AND
‘ STUDENTS (M)

activity, etc. Any such approval for cellular - telephone

communications shall not extend beyond the specific field

trip, athletic event, co-curricular activity, etc. approved by

the Principal or designee.

1. Text Messaging Electronic Communications Between Teaching Staff
Members and Students

a. Text messaging communications between a teaching staff member
and an individual student are prohibited.

(1)  However, a teaching staff member may, with prior approval
of the Principal or designee, text message students provided
the need to text message is directly related to the teaching
staff member’s professional responsibilities with a class or
co-curricular activity. Any such text message must be sent
to every student in the class or every member of the co-
curricular activity. Any such approval for text messaging
shall not extend beyond the class or activity approved by
the Principal or designee.

1. Social Networking Websites and other Internet-Based Social Media
Electronic Communications Between Teaching Staff Members and a
Student

a. A teaching staff member is prohibited from communicating with
any student through the teaching staff member’s personal social
networking website or other Internet-based
website. Communications on personal websites are not acceptable
between a teaching staff member and a student.

b. A teaching staff member shall not accept “friend” requests from
any student on their personal social networking website or other
Internet-based social media website. Any communication sent by a
student to a teaching staff member’s personal social networking
website or other Internet-based social media website shall not be
responded to by the teaching staff member and shall be reported to
the Principal or designee by the teaching staff member.

c. If a teaching staff member has a student(s) as a “friend” on their
personal social networking website or other Internet-based social
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media website they must permanently remove them from thelr list
of contacts upon Board adoption of this Policy.

d. Communication between a teaching staff member and a student
through social networking websites or other Internet-based social
media websites is only permitted provided the website has been
approved by the Principal or designee and all communications or
publications using such websites are available to: every student in
the class; every member of the co-curricular activity and their
parents; and the Principal or designee.

Reporting Responsibilities

In the event a student sends an improper electronic communication, as defined in this
Policy, to a teaching staff member, the teaching staff member shall report the improper
communication to the Principal or designee by the next school day. The Principal or
designee will take appropriate action to have the student discontinue such improper
electronic communications. Improper electronic communications by a teaching staff
member or a student may result m appropriate disciplinary action.

A teaching staff member and student may be exempt from the provisions outlined in this
Policy if a teaching staff member and student are relatives. The teaching staff member
and the student’s parent shall submit notification to the Principal of the student’s school
of their family relationship and their exemption from the prov131on.-, outlined in this
Policy.

The provisions of this Policy shall be applicable at all times while the teaching staff
member is employed in the school district and at all times the student is enrolled in the
school district, including holiday and summer breaks.

A copy of this Policy will be made available on an annual basis, to all parents, students,
and school employees either electronically or in school handbooks.

N.J.S.A. 18A:36-40

Approved Revision: 19 December 2014
Revised: 06 January 2015
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4283 ELECTRONIC COMMUNICATIONS BETWEEN SUPPORT STAFF
MEMBERS AND STUDENTS (M)

M

In accordance with the provisions of N.J.S.A. 18A:36-40, the Board of Education adopts
this Policy to provide guidance and direction to support staff members to prevent
improper electronic communications between support staff members and students. The
Board of Education recogmzes support staff members can be vulnerable in electronic
communications with students.

The Board prohibits all electronic communications between a support staff member and a
student. However, based on a support staff member’s professional responsibilities
electronic communications between a support staff member and a student may be
permitted with written approval of the Superintendent or designee. The approval is only
for the school year in which the approval is granted. If the Superintendent or designee
approves electronic communications between a support staff member and a student, the
support staff member shall be required to comply with all the provisions of this Policy.

The Commissioner of Education has determined inappropriate conduct may determine a
school staff member unfit to discharge the duties and functions of their
position. Improper electronic communications by school staff members may be
determined to be inappropriate conduct.

For the purposes of this Policy, “electronic communication” means a communication
transmitted by means of an electronic device including, but not limited to, a telephone,
cellular  telephone, computer, computer network, personal data assistant, or
pager. “Electronic communications” include, but are not limited to, e-mails, text
messages, instant messages, and communications made by means of an Internet website,
including social media and social networking websites.

For the purposes of this Policy, “professional responsibility” means a support staff
member’s responsibilities assigned to the support staff member by the admimstration or
Board of Education.

For the purposes of this Policy, “improper electronic communications” means an
electronic communication between a support staff member and any student of the school
district when:
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1. The content of the communication is inappropriate as defined in this
Policy; and/or

2. The manner in which the electronic communication is made is not in
accordance with acceptable protocols for clectronic communications
between a support staff member and a student as defined in this Policy.

Inappropriate content of an electronic communication between a support staff member,
who has been approved by the Superintendent or designee to have electronic
communications, and a student includes, but is not limited to:

1. Communications of a sexual nature, sexually oriented hunior or language,
sexual advances, or content with a sexual overtone;

2. Communications involving the use, encouraging the use, or promoting or
advocating the use of alcohol or tobacco, the illegal use of prescription
drugs or controlled dangerous substances, illegal gambling, or other illegal
activities;

3. Communications regarding the support staff member’s or student’s past or
current romantic relationships; '

4. Communications which include the use of profanities, obscene language,
lewd comments, or pornography;

5. Communications that are harassing, intimidating, or bullying;

6. Commounications requesting or trying to establish a personal relationship
with a student beyond the support staff member’s professional
responsibilities;

7. Communications related to personal or confidential information regarding

another school staff member or student; and

8. Communications between the support staff member and a student that the
Commissioner of Education would determine to be inappropriate in
determining the support staff member is unfit to discharge the duties and
functions of their position.
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The following acceptable protocols for all electronic communications between a support
staff member, who has been approved by the Superintendent or designee to have
electronic communications, and a student shall be followed:

1. E-Mail Electronic Communications Between a Support Staff Member and
a Student

a. All e-mails between a support staff member and a student must be
sent or received through the school district’s e-mail system. The
content of all e-mails between a support staff member and a
student' shall be limited to the staff member’s professional
responsibilities regarding the student.

b. A support staff member shall not provide their personal e-mail
address to any student. If a student sends an e-mail to a support
staff’ member’s personal e-mail address, the staff member shall
respond to the e-mail through the school district e-mail system and
inform the student his/her personal e-mail address shall not be used
for any electronic communication between the support staff
member and the student,

C. A support staff member’s school district e-mail account is subject
to review by authorized school district officials. Therefore, a
support staff member shall have no expectation of privacy on the
school district’s e-mail system.

2. Cellular Telephone Electronic Communications Between a Support Staff
Member and a Student

a. Communications between a support staff member and a student via
a personal cellular telephone shall be prohibited.

(1)  However, a support staff member may, with prior approval
of the Principal or designee, communicate with a student
using their personal cellular telephone if the need to
communicate is directly related to the support staff
member’s professional responsibilitics for a specific
purpose such as a field trip, athletic event, co-curricular
activity, etc. Any such approval for cellular telephone
communications shall not extend beyond the specific field
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trip, athletic event, co-curricular activity, etc. approved by
the Principal or designee.

3. Text Messaging Electronic Communications Between Support Staff
Members and Students

a. Text messaging communications between a support staff member
and an individual student are prohibited.

(1)  However, a support staff member may, with prior approval
of the Principal or designee, text message students provided
the need to text message is directly related to the support
staff member’s professional responsibilities regarding the
student. Any such text message must be sent to every
student in the class or every member of the co-curricular
activity. Any such approval for text messaging shall not
extend beyond the activity approved by the Principal or
designee.

4, Social Networking Websites and other Internet-Based Social Media
Electronic Communications Between Support Staff Members and a

Student

a. A support staff member is prohibited from communicating with any
student through the support staff member’s personal social
networking website or other Internet-based

website. Communications on personal websites are not acceptable
between a support staff member and a student.

b. A support staff member shall not accept “friend” requests from any
student on their personal social networking website or other
Internet-based social media website. Any communication sent by a
student to a support staff member’s personal social networking
website or other Internet-based social media website shall not be
responded to by the support staff member and shall be reported to
the Principal or designee by the support staff member,

C. If a support stafl member has a student(s) as a “friend” on their
personal social networking website or other Internet-based social
media website they must permanently remove them from their list
of contacts upon Board adoption of this Policy.




POLICY BOARD OF EDUCATION

Support Staff

4283/Page 5 of 6

ELECTRONIC COMMUNICATIONS BETWEEN SUPPORT STAFF MEMBERS AND
STUDENTS (M)

d. Communication between a support staff member and a student
through social networking websites or other Internet-based social
media websites is only permitted provided the website has been
approved by the Principal or designee and all communications or
publications using such websites are available to: every student in
the class; every member of the co-curricular activity and their
parents; and the Principal or designee.

Reportmg Responsibilitics

1. In the event a student sends an clectronic communication to a support
staff member who has not been approved by the Superintendent or
designee to have electronic communications, the support staff member
shall report the communication to the Principal or designee. The Principal
or designee will take appropriate action to have the student discontinue
such electronic communications. Electronic communications by a support
staff member or a student where such communications are not approved
by the Superintendent or designee may result in appropriate disciplinary
action.

2. In the event a student sends an improper electronic communication, as
defined in this Policy, to a support staff member who has been approved
by the Superintendent or designee to receive electronic commumcations,
the support staff member shall report the improper -electronic
communication to the Principal or designee. The Principal or designee will
take appropriate action to have the student discontinue such improper
electronic communications. Improper electronic communications by a
support staff member or a student inay result in appropriate disciplinary
action.

A support staff member and student may be exempt from the provisions outlined in this
Policy if a support staff member and student are relatives. The support staff member and
the student’s parent shall submit notification to the Principal of the student’s school of
their family relationship and their exemption from the provisions outlined in this Policy.

The provisions of this Policy shall be applicable at all times while the support staff
member is employed in the school district and at all times the student is enrolled in the
school district, including holiday and summer breaks.
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A copy of this Policy will be made available on an annual basis, to all parents, students,
and school employees either electronically or in school handbooks.

N.J.S.A. 18A:36-40

Approved Revision: 19 December 2014
Revised: 06 January 2015
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The Board of Education shall grant sick leave, in accordance with law, to teaching staff
members absent from work because of personal disability or quarantine. Each steadily
employed employee eligible for sick leave will be entitled annually to the number of paid
sick leave days negotiated with the employee’s majority representative or provided in this
policy.

An employee who has been employed in the district at least twelve months and for at
least one thousand two hundred fifty hours in the previous twelve months is eligible for
sick leave under the federal Family and Medical Leave Act. When any such employee
with a serious health condition has exhausted his/her entitlement to paid sick leave, and
personal leave and vacation time the Board will grant additional, unpaid sick leave until
the total amount of the employee’s sick leave, both paid and unpaid, is equal to twelve
work weeks in any twelve month period. “Serious health condition” means an illness,
impairment, or physical or mental condition that involves inpatient care in a hospital,
hospice, or residential care facility or continuing treatment by a health care provider.
When medically necessary, unpaid sick leave granted under this paragraph may be taken
intermittently or on a reduced leave schedule.

The Board will consider the application of any eligible employee for an extension of sick
leave when the employee has exhausted all statutory entitlements to sick leave,

* The Board shall accept by transfer accumulated sick leave days that any new employee
may have acquired in another New Jersey school district, provided that the employee
presents, within the first year of employment, proper certification of accumulated sick
leave.

Transferred sick leave will be credited up to twenty days at the rate of one to one.

The Board reserves the right to require of any employee who claims sick leave, sufficient
proof, including a physician’s certification, of the employee’s illness or disability. As a
minimum, no day will be considered to be a sick leave day on which the employee has
engaged in or prepared for other gainful employment, has participated in a work
stoppage, or has engaged in any activity that would raise doubts regarding the validity of
the sick leave request, No employee who anticipates being on extended leave, defined as
in excess of five consecutive school days shall leave the vicinity of his or her home
without prior consent of the Superintendent. This applies to all staff on sick leave, FMLA
or Workers Compensation. The Superintendent for compellmg medical, personal or
family reasons will grant permission.
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Employees on extended medical leave from the district will provide an updated medical
certification every 30-calendar days or sooner in the event of any significant change in
his or her medical condition. Additionally, employees on extended leave shall be
available upon reasonable request to communicate and meet with district administrative
staff as may be necessary. The employee shall ensure that the Department of Human
Resources has a current address, telephone number and e-mail address.

The Superintendent will prepare rules for the administration of the Board’s policy on sick
leave, which shall be binding on all employees.

The Superintendent will submit to the Board the names of those employees absent for
non-compensable cause or whose claim for sick leave pay cannot be justified. The
willful misuse of sick leave will be considered a serious infraction and is subject to
discipline.

29 U.S5.C. 2601 et seq.
N.J.S.A. 18A:30-1 et seq.

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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4432 SICK LEAVE

The Board of Education shall grant sick leave, in accordance with law, to support staff
members absent from work because of personal disability or quarantine. Each steadily
employed employee eligible for sick leave will be entitled annually to the number of paid
sick leave days negotiated with the employee's majority representative or provided in this
policy or in an individual contract with the Board.

An employee who has been employed in the district at least twelve months and for at
least one thousand two hundred fifty hours in the previous twelve months is eligible for
sick leave under the federal Family and Medical Leave Act. When any such employee
with a serious health condifion has exhausted his/her entitlement to paid sick leave, and
personal leave and vacation time the Board will grant additional, unpaid sick leave until
the total amount of the employee’s sick leave, both paid and unpaid, is equal to twelve
work weeks in any twelve month period. “Serious health condition” means an illness,
impairment, or physical or mental condition that involves inpatient care in a hospital,
hospice, or residential care facility or continuing treatment by a health care provider.
When medically necessary, unpaid sick leave granted under this paragraph may be taken
intermittently or on a reduced leave schedule.

The Board will consider the application of any eligible employee for an extension of sick
leave when the employee has exhausted all statutory entitlements to sick leave.

The Board shall accept by transfer accumulated sick leave days that any new employee
may have acquired in another New Jersey school district, provided that the employee
presents, within the first year of employment, proper certification of accumulated sick
leave. Transferred sick leave will be credited up to twenty days at the rate of one to one.

The Board reserves the right to require of any employee who claims sick leave, sufficient
proof, including a physician’s certification, of the employee’s illness or disability. As a
minimum, no day will be considered to be a sick leave day on which the employee has
engaged in or prepared for other gainful employment, has participated in a work
stoppage, or has engaged in any activity that would raise doubts regarding the validity of
“the sick leave request. No emplovee who anticipates being on extended leave, defined as
in excess of five consecutive school days shall leave the vicinity of his or her home
without prior consent of the Superintendent. This applies to all staff on sick leave, FMLA
or Workers Compensation. The Superintendent for compelling medical, personal or
family reasons will grant permission.,

Employees on extended medical leave from the district will provide an updated medical
certification every 30-calendar days or sooner in the event of any significant change in
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his or her medical condition. Additionally, employees on extended leave shall be
available upon reasonable request to communicate and meet with district administrative
staff as may be necessary. The employee shall ensure that the Department of Human
Resources has a current address, telephone number and e-mail address.

The Superintendent will preparé rules for the administration of the Board’s policy on sick
leave, which shall be binding on all employees.

The Superintendent will submit to the Board the names of those employees absent for
non-compensable cause or whose claim for sick leave pay cannot be justified. The
willful misuse of sick leave will be considered a serious infraction and is subject to
discipline.

29 U.8.C. 2601 et seq.
N.J.S.A. 18A:30-1 et seq.

Adopted: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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R 3432 SICK LEAVE

A. Eligibility for Sick Leave

L.

Each person steadily employed by this district will be paid in full, to the limit of
his/her entitlement, for days on which the employee is absent from work because

of:

a. Personal disability due to the employee’s illness or injury,

b. The employee’s exclusion from school by the school district’s medical
_authorities on account of a contagious disease, or

C. The employee’s having been quarantined for a contagious disease in
his/her immediate household.

2. Whatever the claims of disability, no day of absence shall be considered to be a
sick leave day on which the employee:
a. Has engaged in or prepared for gainful employment with an emplbyer
other than the Board,
b. Has participated in a concerted work stoppage, or
c. Has engaged in any activity, vocational or avocational, that clearly refutes
the employee’s claim of disability or quarantine.
B. Call in Procedures
1. An employee who anticipates a day of disability should make every reasonable
effort to so notify the Building Principal no later than the day before the absence,
to allow sufficient time for the securing of substitute services.
2, Notice of the disability should mclude a reasonable estimate of the duration of the
disability.
3. An employee who becomes aware of his’her disability on the morning of the

absence must call 965-1144 before 6:15 a.m. or by 10:00 p.m. the mght before.
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4, An employee who becomes disabled during the school day must so inform the
Principal as promptly as possible and request permission to leave the school
premises.

5. In all instances, the employee himself’herself should call the Principal to report
sick leave. An agent may be appointed to call in sick leave only when the
employee is so incapacitated as to make a personal call inadvisable or impossible.

- C. Sick Leave Charges

1. A sick leave absence commences when the absence is called in pursuant to
paragraph B. An employee who leaves school early because of a disability will
not be charged with a sick leave day provided the absence commences after half
the school day is completed.

2. A sick leave day once commenced may be reinstated as a working day only with
the approval of the Principal.

3. An employee absent on sick leave on a day when the school is closed early for
emergency reasons will be charged with a full sick leave day.

4, An employee scheduled for a sick leave absence on a day on which the schools do
not open because of an emergency (such as a snow day) will not be charged with
a sick leave day.

D. Verification of Sick Leave

1. An employee absent for reasons of disability more than five consecutive working
days shall submit the signed statement of his/her physician indicating:

- a. The reason for the employee’s absence, as personally known fo the
physician; and

b. If the employee is not immediately returning to work, the anticipated
duration of the employee’s disability.

2. The Board may, at its discretion, require the employee to submit to examination
by the school medical inspector or a physician designated by the school medical
inspector.
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3. If the results of the examination conducted pursuant to paragraph D2 are
inconsistent with the statement of the employee’s physician, the two examining
physicians shall agree in good faith on a third physician, who shall examine the
employee and whose medical opinion shall be conclusive and binding as 1:0 the
employee’s disability on days claimed for sick leave.

4. No employee who anticipates being on extended leave, defined as in excess of
five consecutive school days shall leave the vicimity of his or her home without
prior consent of the Superintendent. This applies to all staff on sick leave, FMLA
or Workers Compensation. The Superintendent for compelling medical, personal
or family reasons will grant permission. Any employee on extended leave shall be
available upon reasonable request to communicate and meet with district
administrative staff as may be necessary. The employee shall ensure that the
Department of Human Resources has a current address, telephone number and e-
mail address.

E. Readmission After Disability
1. An employee who wishes to return to work after sick leave of more than ten

consecutive working days shall submit the signed statement of his/her physician
indicating the employee’s fitness to perform his/her duties.

2. The Board may, at its discretion, require the employee to subniit to examination
by the school medical inspector or a physician designated by the school medical
inspectot.

3. If the results of the examination conducted pursuant to paragraph E2 are

inconsistent with the statement of the employee’s physician, the two examining
physicians shall agree in good faith on a third physician, who shall examine the
employee and whose medical opinion shall be conclusive and binding as to the
employee’s fitness to return to service.

F. Exhaustion of Sick Leave

1. The Human Resources Director will monitor each employee’s sick leave bank and
charge the employee’s bank of accumulated sick leave with sick leave days in
accordance with Policy No. 3432 and this regulation.

2, When it is apparent that an employee on extended sick leave will utilize the last
sick leave day to which he/she is entitled within ten working days, the Human
Resources Director will so inform the employee by written notice. The notice
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will include a statement of the employee’s right to request the Board for an
extension of sick leave.

3. A request for the extension of sick leave should be submitted to the Board of
Education at least six working days in advance of the next Board meeting. The
request must be accompanied by a physician’s signed statement setting forth the
nature and anticipated duration of the employee’s disability.

4, An employee who anticipates an extended period of disability may apply to the
Board for a disability leave of absence pursuant to Policy No. 3431.

5. Employees are reminded that sick leave extensions and disability leaves of
absence are not entitlements and will be granted or demed by the Board on a case
by case basis.

6. Employees will receive no compensation or benefits during an unpaid leave of
absence, except the continuation of health insurance coverage for which the
employee must recompense the district.

G. Accumulation of Sick Leave

1. Sick leave will be charged, first, to the sick leave newly available in the
employee’s current contract year and, when that sick leave entitlement is
exhausted, to the employee’s bank of accumulated sick leave.

2. At the beginning of each contract year, up to ten days of sick leave newly
available but unused in the prior contract year will be carried forward and credited
to a full-time employee’s bank of sick leave.

3. The unused sick leave of part-time employees will be accumulated on the basis of
hours of work rather than days of work.

a. At the close of each school year, the number of sick leave days not used
by a part-time employce will be multiplied by the number of hours the
employee worked in each day or, if the employee worked irregular hours,
the average number of hours in each contract day.

b. At the beginning of the following school year, the total number of hours
accumulated will be divided by the number of hours, or average number of
hours, to be worked in each contract day. The result constitutes the
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number of accrued sick leave days the employee may claim when he/she
has exhausted the sick leave days available in the current confract year.

c. When a part-time employee, continuously employed in the district, is
employed full-time, his/her accumulated sick leave hours will be divided
by the number of hours in a full working day, and the dividend will be
multiplied by the number of days he/she worked each week as a part-time
employee. The product will be divided by five, the number of days in a
full-time week. The resulting number, rounded up to the next full day,
represents the number of accrued sick leave days in the employee’s sick
leave bank.

H. Records

1. The personnel file of each person employed by this district will include an
accurate record of the employee’s attendance in accordance with Policy No. 3212.

2. Each employee’s attendance record will record the reason for any absence.

3, The attendance record will include the number of accumulated unused sick leave
days in the employee’s sick leave bank.

Issued: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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A. Eligibility for Sick Leave

L.

Each person steadily employed by this district will be paid in full, to the limit of
his’her entitlement, for days on which the employee is absent from work because
of:

a. Personal disability due to the employee’s illness or injury;

b. The employee’s exclusion from school by the school district’s medical
authorities on account of a contagious disease; or

c. The employee’s having been quarantined for a contagious disease in
his/her immediate household.

Whatever the claims of disability, no day of absence shall be considered to be a
sick leave day on which the employee:

a. Has engaged in or prepared for gainful employment with an employer
other than the Board;

b. Has participated in a concerted work stoppage; or

c. Has engaged in any activity, vocational or avocational, that clearly refutes
the employee’s claim of disability or quarantine.

B. Call in Procedures

1.

An employee who anticipates a day of disability should make every reasonable
effort to so notify his/her immediate supervisor no later than the day before the
absence, to allow sufficient time for the securing of any substitute services that
may be required.

Notice of the disability should include a reasonable estimate of the duration of the
disability.

An employee who becomes aware of his/her disability on the morning of the
absence must call his/her immediate supervisor as soon as possible.
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4, An employee who becomes disabled during the school day must so inform his/her
immediate supervisor as promptly as possible and request permission to leave the
school premises.

5. In all instances, the employee should call personally to report sick leave. An
agent may be appointed to call in sick leave only when the employee is so

incapacitated as to make a personal call inadvisable or impossible.

C. Sick Leave Charges

1. A sick leave absence commences when the absence is called in pursuant to

paragraph B.

a. An employee who leaves school early because of a disability will not be
charged with a sick leave day provided the absence commences after four
hours. '

b. A school bus driver who reports a disability after the morning bus runs are

completed will be charged only one-half a sick leave day.

2. A sick leave day once commenced may be reinstated as a working day only with
the approval of the immediate supervisor.

3. An employee absent on sick leave on a day when the school is closed early for
emergency reasons will be charged with a full sick leave day.

4, An employee scheduled for a sick leave absence on a day on which the schools do
not open because of an emergency (such as a snow day) will not be charged with
a sick leave day. '

D. Verification of Sick Leave

1. An employee absent for reasons of disability more than five consecutive working
days shall submit the signed statement of his/her physician indicating:

a. The reason for the employee’s absence, as personally known to the
physician, and

b. If the employee is not immediately returning to work, the anticipated
duration of the employee’s disability.
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2. The Board may, at its discretion, require the employee to submit to examination
by the school medical inspector or a physician designated by the school medical
inspector.

3. If the results of the examination conducted pursuant to paragraph D2 are
inconsistent with the statement of the employee’s physician, the two examining
physicians shall agree in good faith on a third physician, who shall examine the
employee and whose medical opinion shall be conclusive and binding as to the
employee’s disability on days claimed for sick leave.

4. No employee who anticipates being on extended leave, defined as in excess of
five consecutive school days shall leave the vicinity of his or her home without
prior consent of the Superintendent. This applies to all staff on sick leave, FMLA
or Workers Compensation. The Superintendent for compelling medical, personal
or family reasons will grant permission, Any employee on extended leave shall be
available upon reasonable request to communicate and meet with district
administrative staff as niay be necessary. The employee shall ensure that the
Department of Human Resources has a current address, telephone number and e-
mail address.

E. Readmission After Disability
1. An employee who wishes to return to work after sick leave of more than ten

consecutive working days shall submit a signed statement of his/her physician
indicating the employee’s fitness to perform his/her duties.

2. The Board may, at its discretion, require the employee to submit to examination
by the school medical inspector or a physician designated by the school medical
inspector.

3. If the results of the examination conducted pursuant to paragraph D2 is

inconsistent with the statement of the employee’s physician, the two examining
physicians shall agree in good faith on a third physician, who shall examine the
employee and whose medical opinion shall be conclusive and binding as to the
employee’s fitness to return to service.
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F. Exhaustion of Sick Leave
1. The Human Resources Director will monitor each employee’s sick leave bank and

charge the employee’s bank of accumulated sick leave with sick leave days in
accordance with Policy No. 4432 and this regulation.

2. When it is apparent that an employee on extended sick leave will utilize the last
sick leave day to which he/she is entitled within ten working days, the Human
Resources Director will so inform the employee by written notice. The notice
will include a statement of the employee’s right to request the Board for an
extension of sick leave.

3. A request for the extension of sick leave should be submitted to the Board of
Education at least six working days in advance of the next Board meeting. The
request must be accompanied by a physician’s signed statement setting forth the
nature and anticipated duration of the employee’s disability.

4, An employee who anticipates an extended period of disability may apply to the
Board for a disability leave of absence, during which the employee will receive no
compensation or benefits, pursuant to Policy No. 4431.

5. Employees are reminded that sick leave extensions and disability leaves of
absence are not entitlements and will be granted or demied by the Board on a case-
by-case basis.

G. Accumulation of Sick Leave

1. Sick leave will be charged, first, to the sick leave newly available in the
employee’s current contract year and, when that sick leave entitlement is
exhausted, to the employee’s bank of accumulated sick leave.

2. At the beginning of each contract year, up to ten days of sick leave newly
available but unused in the prior contract year will be carried forward and credited
to a full-time employee’s bank of sick leave.

3. The unused sick leave of part-time employees will be accumulated on the basis of
hours of work rather than days of work.

a. At the close of each contract year, the number of sick leave days not used |
by a part-time employee will be multiplied by the number of hours the
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employee worked in each day or, if the employee worked irregular hours,
the average number of hours in each contract day.

b. At the beginning of the following contract year, the total number of hours
accumulated will be divided by the number of hours, or average number of
hours, to be worked in each contract day. The result constitutes the
number of accrued sick leave days the employee may claim when he/she
has exhausted the sick leave days available in the current contract year.

c. When a part-time employee, continuously employed in the district, is
employed full-time, histher accumulated sick leave hours will be divided
by the number of hours in a full working day, and the dividend will be
multiplied by the number of days he/she worked each week as a part-time
employee. The product will be divided by five, the number of days in a
full-time week. The resulting number, rounded up to the next full day,
represents the number of accrued sick leave days in the employee’s sick
leave bank.

H. Records

1. The personnel file of each person employed by this district will mclude an
accurate record of the employee’s attendance in accordance with Policy No. 4211,

2. Each employee’s attendance record will record the reason for any absence.

3. The attendance record will include the accumulated unused sick leave in the
emplovee’s sick leave bank.

Issued: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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3151 ASSESSMENT OF PAY

The Board of Education believes that the proper performance of a teaching staff
member's professional duties requires the punctual commencement and proper
completion of all assigned services.

The administration shall assess the following penaltiecs when a teaching staff member
fails to render or only partially renders services for which the Board has contracted:

1. The accumulation of six unexcused instances of tardiness in an assigned
period in any one school year will result in a wage deduction in the
amount of one day;

2. Each unexcused instance of tardiness after the sixth in the same school
year will result in a wage deduction in the amount of one full day for each
such instance; :

3 Any unexcused absence during the working day will result in a wage
deduction equal to the ratio of the periods missed to the total periods
scheduled, times one two-hundredths of the employee's annual salary.

The administration shall determine whether a teaching staff member's tardiness or
absence is excused or unexcused.

A record of instances of tardiness and absences will be maintained in each teaching staff
member's personnel file in accordance with Board Policy No. 3212.

The Superintendenf is authorized to direct properly cautioned teaching staff members
who are repeatedly tardy not to report at all on those days when they cannot report on
time and to suffer such wage penalties as may be appropriate.

N.J.S.A. 18A:25-7; 18A:27-4; 18A;:29-4

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
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4151 ASSESSMENT OF PAY

The Board of Education believes that district operations suffer without the punctual
commencement and proper completion of all assigned services.

The School Business Administrator/Board Secretary shall assess the following penalties
when a support staff member fails to render or only partially renders services for which
the Board has contracted:

1. Any unexcused absence during the working day will result in a wage
deduction equal to the ratio of the periods . missed to the total periods
scheduled, times one-two hundredths at a ten months employee’s salary
and one-one hundred fortieths of a twelve month employee's annual
salary. '

The School Business Administrator/Board Secretary shall determine whether an
employee's tardiness or absence is excused or unexcused.

A record of instances of tardiness and absences will be maintained in each emnployee's
personnel file. '

The Superintendent is authorized to direct employees who are repeatedly tardy not to
report at all on those days when they cannot report on time and to suffer such wage
penalties as may be appropriate.

Adopted: 10 July 2007
Revised: 19 December 2014
Revised: 06 January 2015 B,
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1631 RESIDENCY REQUIREMENT FOR PERSON HOLDING SCHOOL DISTRICT
OFFICE. EMPLOYMENT, OR POSITION

Every person holding an office, employment, or position in a school district shall have his
or her principal residence in New Jersey in accordance with the provisions of N.J.S.A.
52:14-7.

For the purpose of this Policy, “school district” means any local or regional school
district established pursuant to Chapter 8 or Chapter 13 of Title 18A of the New Jersey
Statutes and any jointure commission, county vocational school, county special services
district, educational services commission, educational research and demonstration center,
environmental education center, and educational information and resource center,

For the purpose of this Policy, a person may have at most one principal residence and the
State of a person's principal residence means the State where the person spends the
magjority of hus or her nonworking time, which is most clearly the center of his or her
domestic life, and which is designated as his or her legal address and legal residence for
voting. Having a home in New Jersey is not significant enough by itself to meet the
principal residence requirement of the law. The fact that a person is domiciled in New
Jersey shall not by itself satisty the requirement of principal residency.

A person, regardless of the office, employment, or position, who holds an office,
employment, or position in the school district on Septemnber 1, 2011, but does not have
his or her principal residence in New Jersey on September 1, 2011, shall not be subject to
this residency requirement of N.J.S.A. 52:14-7 while the person continues to hold office,
employment, or position without a break in public service of greater than seven days.

A person may request an exemption from the provisions of N.J.S.A. 52:14-7 on the basis
of critical need or hardship. The request shall be made to a five-member committee
established in accordance with the provisions of N.J.S.A, 52:14-7 to consider applications
for such exemptions. The decision on whether to approve an application from any person
shall be made by a majority vote of the members of the committee, and those voting in
the affirmative shall so sign the approved application. If the committee fails to act on an
application within thirty days after the receipt thereof, no exemption shall be granted and
the residency requirement of N.J.S.A. 52:14-7 shall be operative.

Any person holding or attempting to hold an office, employment, or position in violation
of N.J.S.A. 52:14-7 shall be considered as illegally holding or attempting to hold the
office, employment, or position; however, the person shall have one year from the time of
taking the office, employment, or position to satisfy the requirement of principal
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residency. If such person fails to satisfy the requirement of principal residency as
defined in N.J.S.A. 52:14-7 after the 365-day period, that person shall be deemed
unqualified for holding the office, employment, or position. The Superior Court shall, in
a civil action in lieu of prerogative writ, give judgment of ouster agamst such person,
upon the complaint of any officer or citizen of the State, provided that any such
complaint shall be brought within one year of the alleged 365-day period of failure to
have his or her principal residence in this State.

Notice of the residency requirements as outlined in N.J.S.A. 52:14-7 and this Policy
should be provided to all existing persons holding office, employment, or a. position in
the school district and to candidates seeking to hold office, employment, or a position in
the school district.

N.J.S.A. 52:14-7

Approved Revision: 19 December 2014
Revised: 06 January 2015
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3159 TEACHING STAFF MEMBER/SCHOOQOL DISTRICT REPORTING
RESPONSIBILITIES

All certificate holders shall report their arrest or indictment for any crime or offense to
the Superintendent of Schools within fourteen calendar days of the arrest or indictment in
accordance with the provisions of N.J.A.C. 6A:9B-4.3. For purposes of this policy,
“certificate holders” shall include all individuals who hold certificates, credentials,
certificates of eligibility (CEs), and certificates of eligibility with advance standing
(CEASSs) issued by the State Board of Examiners. For purposes of this Policy, the term
“certificate” shall include all standard, emergency and provisional certificates, all
credentials, and all CEs and CEASs issued by the State Board of Examiners.

The report submitted to the Superintendent shall include the date of arrest or indictment
and charge(s) lodged against the certificate holder. Such certificate holders shall also
report to the Superintendent the disposition of any charge within seven calendar days of
the disposition. Failure to comply with these reporting requirements may be deemed
“just cause” for revocation or suspension of certification pursuant to N.J.A.C. 6A:9B-
4.4. The school district shall make these reporting requirements known to all new
employees upon initial employment and to all employees on an annual basis.

The Superintendent of Schools shall notify the New Jersey State Board of Examiners
when:

1. Tenured teaching staff members who are accused of criminal offenses or
unbecoming conduct resign or retire from their positions;

2. Nontenured teaching staff members, including substitute teachers, who are
accused of criminal offenses or unbecoming conduct resign, retire, or are
removed from their positions;

3, A certificate holder fails to maintain any license, certificate, or
authorization that is mandated pursuant to N.J.A.C. 6A:9B for the holder
to serve in a position; '

4, The Superintendent of Schools becomes aware that a certificate holder has
been convicted of a crime or criminal offense while in the district’s
employ; or
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5. The Superintendent has received a report from the Department of Children
and Families substantiating allegations of abuse or neglect, or establishing
“concerns” regarding a certificated teaching staft member.

In the event the New Jersey State Board of Examiners issues an order to show cause
based on the information that the school district provided about the certificate holder, it
shall be the responsibility of the school district to cooperate with the Board of Examiners
in any proceeding arising from the order to show cause.

The Superintendent of Schools shall also notify the New Jersey State Board of
Examiners, in accordance with the provisions of N.J.S.A. 18A:16-1.3, whenever a
nontenured, certificated employee is dismissed prior to the end of the school year for just
cause as a result of misconduct in office, This notification requirement shall not apply in
instances where the employee’s contract is not renewed. The Superintendent of Schools
will comply with the additional notice requirements to the New Jersey State Board of
Examiners in the event it is subsequently determined by a disciplinary grievance
arbitration, a court, or an administrative tribunal of competent jurisdiction that the basis
for the dismissal did not constitute misconduct in office. In addition, whenever the
Superintendent of Schools notifies the New Jersey State Board of Examiners of an
employee’s dismissal for reasons of misconduct in accordance with the provisions of
N.J.S.A. 18A:16-1.3, the employee shall receive a simultaneous copy of the notifying
correspondence.

N.JS.A. 18A:16-1.3
NJ.A.C 6A:9B-4.3; 6A:9B-4.4

Approved Revision: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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4159 SUPPORT STAFF MEMBER/SCHOOL DISTRICT REPORTING
RESPONSIBILITIES

All support staff members shall be required to report their arrest or indictment for any
crime or offense to the Superintendent of Schools within fourteen calendar days of the
arrest or indictment. For purposes of this policy, “support staff members™ shall include
all school district employees who hold a position in the school district for which no
certificate issued by the New Jersey State Board of Examiners is required.

The report submitted to the Superintendent shall include the date of arrest or indictment
and charge(s) lodged against the support staff member. Such support staff members shall
also report to the Superintendent the disposition of any charges within seven calendar
days of the disposition. Failure to comply with these reporting requirements may be
deemed “just cause” for disciplinary action, which may include termination or non-
renewal of employment in accordance with law.

Teaching staff members are required to report their arrest or indictment for any crime or
offense in accordance with Policy 3159 and N.J.A.C. 6A:9B-4.3, '

The school district shall make these reporting requirements known to all new support
staff members upon initial employment and to all employees on an annual basis.

Approve Revision: 19 December 2014
Revised: 06 January 2015
Revised: 16 August 2016
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5612 ASSAULT BY PUPILS ON BOARD MEMBERS OR EMPLOYEES (M)

M

Any student who commits an assault, as defined under N.J.S.A. 2C:12-1(a)1, not
involving the use of a weapon or firearm, upon a teacher, administrator, other school
district employee, or Board member acting in the performance of his or her duties and in
a situation where his or her authority to act is apparent, or as a result of the victim’s

relationship to the school district, shall be immediately removed from school pursuant to
N.J.S.A. 18A:37-2.1 and N.JA.C. 6A:16-5.7.

A student, other than a student with a disability, who commits an assault as defined in
N.I.S.A. 2C:12-1(a)1, shall be immediately removed from school consistent with due
process procedures, pending a hearing pursuant to N.JA.C. 6A:16-7.2 through
7.5. Nothing in N.J.S.A. 18A:37-2.1 or N.J.A.C. 6A:16-5.7 shall be construed as
prohibiting the expulsion of a general education student. A student with a disability who
commits an assault as defined in this Policy, shall be removed in accordance with
N.J.A.C. 6A:14 and due process proceedings in accordance with N.J.A.C, 14-2.7 and
2.8.

In accordance with the provisions of N.J.S.A. 18A:37-2.1(a), said proceedings shall take
place no later than thirty calendar days following the day on which the student is
suspended. The decision of the Board shall be made within five days after the close of the
hearing. Any appeal of the Board's decision shall be made to the Commissioner of
Education within ninety days of the Board's decision. The provisions herein shall be
construed in a manner consistent with 20 U.S.C. § 1400 et seq.

The Principal or designee shall remove, isolate, and place the student under the
supervision of school staff until the student’s parent or appropriate agency takes custody
of the student. The Principal or designee will immediately report to the Superintendent
the removal of the student andnotify the student’s parent of the removal action and the
student’s due process rights. The Principal or designee will notify the appropriate law
enforcement official of a possible violation of the New Jersey Code of Criminal Justice.

In aecordance with the provisions of N.J.S.A. 18A:37-2.1(b), whenever a teacher,
administrator, Board member, other school district employee, or a labor representative on
behalf of an employee makes an allegation in writing that the Board member or employee
has been assaulted by a student, the Principal shall file a written report of the alleged
assault with the Superinfendent. The Superintendent shall report the alleged assault to the
Board at its next regular meeting; provided that the name of the student who allegedly
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committed the assault, although it may be disclosed to the Board members, shall be kept
confidential at the public Board of Education meeting.

Any person who fails to file a report of an alleged assault as required pursuant to N.J.S.A.
18A:37-2.1 and N.J.A.C. 6A:16-5.7 may be liable to disciplinary action by the Board.

The Superintendent of Schools biannually shall submit to the Commissioner of Education
a report on each incident under N.J.A.C. 6A:16-5.7 utilizing the Electronic Violence and
Vandalism Reporting System, pursuant to N.J.A.C. 6A:16-53(e)l.

Policy and Regulation 5612, implementing the requirements of N.J.A.C. 6A:16-5.7, shall
be annually disseminated to all school staff, students, and parents.

N.J.S.A. 18A:37-2.1
N.JA.C. 6A:14-2.7; 6A:14-2.8; 6A:16-5.7; 6A:16-7.2;
6A:16-7.3; 6A:16-7.4; 6A:16-7.5

Adopted: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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5613 REMOVAL OF STUDENTS FOR ASSAULTS WITH WEAPONS OFFENSED
M)

M

The Board of Education is committed to providing a safe and secure school environment
to all students attending the public schools. To provide this environment, the Board of
Education will implement policies and procedures regarding a student who commits an
assault, as defined under N.J.S.A. 2C:12-1(a)1, with a weapon, which includes, but is not
limited to, items enumerated in N.J.S.A. 2C:39-1(r), except a firearm as defined by
N.JS.A. 2C:39-1(f) and 18 U.S.C. § 921, upon a teacher, administrator, other school
Board employee, Board of Education member, or another student on school grounds,
pursuant to N.J.S.A. 18A:37-2.2 through 2.5.

A student, other than a student with a disability, who commits an assault as defined above
shall be immediately removed from the school’s general education program for a period
not exceeding one calendar year and placed in an alternative education program
according to the requirements of N.J.A.C. 6A:16-9. A student with a disability who
commits an assault as defined above shall be immediately removed in accordance with
the provisions of N.J.A.C. 6A:14 and applicable Federal regulations and shall receive a
placement in accordance with N.J.A.C. 6A:14.

The Principal or designee shall remove the student in accordance with the requirenients
outlined in N.JA.C. 6A:16-5.6(d), which includes notifying the appropriate law
enforcement agency of a possible violation of the New Jersey Code of Criminal Justice.

It it is found that the removed student did not commit these offense(s), the student shall
be immediately returned to the program for which he or she was removed.

If a student, other than a student with a disability, is removed from the general education
program pursuant to N.J.A.C. 6A:16-5.6 and this Policy, and a placement in an
alternative education program is not available, the general education student shall be
provided home or other out-of-school instruction, according to N.J.A.C. 6A:16-10.2, until
placement is available.

The Superintendent shall make the final determination on whether the géneral education
student removed, in accordance with the requirements of N.JLA.C. 6A:16-5.6 and this
Policy, is prepared to return to the general education program or will remain in an
alternative education program or receive home or other out-of-school instruction based
on the criteria outlined in N.J.A.C. 6A:16-5.6(1).
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The Superintendent of Schools biannually shall submit to the Commissioner of Education
a report on each incident and the circumstance surrounding the removal of students
pursuant to N.JA.C. 6A:16-5.6 utilizing the Electronic Violence and Vandalism
Reporting System, pursuant to N.J.A.C. 6A:16-5.3(e)1.

This Policy and Regulation 5613, implementing the requirements of N.J A.C. 6A:16-5.6,
shall be annually disseminated to all school staff, students, and parents.

N.J.S.A. 18A:37-1 et seq.

N.JA.C. 6A:14-2.8 et seq.; 6A:16-5.6; 6A:16-6.1 et seq.;
0A:16-7.1 et seq.; 6A:16-8.1 et seq.; 6A:16-9.1 et seq.;
0A:16-10.2

Approve Revision: 19 December 2014
Revised: 06 January 2015
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R 5612 ASSAULTS ON DISTRICT BOARD OF EDUCATION MEMBERS OR
EMPLOYEES (M)

M
A, Definitions

“Removal” means the exclusion of a student from the regular education program
in the school in which the student was assigned and assigning the student to an
alternative education school or program for at least one calendar year, following a
proper hearing conducted by the Board of Education,

“Suspension” means a temporary exclusion from school, following due process
procedures as outlined in State law and administrative code.

“Expulsion” means a permanent exclusion from school which denies a student the
free, thorough, and efficient public education provided by the public school
district in which the student resides, based on specific conditions and following
required due process procedures as outlined in State law and administrative code,
including a hearing conducted by the Board of Education,

“School grounds” means and includes land, portions of land, structures, buildings,
and vehicles, when used for the provision of academic or extracurricular programs
sponsored by the school district or community provider and structures that
support these buildings, such as school district wastewater treatment facilities,
generating facilities, and other central services facilities including, but not limited
to, kitchens and maintenance shops. “School grounds™ also includes athletic
stadiums; swimming pools; any associated structures or related equipment tied to
such facilities including, but not limited to, grandstands; greenhouses; garages;
facilities used for non-instructional or non-educational purposes; and any
structure, building, or facility used solely for school administration. School
grounds also includes other facilities as defined in N.J.A.C. 6A:26-1.2,
playgrounds, and recreational places owned by local municipalities, private
entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

B. Removal of Students for Assault on Board Members and Employees

L. Pursuant to the provisions of N.J.A.C, 6A:16-5.7, any student who
commits an assault, as defined under N.J.S.A. 2C:12-1(a)1, not mvolving
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the use of a weapon or firearm, upon a teacher, administrator, other school
Board employee, or Board of Education member acting in the
performance of his or her duties and in a situation where his or her
authority to act 1s apparent, or as a result of the victim's relationship to the
school district, pursuant to N.J.S.A. 18A:37-2.1 shall be immediately
removed from school.

2. A student, other than a student with a disability, who commits an assault
pursuant to B.l. above, shall be immediately removed from school

consistent with due process procedures, pending a hearing, pursuant to
N.J.A.C. 6A:16-7.2 through 7.5.

a. Nothing in N.J.A.C. 6A:16-5.7 shall be construed as prohibiting
the expulsion of a general education student.
3. A student with a disability who commits an assault pursuant to B.1. above

shall be removed in accordance with N.J.A.C. 6A:14.

C.  Procedures — Removal of Students for Assault on Board Members and Employees

1. The Principal or designee shall:

a. Remove a student as set forth in B. above;

b. Isolate the student and place him or her under the supervision of
school staff until the student's parent or an appropriate agency
takes custody of the student;

c. Immediately report to the Superintendent the removal of the
student;

d. Notify the student's parent of the removal action and the student's
due process rights; and

e. Notity the appropriate law enforcement official of a possible
violation of the New Jersey Code of Criminal Justice.

2. The Board of Education shall provide due process proceedings for all

students in accordance with N.J.A.C. 6A:16-7.2, 7.3, 7.4, and 7.5 and for a
student with a disability in accordance with N.J.A.C. 6A:14-2.7 and 2.8.
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Approved Revision: 19 December 2014
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R 5613 REMOVAL OF STUDENTS FOR ASSAULTS WITH WEAPONS OFFENSES

M

A.

B.

M)

Definitions

“Removal” means the exclusion of a student from the general education program
in the school in which the student was assigned and assigning the student to an
alternative education school or program for at least one calendar year, following a
proper hearing conducted by the Board of Education.

“Suspension” means a temporary exclusion from school, following due process
procedures as outlined in State law and administrative code.

“HExpulsion” means a permanent exclusion from school which denies a student the
free, thorough, and efficient public education provided by the public school
district in which the student resides, based on specific conditions and following
required due process procedures as outlined in State law and administrative code,
including a hearing conducted by the Board of Education.

“School grounds™ means and meludes land, portions of land, structures, buildings,
and vehicles, when used for the provision of academic or extracurricular programs
sponsored by the school district or community provider and structures that
support these buildings, such as school district wastewater treatment facilities,
generating facilities, and other central services facilities including, but not limited
to, kifchens and maintenance shops. “School grounds” also includes athletic
stadiums; swimming pools; any associated structures or related equipment tied to
such facilities including, but not limited to, grandstands; greenhouses; garages;

facilities used for non-instructional or non-educational purposes; and any

structure, building, or facility used solely for school administration. School
grounds also includes other facilities as defined in NJA.C. 6A:26-1.2,
playgrounds, and recreational places owned by local municipalities, private
entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

Removal of Students for Assaults with Weapons Offenses

1. Pursuant to the provisions of N.J.A.C. 6A:16-5.6, any student, other than a
student with a disability, who commits an assault, as defined under

(M)
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N.J.S.A. 2C:12-1(a)1, with a weapon, which includes, but is not limited to,
items enumerated in N.J.S.A. 2C:39-1(r), except a firearm as defined by
N.J.S.A. 2C:39-1(f) and 18 U.S.C. § 921, upon a teacher, administrator,
other- school Board employee, Board of Education member, or another
student on school grounds, pursuant to N.J.S.A. 18A:37-2.2 through 2.5
shall be immediately removed from the school’s general education
program for a period not exceeding one calendar year.

2. The Superintendent may modify on a case-by-case basis the removal of a
general education student.

3. Nothing in N.J.A.C. 6A:16-5.6 shall be construed to prohibit the expulsion
of a general education student.

4, The Board shall immediately remove students with disabilities for assaults
with weapons offenses in accordance with N.J.A.C. 6A:14 and applicable
Federal regulations.

C.  Procedures — Removal of Students for Assaults with Weapons Offenses

1. The Principal or designee shall:
a. Remove a student as set forth in B. above;
b. Isolate the student and place him or her under the supervision of

school staff until the student's parent or a law enforcement official

takes custody of the student;

C. Immediately report to the Superintendent the removal of the
student;

d. Notify the appropriate law enforcement agency of a possible
violation of the New Jersey Code of Criminal Justice; and

€. Notify the student's parent of the following information:
(1)  The removal action;

(2)  The law enforcement notification;
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(3)  The change of custody, if it occurs; and

(4) A general education student's due process rights, pursuant
to NJ.A.C. 6A:16-7.2 through 7.5 or a student with a
disability’'s due process rights, as set forth in N.J.A.C.
6A:14-2.7 and 2.8 and N.J.A.C. 6A:16-7.2 through 7.5.

2. A student, other than a student with a disability, removed from the general
education program pursuant to N.JA.C. 6A:16-5.6 shall be placed in an
alternative education program, according to the requirements of N.J.A.C.
6A:16-9:

a. If placement in an alternative education program is not available,
the general education student shall be provided home or other out-
of-school instruction, according to N.J.A.C. 6A:16-10, until
placement is available.

3. A student with a disability removed pursuant to B. above shall receive a
placement in accordance with N.J.A.C. 6A:14.

4, A student, other than a student with a disability, removed pursuant to B.
above shall be entitled to an informal hearing, pursuant to N.J.A.C. 6A:16-
7.2 and 7.3, and a hearing before the Board of Education pursuant to
NJ.A.C. 6A:16-7.3.

5. If it is found that the removed student did not commit the offense(s), the
student shall be immediately returned to the program from which he or she
was removed.

D.  Return to General Education Program

1. The Superintendent shall make the final determination on whether the
general education student is prepared to return to the general education
program or will remain in an alternative education program or receive
home or other out-of-school instruction based on the following criteria:

a. The nature and severity of the offense;

b. The Board’s removal decision;
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(3 The results of relevant testing, assessment, or evaluation of the
student; and
d. The recommendation of the Principal or Director of the alternative

education program or home or other out-of-school instruction
program in which the student has been placed.

E. Exception

1. The provisions of N.J.A.C. 6A:16-5.6 shall not apply to a student who has
obtained the Superintendent’s written authorization to lawfully possess a

firearm or other weapon while participating in a school-sponsored
function.

a. The Superintendent shall not provide authorization to a student who
has been convicted or adjudicated delinquent for possession of a
firearm or weapon or for a crime involving the use of a firearm.

Approved Revision: 19 December 2014
Revised: 06 January 2015




PLEASANTVILLE

REGULATION BOARD OF EDUCATION

PROPERTY

R 7441/Page 1 of 3

ELECTRONIC SURVEILLANCE IN SCHOOL BUILDINGS AND ON
SCHOOL GROUDS

R 7441 ELECTRONIC SURVEILLANCE IN SCHOOL BUILDINGS AND ON
SCHOOL GROUDS

In order to enhance a safe and secure environment, the Board authorizes electronic
surveillance devices to be used on district property and on school grounds.

A.  Recording and Notice

1. Surveillance devices may include, but are not limited to, sound/video
cameras, audio recording devices, and other appropriate devices.

2. Recordings may be used to monitor and observe the conduct of school
district staff, pupils, community members, and other person(s) in school
buildings or on school grounds.

3. Notice regarding the use of surveillance devices will be posted in school
* buildings or on school grounds where surveillance devices may be used.

B.  Pupil Records and Notice

School district personne! will comply with the provisions of applicable law
regarding pupil record requirements including the Family Education and Privacy
Act and the Individual with Disabilities Education Improvement Act. Recordings
considered for retention, as a part of a pupil’s behavioral record, will be
maintained in accordance with established pupil record procedures governing
access, review, and release of pupil records.

C. Staff Records and Notice

1. Retordings considered for retention as part of the employee’s personnel
record will be maintained in accordance with established Board personnel
policies, administrative regulations, applicable law, and any labor
agreements governing access, review, and release of employee personnel
records.

2, The district will provide notice to pupils, parent(s) or legal guardian(s), and
school staff members that surveillance devices may be used in school
buildings and on school grounds.
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D. Storage/Security
1. All recordings will be stored by the Superintendent or designee, and

secured to ensure confidentiality.

2. Recordings will be stored for twenty-eight calendar days after initial
recording, whereupon such recordings will be erased or discarded, unless
there 1s a legitimate reason for retaining such recording for review.

E. Use

1. The determination of the location of surveillance devices shall be made by
the school Principal.

2. Tampering with or otherwise interfering with surveillance equipment is
prohibited. Any individual found tampering with equipment shall be
subject to discipline.

F. Viewing or Listening

1. Initial viewing or listening to recordings will be done by the Building
Principal or designee.

2. Requests for viewing or listening will be limited to persons with a direct
interest in any proceedings, disciplinary or otherwise, resulting from the
recordings, as deemed appropriate by the Building Principal or designee.

3. Oﬁly the portion of the recording concerning a specific meident will be
made available for viewing.

4,  Viewing or listening to the recording will be permitted on school property
or as otherwise required by law.

5. All viewing will be in the presence of the Building Principal or designee.

6. A written log will be maintained by the Building Principal or designee of

those viewing video recordings including date of viewing, reason for
viewing, the date the recording was made, and the signature of the viewer.




PLEASANTVILLE

REGULATION BOARD OF EDUCATION

PROPERTY

R 7441/Page 3 of 3

ELECTRONIC SURVEILLANCE IN SCHOOL BUILDINGS AND ON
: SCHOOL GROUDS

7. Video recordings remain the property of the district and may be reproduced
only in accordance with law, including applicable district pupil records
policy and procedures and district personnel records policy, procedures
and applicable labor agreements.

G.  Purchase, Maintenance, Replacement of Equipment/Supplies
1. The Building Principal will be responsible for the purchase, maintenance,

and replacement of all electronic surveillance devices.

Tssued: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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8690 MONITORING DEVICES ON SCHOOL VEHICLES

The Board of Education recognizes that safe and secure conditions for all pupils
transported in school owned or contracted school vehicles is paramount. Pupils
transported in a school owned or contracted school vehicle must maintain proper
discipline in the vehicle at all times.

To maintain the safe and secure conditions for all pupils transported on school owned or
contracted school vehicles, the Board may use devices to monitor and/or observe pupil
behavior, teacher and support staft behavior, school bus driver discipline procedures
and/or school bus driver driving techniques. The device may be a sound video camera, a
voice monitoring device or other appropriate devices. Each school vehicle will have a
sign clearly posted in the school vehicle stating that:

“Video And/Or Audio Monitoring Devices Are Used On School Owned And Contracted
Vehicles And This Vehicle May Be Monitored At Any Time.”

The recording may be used in pupil and staff discipline matters, driver evaluations or for
driver discipline or training. Notice of this policy will be provided to parent(s) or legal
guardian(s) and all transportation personnel each year in staff, pupil and/or parent
handbooks.

N.J.S.A. 18A:11-1
20 USCA 1231g
30 CFR 300.571 Part 99, 300.572, 300.5773

Adopted: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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R 8690 MONITORING DEVICES ON SCHOOL VEHICLES

Recording and Notice

1.

2.

3.

4.

5.

In order to maintain a safe and secure environment for all pupils
transported on school vehicles the transportation coordinator may cause
recording devices to be installed in any district owned or contracted
vehicles and activated at specific times.

Monitoring devices may include sound videocameras, audio recording
devices and other appropriate devices.

Pupils and drivers will not be notified when a recording device is “on
board” and in use on district vehicles.

Each school vehicle shall have a sign, prominently displayed stating that:
“Video and/or audio monitoring devices are used on school district owned
and contracted vehicles and this vehicle may be monitored at any time.”

Recordings may be used to monitor and observe the behavior of pupils,
teaching and support staff members and the vehicle operator.

Pupil Records and Notice

L.

School district personnel will comply with provisions of law regarding
pupil records requirements including the Family Education and Privacy
Act and the Individual with Disabilities Education Act as applicable in the
district’s use of video recordings. Video recordings considered for
retention as a part of the pupil’s behavioral record will be maintained in
accordance with established pupil record procedures governing access,
review and release of pupil records.

The school district personnel will include annual notice in parent/pupil
handbooks that monitoring devices may be used on school transportation
vehicles transporting pupils to and from curricular and co-curricular
activities.
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Staff Records and Notice

1. Recordings considered for retention as part of the employee’s personnel
record will be maintained in accordance with established Board personnel
policies, administrative regulations and labor agreements governing
access, review and release of employee personnel records.

2. The district will include notice to personnel that monitoring devices may
be used on school vehicles.

3. Staff will not be notified when a video camera is “on board” and in use on
district vehicles.
Storage/Security
1. All recordings will be stored and secured by the district to ensure
confidentiality. '
2. Recordings will be stored for one year after initial recording, whereupon

such recordings will be released and erased, unless there is an incident
pending resolution or litigation is anticipated.

3. Recordings held for review of pupil or staff incident will be maintained in
their original form pending resolution. The recording media will then be
cither released for erasure or retained as necessary as a part of the pupil’s
behavioral record and/or employee’s personnel record in accordance with
the established district procedures.

Use

L. The decision to activate recording devices on specific vehicles and at
specific times shall be made by the Superintendent or his designee.

2. Monitoring devices will be used on school vehicles.
3. Staff and pupils are prohibited from tampering with or otherwise

interfering with recording equipment. Any individual found tampering
with equipment shall be subject to discipline.
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Viewing or Listening

1. Initial viewing or listening to recordings will be done by the
Superintendent or his designee.

2. Requests for viewing or listening will be limited to those parenfs or
guardians, pupils, teaching or support staff, drivers and district officials
with a direct interest in any proceedings, disciplinary or otherwise
resulting from the recordings as deemed appropriate by the Superintendent
or designee.

3. Only the portion of the video or audio recording conceming a specific
incident will be made available for viewing.

4. Approval/denial for viewing or listening will be made within five working
days of receipt of request and so communicated to the requesting
individual(s).

5. Actual viewing or listening to the recording will be permitted at the district

office or as otherwise required by law.
6. All viewing will be in the presence of the Superintendent or designee.

7. A written log will be maintained of those viewing video recordings
including date of viewing, reason for viewing, the date the recording was
made, vehicle video-taped and driver and the signature of the viewer.

8. Video recordings remain the property of the district and may be reproduced
only in accordance with law, including applicable district pupil records
policy and procedures and district personnel records policy, procedures
and applicable labor agreements.

Purchase, Maintenance, Replacement of Equipment/Supplies
1. The Business Office will be responsible for the purchase, maintenance and

replacement of all monitoring devices and supplies and develop a long-
range video equipment and supply replacement cycle.
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2. Vehicle drivers will be responsible to notify the B'_usiness Administrator if
equipment is damaged and for the care of monitoring devices while
operating district vehicles.

Issued: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 11 April 2016
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3462 REPORTING POTENTIALLY MISSING OR ABUSED CHILDREN (M)

M

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 to provide 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.JLA.C. 6A:16-11.1, and N.J.S.A. 9:6-8.10.

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 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 resuit in retaliation against the student or in discrimination
against the reporter with respect to his or her employment.

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.
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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 the Director of Special Services 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 1utual 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.J.A.C. 6A:16-6.2(b)1, consistent with the
Memorandum of Understanding, 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.J.A.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.

Any employee, volunteer, or intern with reasonable cause to suspect or believe that a
student has attempted or completed suicide, shall report the information to the
Department of Human Services, Division of Mental Health and Addiction Services, in a
form and manner prescribed by the Division of Mental Health and Addiction Services
pursuant to N.J.S.A. 30:9A-24.a.

N.J.S.A. 18A:36-24; 18A:36-25 et seq.
N.JAC 6A:16-11.1

Adopted: 26 June 2007

Revised: 19 December 2014 .
Revised: 06 January 2015

Revised: 25 April 2017
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R 8462 REPORTING POTENTIALLY MISSING OR ABUSED CHILDREN (M)

Definitions

1.

An “abused child” as defined in N.J.S.A. 9:6-8.9, is a child under the age
of eighteen years whose parent, guardian, or other person having his/her
custody and control:

a. Inflicts or allows to be inflicted upon such child physical injury by
other than accidental means which causes or creates a substantial
risk of death, or serious or protracted disfigurement, or protracted
impairment of physical or emotional health or protracted loss or
impairment of the function of any bodily organ;

b. Creates or allows to be created a substantial or ongoing risk of
physical injury to such child by other than accidental means which
would be likely to cause death or serious protracted disfigurement,
or protracted loss or impairment of the function of any bodily

organ;

c. Commits or allows to be committed an act of sexual abuse against
the child;

d. Or a child whose phyéical, mental, or emotional condition has been

impaired or is in imminent danger of becoming impaired as the
result of the failure of his/her parent, guardian, or other person
having his/her custody and control, to exercise a minimum degree
of care: (1) in supplying the child with adequate food, clothing,
shelter, education, medical, or surgical care though financially able
to do so or though offered financial or other reasonable means to
do so; or (2) in providing the child the proper supervision or
guardianship, by unreasonably inflicting or allowing to be inflicted
harm, or substantial risk thereof, including the infliction of
excessive corporal punishment or using excessive physical
restraint under circumstances which do not indicate that the child’s
behavior is harmful to himselt’herself, others or property, or by
any other act of similarly serious nature requiring the aid of the
court; '
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Or a child who has been willfully abandoned by his/her parent,
guardian, or other person having his/her custody and control; or

Or a child who is in an institution as defined under N.J.S.A. 9:6-
8.21 and: (1) has been so placed inappropriately for a continued
period of time with the knowledge that the placement has resulted
and may continue to result in harm to the child’s mental or
physical well-being; or (2) has been willfully isolated from
ordinary social contact under circumstances which indicate
emotional or social deprivation.

A child shall not be considered abused under N.J.S.A. 9:6-8.9 if the acts or
omissions described therein occur in a day school as defined in N.J.S.A.
9:6-8.21.

An “intern” means a post-secondary student or graduate student in a
professional field gaining supervised practical expetrience.

B. Indications of Child Abuse and/or Neglect

1.

The suspicion of child abuse and/or neglect may be based on the
comnplaints of the child or on the direct observations of the employee,
volunteer, or intern. A person should suspect child abuse and/or neglect
when certain conditions appear to be present. The conditions may be, but
are not limited to, whenever:

d.

There is evidence of physical injury to a student not likely to have
been caused by an accident, regardless of the student’s explanation
of the injury;

A student complains of having been injured or having been
sexually molested, with or without external signs of physical

injury;
A student appears to be malnourished;

A student’s general condition indicates a persistent want of care,
such as clothing inadequate for the weather, inadequate hygiene,
lack of sleep, decayed and broken teeth, and the like;
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e. A student complains of or indicates by other means that he/she has
been subjected to threats or emotional abuse;

f. A student is excessively apprehensive, fearful, withdrawn, or
aggressive;
g A student is afraid to go home after school or arrives to school

unreasonably early;
h. A parent or the caretaker of a child admits having abused the child;

I. The removal from school by the parent, guardian, or other person
having custody and control of the child that may be an 1ndlcat0r of
additional grievous abuses; or

J- School district personnel have any other reason to believe that a
child has been subject to child abuse and/or neglect, to include but
not be limited to, physical abuse, sexual abuse, neglect,
educational abuse, and educational neglect.

C. Notification Requirements for School District Employees, Volunteers, or Interns

1. Empioyees, volunteers, or interns working in the school district shall
immediately notify designated child welfare authorities of incidents of
alleged missing, abused, or neglected children.

a. 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.

b. 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.

(1) Notice to the Principal or other designated school official(s)
need not be given when the person believes the notice
would likely endanger the reporter or student involved or
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when the person believes the disclosure would likely result
in retaliation against the student or in discrimination against
the reporter with respect to his or her employment.

2. 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.

D. School District’s Notification to Law Enforcement

1. 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 of incidents of potentially missing, abused, or neglected child
situations.

a. Notification procedures to child welfare authorities and law
enforcement authorities regarding alleged incidents of missing,
abused, or neglected children shall be consistent with the
Memorandum of Agreement between education and law
enforcement authorities pursuant to N.J.A.C. 6A:16-6.2(b)13.

b. Notification to appropriate law enforcement authorities shall be
made for all reports by employees, volunteers, or interns working
in the school district.

(1)  The notification to appropriate law enforcement authorities
on behalf of a student attending a receiving school shall be
made to the law enforcement authorities identified in the
receiving school’s Memorandum of Agreement as required
by N.JLA.C. 6A:16-6.2(b)13.

2. 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,
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School District Cooperation with Designated Law Enforcement Authorities

1.

The school district will cooperate with designated child welfare and law
enforcement authorities in all investigations of potentially missing,
abused, or neglected children.

a. Accommodations shall be made permitting the child welfare and
law enforcement investigators to interview the student in the
presence of the Principal or other designated school official(s).

(1 If the student is intimidated by the presence of the school
representative, the student shall be requested to name an
employee, volunteer, or intern working in the school
district whom he or she feels will be supportive, and who
will be allowed to accompany the student during the
interview.

b. District administrative and/or supervisory staff members will assist
designated child welfare and law enforcement authorities in
scheduling interviews with any employee, volunteer, or intern
working in the school district who may have information relevant
to the investigation.

C. In accordance with N.J.A.C. 6A:16-11.1(a)5.1ii., the district will
release all records of the student who is the subject of the
investigation that are deemed to be relevant to the assessment or
treatment of a potentially missing, abused, or neglected child
pursuant to N.J.S.A. 18A:36-19, N.J.S.A. 9:8-8.40 and allowable
under the Family Education Rights and Privacy Act (FERPA), 34
CFR Part 99.

d. In accordance with N.J.A.C. 6A:16-11.1(a)5.1v., the district will

ensure the mamtenance, security, and release of all confidential
information about potential missing, abused, or neglected child
situations is in accordance with N.J.S.A. 18A:36-16, N.J.S.A. 9:8-
8.40, and N.J.A.C. 6A:32-7.

(1) All information regarding allegations of - potentially
missing, abused, or neglected children reported to
authorities about an employee, volunteer, or intern working
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in the school district shall be considered confidential and
may be disclosed only as required in order to cooperate in
investigations pursuant to N.J.A.C. 6A:16-11.1(a)2. and 3.
or by virtue of a Court Order. Records pertaining to such
information shall be maintained in a sccure location
separate from other employee personnel records and
accessible only to the Superintendent or designee.

€. In accordance with N.JLA.C. 6A:16-11.1(a)5.v., the district will
release the student to child welfare authorities while school is in
session when it is necessary to protect the student or take the
student to a service provider.

(1) Such removal shall take place only after the Principal or
other designated school official(s) has been provided, either
in advance or at the time removal is sought, with
appropriate documentation that the child welfare authority
has already removed, or has appropriate authority to
remove, the student from his or her hone, as specified in
N.J.S.A. 9:6-8.27 through 8.30.

f. The district will cooperate in the transfer of a student who has been
removed from his or her home by designated child welfare
authorities for proper care and protection pursuant to N.J.S.A. 9:6-
8.28 and 8.29 to another school.

F. Due Process Rights of a School Employee, Volunteer, or Intern Named As a
Suspect ‘

1.

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.

Temporary reassignment or suspension of an employee, volunteer, or
intern working in the school district named as a suspect pursuant to
N.J.A.C. 6A:16-11.1(a)2 shall occur only if there is reason to believe that
the life or health of the alleged victim or other student is in jeopardy due
to continued contact between the employee, volunteer, or intern and the
student.
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3. All references to a notification to the designated child welfare authorities
of a potential missing-, abused-, or neglected-child situation involving a
school district employee, shall be removed from the employee's personnel
records immediately following the receipt of an official notice from child
welfare authorities that the allegation was unfounded pursuant to N.J.S.A.
18A:6-7a.

Adopted: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
Revised: 25 April 2017
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M

The Board of Education recognizes a teaching staff member who reports to work under
the influence of drugs or alcohol poses a significant threat to their health, safety, and
welfare and the health, safety, and welfare of others, including students and other staff
members. The Board strongly advises any teaching staff member that has a dependency
on a substance as defined in this Policy to seck appropriate treatment. The Board has an
obligation and the right to maintain a safe and healthy work environment and adopts this
Policy as an important component toward maintaining a safe environment in the school
district. A teaching staff member is prohibited from possession, use, distribution, or
being under the influence of any substance during work hours or at a school-sponsored
function where the teaching staff member has been assigned job responsibilities.

For the purposes of this Policy, “substance” or “substances” means alcoholic beverages,
any controlled dangerous substances, including anabolic steroids as defined in N.J.S.A.
24:21-2 and N.J.S.A. 2C:35-2, or any chemical or chemical compound which releases
vapors or fumes causing a condition of mtoxication, inebriation, excitement, stupefaction,
or dulling of the brain or nervous system, including, but not limited to, glue containing a
solvent having the property of releasing toxic vapors or fumes as defined in N.J.S.A.
2C:35-10.4, and over-the-counter and prescription medications that are improperly used
to cause intoxication, inebriation, excitement, stupefaction, or dulling of the brain or
nervous system. ‘ '

Any teaching staff member who reports to work or attends a school-sponsored function
where the teaching staff member has assigned job responsibilities under the influence of
or in possession of any substance will be subject to appropriate discipline, which may
include termination of a non-tenured teaching staff member or the filing of tenure charges
for a tenured teaching staff member in accordance with law.

A teaching staff member shall be required to submit to an immediate medical
examination to include a substance test if the Principal or designee has reasonable
suspicion to believe a teaching staff member is under the influence of a substance during
work hours or at a school-sponsored function where the teaching staff member has been
assigned job responsibilities. Refusal of a teaching staff member to consent to the
medical examination and substance test will be determined to be a positive result.

A teaching staff member may be requested to obtain a drug and alcohol test after a
workplace accident. This request will comply with all relevant State, Federal and OSHA
laws and regulations. The decision to test an employee will be made by the
Superintendent or his designee and shall be based on factors which shall include but not
limited to; fault, need to obtain causation, seriousness of the injury, job being performed,
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job classification, and there is reasonable suspicion that the employee was impaired. The
Policy will not be used to punish employees who are reporting an accident or to
discourage the proper and timely reporting of workplace accidents.

In the event a teaching staff member’s medical examination and substance test results are
negative for a substance, any documents or records pertaining to the requirement for the
examination and test and results will not be maintained by the school district. Any
required examination and testing shall be paid for by the Board. The teaching staff
member will be afforded the opportunity to have any test results confirmed using
acceptable test confirmation practices. This confirming test shall be paid for by the
teaching staff member,

In accordance with the requirements of N.J.A.C. 6A:16-6.3(a), any teaching staff member
who, in the course of their employment, has reason to believe a school staff member has
unlawfully possessed or in any way been involved m the distribution of a controlled
dangerous substance, including anabolic steroids, or drug paraphernalia shall report the
matter as soon as possible to the Principal, or in the absence of the Principal, to the staff
member responsible at the time of the alleged violation. FEither the Principal or the staff
member shall notify the Superintendent of Schools who shall notify, as soon as- possible,
the County Prosecutor or other law enforcement official designated by the County
Prosecutor to receive such information. The Superintendent or designee shall provide to
the County Prosecutor or designee all known information concerning the matter,
including the identity of the stafl member involved.

In accordance with the provisions of N.J.A.C. 6A:16-6.3(a)3, the Superintendent or
designee shall not disclose the identity of a teaching staff member who has voluntarily
sought and participated in an appropriate treatment or counseling program for an alcohol
or drug abuse problem, provided the teaching staff member is not reasonably believed to
be involved or implicated in drug-distribution activities. An admission by a teaching
staff member in response to questioning initiated by the Principal or designee or
following the discovery by the Principal or designee of a controlled dangerous substance,
including anabolic steroids, or drug paraphernalia, shall not constitute a voluntary, self-
initiated request for counseling and treatment.

42 CFR Part 2
NJ.A.C. 6A:16-6.3; 6A:32-6.3
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M
A. Definition
1. “Principal or designee” means the teaching staff member’s Principal or a

staff member designated by the Principal to be responsible at the time of
the alleged violation or the teaching staff member’s supervisor or a staff
member designated by the teaching staff member’s supervisor to be
responsible at the time of the alleged violation.

2. “Substance™ or “substances” means alcoholic beverages, any controlled
dangerous substances, including anabolic steroids as defined in N.J.S.A.
24:21-2 and N.J.S.A. 2C:35-2, or any chemical or chemical compound
which releases vapors or fumes causing a condition of intoxication,
inecbriation, excitement, stupefaction, or dulling of the brain or nervous
system, including, but not limited to, glue containing a solvent having the
property of releasing toxic vapors or fumes as defined in N.J.S.A. 2C:35-
10.4, and over-the-counter and prescription medications that are
improperly used to cause intoxication, inebriation, excitement,
stupefaction, or dulling of the brain or nervous system.

3. “Substance test” means a ftest conducted by a State-licensed clinical
laboratory using accepted substance use practices, accepted chain of
custody procedures, and testing methodology recommended by the
laboratory mstrument’s manufacturer.

4, “Under the influence” means the presence of a substance as defined in
Policy 3218 and this Regulation as confirmed in a medical examination
and substance test.

B. Procedures to be Followed When a Teaching Staff Member is Suspected to be
Under the Influence of a Substance '

1. The following procedures shall be used when a teaching staff member is
suspected of being under the influence of a substance during work hours
or at a school-sponsored function where the teaching staff member has
been assigned job responsibilities.
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a. The Principal or designee, upon receiving a report or information a
teaching staff member may be under the influence of a substance
during work hours or at a school-sponsored function where the
teaching staff member has been assigned job responsibilities will:

(1) Immediately notify the Superintendent of Schools;
(2) Immediately meet with the teaching staff member;

(a) The Principal or designee may include another staff
member in this meeting; and ‘

(b) The teaching staff member suspected of being under
the influence may include another staff member or a
representative of their choice in this meeting,

b. The Principal or designee shall present to the teaching staff
member the report or information supporting the suspicion the
teaching staff member may be under the influence of a substance.

C. The teaching staff member shall be provided an opportunity to
respond to the report or information presented by the Principal or
designee.

d. In the event the Principal or designee believes the teaching staff

member may be under the influence of a substance after meeting
with the teaching staff member, the Principal or designee will
arrange for an immediate medical examination to include a
substance test.

e. The teaching staff member shall be transported to the examination
and testing location by means of transportation approved by the
Superintendent or designee and shall be accompanied by the
Principal or designee.

f. The teaching staff member, prior to the medical examination and
substance test, will be informed by the physician or the physician’s
designee on the type of testing to be completed and the substances
that will be tested.
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g. The teaching staff member may, prior to being examined and
tested, disclose to the physician any prescription medicine, over-
the-counter medicine or supplements, or any other reason why the
teaching staff member’s test results may be positive.

h. A teaching staff member’s refusal to be examined or tested in
accordance with the provisions of Policy 3218 and this Regulation
will be deemed as a positive test for substances.

2. The medical examination and substance test shall be used by the physician
to determine if the teaching staff member is under the influence of any
substance as defined in Policy 3218 and this Regulation. The substance
test procedures will provide for a confirming test using acceptable
confirmation test procedures.

3. The physician shall receive the results of the substance test within twenty-
four hours of the test being administered. If the results of the substance
test are not available within twenty-four hours, the physician shall report
the results to the Superintendent and the teaching staff member as soon as
the test results are available.

4. If the physician determines, based upon the medical examination and the
results of the substance test, that the teaching staff member was not under
the influence of a substance during work hours or at a school-sponsored
function where the teaching staff member was assigned job
responsibilities, the physician will notify the Superintendent of such
results and the teaching staff member shall return to their position in the
school district. Any records or documentation related to the incident shall
not be included in the teaching staff member’s personnel file.

5. If the physician determines, based upon the medical examination and the
results of the substance test, that the teaching staff inember was under the
influence of a substance during work hours or at a school-sponsored
function where the teaching staff member was assigned job
responsibilities, the physician will:

a. Discuss the results of the examination and substance test with the
teaching staff member and provide the teaching staff member an
opportunity to present any medical or other reasons for the
physician’s determination.
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b. Provide the teaching staff member an opportunity to have the
substance test results confirmed by a State-licensed clinical
laboratory selected by the staff member and approved by the
physician. '

(1) The physician will schedule and coordinate the confirming
test procedures, imcluding the acceptable time period for the
confirming test to be conducted based on the existing test
results, and the tinie in which a confirming test result
would be valid.

(2} The confirming substance test results must be provided to
the physician within the time period required by the
physician.

(3)  Any confirming test results provided to the physician not
within the time period required by the physician shall not
be accepted and the teaching staff member shall be
determined to have waived their right to a have a
confirming substance test considered by the physician.

C. After completing the requirements in a. and b. above the physician
shall make a final determination whether the teaching staff
member was under the influence of a substance during the work
hours or at a school-sponsored function where the teaching staff
member was assigned job responsibilities.

(1y  If the physician makes a final determination the teaching
staff member was not under the influence during work
hours or at a school-sponsored function where the teaching
staff member was assigned job responsibilities, the
physician will report these results to the Superintendent and
the teaching staff member shall return to their position in
the school district and any records or documentation related
to the incident shall not be included in the teaching staff
member’s personnel file.

(2)  If the physician makes a final determination the teaching
staff member was under the influence during work hours or
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at a school-sponsored function where the teaching staff
member was assigned job responsibilities, the physician
will report these results to the Superintendent of Schools
and the teaching staff member will be required to meet with
the Superintendent.

C. Procedures to be Followed When a Teaching Staff Member is Determined to be
Under the Influence of a Substance

1. Any teaching staff member who has been determined by the physician to
be under the influence of a substance during work hours or at a school-
sponsored function where the teaching staff member was assigned job
responsibilities shall be required to meet with the Superintendent.

a. The teaching staff member may include a staff member or a
representative of their choice in this meeting.

2. The Superintendent will provide the teaching staff member an opportunity
to respond to the physician’s determination.

3. A teaching staff member who has been determined to have been under the
influence of a substance during work hours or at a school-sponsored
function where the teaching staff member was assigned job
responsibilities will be subject to appropriate discipline which may include
termination of a non-tenured teaching staff member or the filing of tenure
charges for a tenured teaching staff member.

Tssued: 16 March 2016
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M

The Board of Education recognizes a support staff member who reports to work under the
influence of drugs or alcohol poses a significant threat to their health, safety, and welfare
and the health, safety, and welfare of others, including students and other staff members.
The Board strongly advises any support staff member that has a dependency on a
substance as defined in this Policy to seek appropriate treatment. The Board has an
obligation and the right to maintain a safe and healthy work environment and adopts this
Policy as an important component toward maintaining a safe environment in the school
district. A support staff member is prohibited from possession, use, distribution, or being
under the influence of any substance during work hours.

For the purposes of this Policy, “substance™ or “substances” means alcoholic beverages,
any controlled dangerous substances, including anabolic steroids as defined in N.J.S.A.
24:21-2 and N.J.S.A. 2C:35-2, or any chemical or chemical compound which releases
vapors or fumes causing a condition of intoxication, inebriation, excitement, stupefaction,
or dulling of the brain or nervous system, including, but not limited to, glue containing a
solvent having the property of releasing toxic vapors or fumes as defined in N.J.S.A.
2C:35-10.4, and over-the-counter and prescription medications that are improperly used
to cause intoxication, inebriation, excitement, stupefaction, or dulling of the brain or
nervous system.

Any support staff member who reports to work under the influence of or in possession of
any substance will be subject to appropriate discipline, which may include termination or
the filing of tenure charges for a tenured support staff member in accordance with law.

A support staff member shall be required to submit to an immediate medical examination
to include a substance test if the support staff member’s supervisor has reasonable
suspicion to believe a support staff member is under the influence of a substance during
work hours. Refusal of a support staff member to consent to the medical examination
and substance test will be determined to be a positive result.

A support staff member may be requested to obtain a drug and alcohol test after a
workplace accident. This request will comply with all relevant State, Federal and OSHA
laws and regulations. The decision to test an employee will be made by the
Superintendent or his designee and shall be based on factors which shall include but not
limited to; fault, need to obtain causation, seriousness of the injury, job being performed,
job classification, and there is reasonable suspicion that the employee was impaired. The
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Policy will not be used to punish employees who are reporting an accident or to
discourage the proper and timely reporting of workplace accidents.

In the event a support staff member’s medical examination and substance test results are
negative for a substance, any documents or records pertaining to the requirement for the
examination and test and results will not be maintained by the school district. Any
required examination and testing shall be paid for by the Board. The support staff
member will be afforded the opportunity to have any test results confirmed using
acceptable test confirmation practices. This confirming test shall be paid for by the
support staff member.

In accordance with the requirements of N.J.A.C. 6A:16-6.3(a), any support staff member
who, in the course of their employment, has reason to believe a school staff member has
unlawfully possessed or in any way been involved in the distribution of a controlled
dangerous substance, including anabolic steroids, or drug paraphernalia shall report the
matter as soon as possible to the Principal, or in the absence of the Principal, to the staff
member responsible at the time of the alleged violation. Either the Prmcipal or the staff
member shall notify the Superintendent of Schools who shall notify, as soon as possible,
the County Prosecutor or other law enforcement official designated by the County
Prosecutor to receive such information. The Superintendent or designee shall provide to
the County Prosecutor or designee all known information concerning the matter,
mcluding the identity of the staff member involved.

In accordance with the provisions of N.J.A.C. 6A:16-6.3(a)3, the Superintendent or
designee shall not disclose the identity of a support staff member who has voluntarily
sought and participated in an appropriate treatment or counseling program for an alcohol
or drug abuse problem, provided the support staff member is not reasonably believed to
be invoived or implicated in drug-distribution activities. An admission by a support staff
member in response to questioming initiated by the Principal or designee or following the
discovery by the Principal or designee of a controlled dangerous substance, including
anabolic steroids, or drug paraphernalia, shall not constitute a voluntary, self-initiated
request for counseling and treatment. '

42 CI'R Part 2
NJ.A.C. 6A:16-6.3; 6A:32-6.3
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A. Definition
1. “Substance” or “substances” means alcoholic beverages, any controlled

dangerous substances, including anabolic steroids as defined in N.J.S.A.
24:21-2 and N.J.S.A. 2C:35-2, or any chemical or chemical compound
which releases vapors or fumes causing a condition of intoxication,
inebriation, excitement, stupefaction, or dulling of the brain or nervous
system, including, but not limited to, glue containing a solvent having the
property of releasing toxic vapors or fumes as defined in N.J.S.A. 2C:35-
104, and over-the-counter and prescription medications that are
improperly used to cause intoxication, inebriation, excitement,
stupefaction, or dulling of the brain or nervous system.

2. “Substance test” means a test conducted by a State-licensed clinical
laboratory using accepted substance use practices, accepted chain of
custody procedures, and testing methodology recommended by the
laboratory instrument’s manufacturer.

3. “Support staff member’s supervisor” or “supervisor” means the building
or district administrative staff member who is responsible for supervising
the support staff member. For the purposes of this Policy and Regulation,
the support staff member’s supervisor shall be the support staff member’s
Principal, School Business Administrator/Board Secretary, district
Director or Supervisor, or any other administrative staff member
designated by the Superintendent.

4, “Under the influence™ means the presence of a substance as defined in
Policy 4218 and this Regulation as confirmed in a medical examination
and substance test.

B. Procedures to be Followed When a Support Staff Member is Suspected to be
Under the Influence of a Substance

1. The following procedures shall be used when a support staff member is
suspected of being under the influence of a substance during work hours.
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a. The support staff member’s supervisor, upon receiving a report or
information a support staff member may be under the influence of
a substance during work hours will:

(1)  Immediately notify the Superintendent of Schools;
(2}  Immediately meet with the support staff member;

(a) The support staff member’s supervisor may include
another staff member m this meeting; and

(b) The support staff member suspected of being under
the influence may include another staff member or a
representative of their chotce in this meeting.

b. The support staff member’s supervisor shall present to the support
staff member the report or information supporting the suspicion the
support staff member may be under the influence of a substance.

c. The support staff member shall be provided an opportunity to
respond to the report or information presented by the supervisor.

d. In the event the supervisor or designee believes the support staff
member may be under the influence of a substance after meeting
with the support statff member, the supervisor will arrange for an
immediate medical examination to include a substance test.

e. The support staff member shall be transported to the examination
and testing location by means of transportation approved by the
Superintendent or designee and shall be accompamied by the
support staff member’s supervisor or designee.

f. The support staff member, prior to the medical examination and
substance test, will be informed by the physician or the physician’s
designee on the type of testing to be completed and the substances
that will be tested.

g. The support staff member may, prior to being examined and tested,
disclose to the physician any prescription medicine, over-the-
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counter medicine or supplements, or any other reason why the
support staff member’s test results may be positive,

h. A support staff member’s refusal to be examined or tested in
accordance with the provisions of Policy 4218 and this Regulation
will be deemed as a positive test for substances.

2. The medical examination and substance test shall be used by the physician
to determine if the support staff member is under the influence of any
substance as defined in Policy 4218 and this Regulation. The substance
test procedures will provide for a confirming test using acceptable
confirmation test procedures.

3. The physician shall receive the results of the substance test within twenty-
four hours of the test being administered. If the results of the substance
test are not available within twenty-four hours, the physician shall report
the results to the Superintendent and the support staff member as soon as
the test results are available.

4, If the physician determines, based upon the medical examination and the
results of the substance test, that the support staff member was not under
the influence of a substance during work hours, the physician will notify
the Superintendent of such results and the support staff member shall
return to their position in the school district. Any records or
documentation related to the incident shall not be included in the support.
staff member’s personnel file,

5. If the physician determines, based upon the medical examination and the
results of the substance test, that the support staff member was under the
influence of a substance during work hours, the physician will:

a. Discuss the results of the examination and substance test with the
support staff member and provide the support staff member an
opportunity to present any medical or other reasons for the
physician’s determination.

b. Provide the support staff member an opportunity to have the
substance test results confirmed by a State-licensed -clinical
laboratory selected by the staff member and approved by the
physician.
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(1) The physician will schedule and coordinate the confirming
test procedures, including the acceptable time period for the
confirming test to be conducted based on the existing test
results, and the time in which a confirming test result
would be valid,

(2) The confirming substance test results must be provided to
the physician within the time period required by the
physician.

(3) Any confirming test results provided to the physician not
within the time period required by the physician shall not
be accepted and the support staff member shall be
determined to have waived their right to a have a
confirming substance test considered by the physician.

c. After completing the requirements in a. and b. above the physician
shall make a final determination whether the support staff member
was under the influence of a substance during the work hours.

(1) If the physician makes a final determination the support
staff member was not under the influence during work
hours, the physician will report these results to the
Superintendent and the support staff member shall return to
their position in the school district and any records or
documentation related to the mecident shall not be included
in the support staff member’s personnel file.

(2) If the physician makes a final determination the support
staff member was under the influence during work hours,
the physician will report these results to the Superintendent
of Schools and the support staff member will be required to
meet with the Superintendent.

C. Procedures to be Followed When a Support Staff Member is Determined to be
Under the Influence of a Substance
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1. Any support staff member who has been determined by the physician to be
under the influence of a substance during work hours shall be required to
meet with the Superintendent.

a. The support staff member may include a staff member or a
representative of their choice in this meeting.

2. The Superintendent will provide the support staff member an opportunity
to respond to the physician’s determination.

3. A support staff member who has been determined to have been under the
influence of a substance during work hours will be subject to appropriate
discipline which may include termination of or the filing of tenure charges
for a tenured support staff member.

Issued: 16 March 2016
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R 5561 USE OF PHYSICAL RESTRAINT

A, Definitions

“Physical restraint” means holding a pupil or otherwise restricting his/her
movements.

B.  Physical Restraint Limitations

Physical restraint shall only be used by a school staff member in an emergency
situation with the following limitations:

1. Limited to the use of only the reasonable force needed;
2. Discontinued immediately when the emergency no longer exists;

3. Implemented in such a way as to protect the health and safety of the pupil
and others; and

4. Not deprive the pupil of basic human necessities.
C.  Physical Restraint Training Requirements

The training requirements on the use of physical restraint shall be as follows:

1. Building level administrators and school staff members designated by the
Principal likely to be confronted with the need to use physical restraint
shall be trained on the use of physical restraint.

a. if, in the event of an emergency, a person(s) who has not received
training uses physical restraint, training for the person(s) that used

such restraint shall occur within thirty days of the incident.

2. Training must include techniques of prevention and de-escalation, as well
as alternatives to physical restraint.

3. Training must include current professionally accepted practices and
standards regarding behavior management and use of physical restraint.

D. Interventions
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Classroom interventions may include, but not be limited to, the following
strategies:

a. The staff member may ignore the behavior;

b. The staff member may redirect the pupil to a task with verbal or
non-verbal prompts or gestures. Proximity helps, as may the use of
gentle humor, when appropriate;

c. The staff member shall be clear, polite, and respectful when
requesting the targeted behavior. The staff member may make eye
contact and tell the pupil what to do such as “T can’t teach when
you are talking, throwing things, ...” or “Please stop and listen,
read, write, ...” The staff member should remind the pupil of
consequences and rewards if they comply with the staff member’s
request; , :

d. The staff memnber shall be polite at all times. The staff member may
repeat steps a. through c. above and/or quietly give the pupil
adequate wait time. Sometimes if the staff member moves on with
the lesson the pupil may comply after the initial confrontation;

c. The staff member may advise the pupil to proceed to a time-out
area in the classroom for a limited time (elementary and middle
school); and

f. If classroom removal is required, the staff member shall follow

school discipline procedures for notification and request for
assistance if necessary.

Security interventions may include, but are not limited to, the staff
member:

a, Standing quietly in the doorway and asking the pupil to accompany
the staff member;

b. Informing the pupil of the violation of the school discipline code
and procedure and assure the pupil they have the choice to leave
the classroom quietly; and/or
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C. Using a minimal and gentle hold on arm to remove the pupil.
E. Use of Physical Restraint

1. If the pupil’s behavior reaches the level defined as an emergency, physical
restraint may be needed.

2. If necessary, the staff member may utilize approved physical restraint,
usmg the least amount of force necessary.

3. If necessary, the staff member shall restrain the pupil until the emergency
no longer exits (i.e. the pupil stops punching, kicking, spitting, damaging
property, etc.).

4, The staff member shall immediately contact the appropriate administrator
and school nurse and complete a written report on the physical restraint
the staff member used during the emergency situation.

5. If physical restraint is used, the Principal or designee shall attempt to notify
the parent/legal guardian by telephone of the use of physical restraint on
the day it occurs and written notification of the incident shall be mailed to
the parent within one school day after the use of physical restraint.

0. Written documentation, inclﬁding the Principal’s or designee’s report and
any staff member’s report regarding the incident and the use of physical
restraint shall be placed in the pupil’s school file.

7. The use of physical restraint is subject to the following requirements:

a. The pupil must possess a physical risk to him/herself, or others;

b. Physical restraint techniques shall consider the pupil’s medical
conditions and shall be modified as necessary,

C. Staff applying physical restraint shall have been trained in the safe
application of physical restraint;

d. Pupils will not be subjected to physical restraint for using profanity
or other verbal displays or disrespect, or for non-compliance. A
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verbal threat will not be considered as constituting a physical
danger unless a pupil also demonstrates a means of or intent to
carry out the threat;

c. In determining whether a pupil who is being physically restrained
should be removed from the area where the restraint was initiated,
the supervising staff should consider the potential for injury fo the
pupil, the pupil’s need for privacy, and the educational and
emotional well-being of the other pupils in the vicinity;

f. A pupil shall be released from physical restraint immediately upon
a determination by the staff member administering the restraint
that the pupil is no longer in imminent danger of causing harm to
him/herself, others, or imminent property destruction; and

g. The pupil shall be examined by the school nurse afier any restraint.

Approved Revision: 19 December 2014
Revised: 06 January 2015
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7434 SMOKING ON SCHOOL GROUNDS (M)

M
The Board of Education believes that the right of persons to smoke must be balanced
against the right of nonsmokers to breathe air untainted by tobacco smoke.

For purpose of this Policy, “smoking” means the burning of, inhaling from, exhaling the
smoke from, or the possession of a lighted cigar, cigarette, pipe, or any other matter or
substance which contains tobacco or any other matter that can be smoked, including the
use of smokeless tobacco and snuff, or the inhaling or exhaling of smoke or vapor from
an electronic smoking device.

For the purpose of this Policy, “electronic smoking device” means an electronic device -
that can be used to deliver nicotine or other substances to the person inhaling fromn the
device, including, but not limited to, an electronic cigarette, cigar, cigarillo, or pipe.

For the purpose of this Policy, “school buildings” and “school grounds” means and
includes land, portions of land, structures, buildings, and vehicles, owned, operated, or
used for the provision of academic or extracurricular programs sponsored by the district
or community provider and structures that support these buildings, such as school
wastewater treatment facilities, generating facilities, and other central facilities including,
but not limited to, kitchens and maintenance shops. “School buildings” and “school
grounds™ also includes athletic stadiums; swimming pools; any associated stiuctures or
related equipment tied to such facilities including, but not limited to, grandstands;
greenhouses; garages; facilities used for non-instructional or non-educational purposes;
and any structure, building, or facility used solely for school administration. “School
buildings™ and “school grounds™ also includes other facilities as defined in N.J.A.C.

- 6A:26-1.2; playgrounds; and other recreational places owned by local municipalities,
private entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

In accordance with N.J.S.A. 26:3D-58 and N.J.A.C. 8:6-7.2, the Board prohibits smoking
at all times anywhere in school buildings or on school grounds.

Notwithstanding any provision of this Policy, smoking by pupils is prohibited and
governed by Policy No. 5533.

A sign mdicating snioking is prohibited in school buildings and on school grounds will be
posted at each public entrance of a school building in accordance with law. The sign shall
also indicate violators are subject to a fine. Pupils and district employees who violate the
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provisions of this Policy shall be subject to appropriate disciplinary measures and may be
subject to fines in accordance with law.

The Principal or designee may order the departure and removal of any person who
continues to smoke in violation of this Policy and the law after being ordered to stop
smoking in school buildings or on school grounds. The Principal or designee may request
the assistance of law enforcement to accomplish this departure and removal.

In the event a person is found to have violated this Policy and the law, the Principal or
designee may file a complaint with the appropriate Municipal Court or other agency with
jurisdiction as defined in N.J.A.C. 8:6-9.1(¢).

The Board of Education will comply with any provisions of a municipal ordinance which
provides restrictions on or prohibitions against smoking equivalent to, or greater than,
those provided in N.J.S.A. 26:3D-55 through N.J.S.A. 26:3D-63.

N.JLS.A. 26:3D-55 through 26:3D-63
N.JA.C. 6A:16-1.3
N.LA.C. 8:6-7.2; 8:6-9.1 through 8:6-9.5

Adopted: 26 June 2007
Revised: 19 December 2014
Revised: 06 January 2015
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3270 PROFESSIONAL RESPONSIBILITIES

‘The Board of Education will establish and enforce rules for the assignment of specific
duties to teaching staff members and for the conduct of teaching staff members during the
work day.

The Board directs the Superintendent to require-the preparation of lesson plans by each
teacher that implement the goals and objectives of the educational program. Teachers
shall also be rtesponsible for providing adequate direction and guidance to
substitutes. Lesson plans will be subject to periodic review by the administration.

The Superintendent shall apply uniformly throughout the district, except as may
otherwise be provided in this policy, the following additional rules for teaching staff
member conduct:

1. During the work day, teaching staff members may be assigned extra or
alternative duties by the administration in accordance with Board
Policy No. 3134;

2. Teaching staff members are expected to attend every faculty meeting
unless expressly excused by the administration;

3. Teaching staff members may not leave the school grounds during mealtime
without signing out and then signing in when returning.

Teaching staff members who are assigned as department heads or who are assigned to
work on curriculum revision during the regular school day will be given an appropriate
reduction in teaching assignments,

Adopted: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015
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R 3270 LESSON PLANS AND PLAN BOOKS

A, Lesson Plans

1. Each teaching staff member assigned specific instructional responsibilities
shall prepare regular lesson plans.

2. Each lesson plan must include the:
a. Name of the unit or area of learning;
b. Goals and objectives;
C. New Jersey Core Curriculum Content Standards;
d. Content outline;
e. Duration of the lesson;

f. Instructional methodology;

g. Evaluation procedures;
h. Progress Indicators;
1 Any seat vlvork or activity center assignments;
] Homework assignments; and
k. Resource materials.
3. Lesson plans must be completed at least one week in advance.
4, Lesson plans will follow the format established at the building or

departmental level, as appropriate. Lesson plans will ordinarily be
prepared on a daily basis, but, if the format so dictates, may be prepared
on a long-range unit basis.
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5. Lesson plans must be prepared with clarity and in sufficient detail to
permit a person unacquainted with the classroom to conduct the lesson -
efficiently and effectively.

B. Plan Books

1. A plan book will be kept by each teacher as a master plan for instruction in
the classroom. In addition, the plan book will permit administrators to
monitor classroom instruction and will give direction to substitutes.

2. Plan books will include:
a. Lesson plans,
b. A seating chart of pupils in the classroom,
c. Daily class schedules, and
d. The names of pupils receiving remedial instruciion or removed
from the classroom for specialized instruction during the school
day.
3. Plan books will be submitted to the Principal or subject supervisor as

required for review.

4, Plan books must be available for use by a substitufe in an unforeseen
situation. Plan books will not be removed from the classroom overnight.

5. Plan books will be turned in to the Principal at the end of the school year.
C. Substitute Lesson Plans

Each teacher shall submit a substitute folder to the Principal or Assistant Principal
that contains the following:

1. Special plans and hints for the substitute;
2. Helpful pupils for each selection;

3. Procedure for opening exercises;
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4, Explanation sheet on taking daily attendance;
5. Special lessons to be used by the substitute when you are absent;
6. Procedure for dismissal of each class and dismissal at the end of the day;

7. Special subjects schedule-art, music, physical education, pupils leaving for
instrumental lessons and remedial reading;

8. Fire drill forms;

9. Seating charts;

10. Room rules and regulations;

11.  Names of pupils with special problems, such as physical disabilities.

Substitute folders should be reviewed and updated periodically. Special plans in
the substitute folder will only be necessary should the teacher want a substitute
not to follow their regular lesson plans. To help the substitute-and to provide
meaningful work for the children when they are absent, prepare a folder of subject
related seatwork activities or ideas which a substitute can utilize if needed for
each class assignment. Every attempt should be made to have the substitute
follow the teachers’ planbooks so that the children’s education will not be
interrupted during the teacher’s absence, particularly if it is an extended absence.

Issued: 13 February 2007
Revised: 19 December 2014
Revised: 06 January 2015






