District Enrollment: May, 2021

DOCUMENT A

DISTRICT Full Shared Time Full Shared Full Total
Time Students Time Students PTC Time Students PTC Time Student
Students 20 20 Student Count
LLD LLD PTC 23
MD

Avon 28 1 1 0 30

Belmar 113 13 4 1 131

" EBriele 220 8 1 0 229
Lake Como 44 7 2 0 53|
Manasquan 292 8 2 0 " 302 |

Sea Girt 27 1 o 2 0 30

Spring Lake 47 0| 1 0 48

Spr Lk Hts 143 | 0 1 0 144
Parent Paid 19 0 0 0 19 |

Erployee Child 6 0 D 0| B

Paid By Another a 0 0 0 0

Agency

Tuition Free 1 a 0 0 1

Totals 540 38 14 1 083

TOTAL MHS 993

TOTAL MES 528

TOTAL
ENROLLMENT 1,521
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Manasquan High School

2020 - 2021 Suspensions hy Month

OUT OF SCHOOL SUSPENSIONS:

SEPT.

OCT.

MOV.|DEC.|JAN |FEB.| MAR.

APR.

MAY

JUNE

TOTAL

DISREPECTFUL TO STUDENT

L |

DISREPECTFUL TG STAFF

THREAT

FIGHTING

FPUSHING / SHOVING

THROWING OF OBJECTS

UMDER THE INFLUENCE

CUT CLASS

VYERBAL ABUSE [ PROFANITY

MARIJUANA

SMOKING { POSSESSION

WEAPON

ASSAULT

Totals

T | [ | = [ | D | DO e |0 [ | 2

IN SCHOOL SUSPENSIONS:

WERBAL ABUSE / PROFANITY

SATURDAY DETENTION NO SHOW

SMOKING / POSSESSION

ACC. OF DEMERITS

LATE TO SCHOOL, EXCESSIVE

CUT CLASS

HIB CONFIRMED

DEFIANCE

LUNLISTED OFFENSE

DISREPECTFUL TO STAFF

WIOLATION OF THE TECH FOLICY

Totals

=
=
=
=
=
=

TOTAL STUDENTS SUSPENDED

et L=

=

o] e o Kol el el Qo ot § R §on ) i ame§ ]

TOTAL SATURDAY DETENTIONS

o

STUDENTS SUSPENDED 1 TIME

STUDENTS SUSPENDED 2 TIMES

STUDENTS SUSFENDED 3 TIMES

STUDENTS SUSPENDED 4 TIMES

STUDENTS SUSPENDED 5 TIMES

STUDENTS SUSFPENDED & TIMES

STUDENTS SUSPENDED 7 TIMES

STUDENTS SUSFEMNDED 8 TIMES

STUDENTS SUSPEMDED 9 TIMES

TOTAL NUMBER OF
SUSPENSIONS TO DATE

TOTAL NUMBER OF INDIVIDUAL
STUDENTS SUSPENDED TO DATE




Manasquan High School

2020 - 2021 Suspensions by

Grade

OUT OF SCHOOL SUSPENSIONS:

9

10

11

12

TOTALS

DISREPECTFUL TO STUDENT

DISREPECTFUL TO STAFF

THREAT

FIGHTING

PUSHING / SHOVING

THROWING OF OBJECTS

UNDER THE INFLUENCE

CUT CLASS

VERBAL ABUSE / PROFANITY

MARIJUANA

SMOKING / POSSESSION

WEAPON

ASSAULT

Totals

Moo loj—=—=N|S|o]|—= o=

IN SCHOOL SUSPENSIONS:

VERBAL ABUSE | PROFANITY

SATURDAY DETENTION NO SHOW

SMOKING / POSSESSION

ACC. OF DEMERITS

LATE TO SCHOOL, EXCESSIVE

CUT CLASS

HIB CONFIRMED

DEFIANCE

UNLISTED OFFENSE

DISREPECTFUL TO STAFF

VIOLATION OF THE TECH POLICY

Totals

TOTAL STUDENTS SUSPENDED

QO |O|OIOo|o|O|O|o|C|o|o|o

TOTAL SATURDAY DETENTIONS
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Document H

POLICY GUIDE

STUDENTS

3460.02/page 1 ol 2
Bridge Year Pilot Program
Bday 21

M

[See POLICY ALLR'T Nao. 223]

5460.02 BRIDGE YEAR PILOT PROGRAM

The New Jersey Commissioner of Tducation has eslablished a three-year "Bridge
Year Pilol Program," under which each school district with a high school shall
offer students in the graduating classes of 2021 and 2022 the oppor lunity to
pursue a Bridge Year during the year immediately following their senior year of
high school, in accordance with the provisions of P.L. 2020 c.41. The purpose of
the Bridgc Year Pilot Program shall be fo provide parlicipating students an
additional year lo address learning loss and missed opportunities in cxtracurricular
activitics, including spring sporis programs, as a resull of the public health state of
emergency caused by the COVID-192 pandemic,

Far the purpose of this Policy, "host high school” means the high school that a
student, who pursucs a Bridge Year pursuant to the provisions of P.L, 2020 ¢.41,
attended as a junior i high school.

Under the Bridge Year Pilot Program, each high school in a school district shall
designate a school staff member as a Bridge Year Liaison to serve as the school's
centrul point of contact for students interested in pursuing a Bridge Year and for
students participating in a Bridge Year. Nolhing in P.l. 2020 c.41 shall be
construcd to require a school dislrict to hire an individual to serve as a Buidge
Year Liaison.

To be eligible Lo patticipate in the Bridge Year Pilot Program, a student shall be
nincicen vears of age or younget and shall not (um twenty years of age al any
time during the Bridge Year, excepl that a classified studenl shall be eligible to
participate if the student will turn twenty years ol age during the Bridge Year due
to services provided pursuant to the student's individualized education program.
To participate in the Bridge Year Pilot Program, eligible students must notify
their host high school’s Bridge Year Liaison by Febroary 15 of their senior year.

The Bridge Veur Lisison shall develop, in consultation with Bridge Year students,
an Tndividual Learning Plan (TLP) for cach student. To ensurc ample time to plan
for the implementation of services outlined in the ILP, each Bridge Year student’s
[1.1" shall be completed by May 15, but no later than June | of the student’s senior

year,

f & Copyrighl #0091 «  Streuss Eamay Associales, | [P« BB HindaFoad » Swle1 «  TaomeRiver, NI 0975361088 « FaR-2hE-1500




POLICY GUIDE

STUDEN'TS
5460.02/page 2 ol 2
Bridge Year Pilol Program

During the fall semester of the student's Bridge Year, the student shall tale
between nine and lwelve credits at the host high school, the county college that
serves the county of the host high school, or a combination thereof. During the
spring semester of the student’s Bridge Year, the student shall Lake between nine
and twelve credits at (he county college (hat serves the county of the host high
school, During cither semesler of the Bridge Year, a student may also take up to
lhree credits offered by a four-year institution of higher education at any high
school in the State or al any other localion to fulfill the student's eredit
requircment, Al (he conclusion ol eacl semester ol the Bridge Year, the host high
school shall update the student's high school transcript to relleet any high school

credits eamed during the Bridge Year,

In the event (hat a student initially decides lo pursue a Bridge Year in the [all
semcster, but does not continus the Bridge Year in the spring semcster, the
student's host high school shall release all [inal transcripls and other records as
neeessary and as may be requested. A student who decides not Lo continue the
Bridee Year in the spring scmester shall not be eligible Lo participate in & spring
sports program or cxtracuricular activities pursuant to P.1L. 2020 c.41,

The Stale Board of Education shall promulgate regulations pursuant o the
"Administrative Procedure Act," P.L. 1968, c.410 (C.52:148 -1 el seq.), necessary
to elTecluate the provisions of P.1.. 2020 ¢ 4.

The Higher Bducalion Student Assistance Authorily shall promulgale repulations,

pursuant lo the "Administrative Procedure Act,” P.L.1968, ¢.410 (C.52:14B -]
¢l seq.), necessary [o effectuate [he provisions ol subscction d. al section 2 of this

Act,

P.L. 2020 c.41

Adopted:

i @ Gopyright ?21  «  Slauss Esimy Assoclates, LLP + 188G Hinds Road silte 1« Toms River, MJ 0876E3-5192  «  T32-250-1500




CGULATION GUIDE

STUDENTS

R 5460.02/page 1 ol 7
Bridge Year PMilot Program
May 21

M

[See POLICY ALERT No. 223]

R 5460.02 BRIDUE YEAR PILOT PROGRAM

All public school districts, including charter and renaissance schools, that enroll
high school students must offer all eligible sludents the opportunity Lo participate
in the Bridge Year Pilot Program (I'.L. 2020 c.41),

To participatc in the Bridge Year Pilot Program, elipible students must nolity
their host high school’s Bridge Year Liaison of their infent to parlicipate by
Fehruary 15 of their senior year,

A Bridge Year Liaison

1.

To facilitate compliance with the requirements of the Bridge Year
Pilot Program, each public high school in a school district shall
designate a school staff meniber as a Bridge Year Liason.

The school’s Bridge Year Liaison shall scrve as the school’s pomnt
ol contact for students inlercsied in parlicipating in the Bridge
Year Pilot Program, facilitste planning of the Brdge Year
students’ academic services, and regularly communicate with the
respective county college regarding students’ academic progress.

Bridee Year Liaisons shall develop, in consultation with Bridge
Year students, an Individual 1 earning Plan (LI} for cach student.

The Bridge Year Liaison:

A. Shall collect and report attendance in accordance with the
school distriet’s policy for those studenis participaling in
classes not at the host high school consistenl with N.JLA.C.
6A:16-7.6. Aftendance for classes al the host high school
shall be collected and recorded in the nommal course,

b. Must receive reports from the institution of higher
cducation that a Bridge Year studenl attends al least
quarterly, ‘The reports musi demonstrate, m a manner
specified by the student’s 11P, the student’s academic
progress and performance; and

@ Copyright 2021«
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REGULATION GUIDE

STUDENTS
R 5460,02/page 2 of 7
Bridge Year Pilot Program

Shall ensure that at the conclusion of each scmester of lhe
Rridge Year, the student’s high school transcript reflects
atty high school and college credits eamcd during Lhe
Bridge Year in accordance with Policy and Regulation
5460.02,

B. Studdent Eligibility

I,

To be eligible to participate in Bridge Year Pilot Program, a
studenl 1nust:

Be in the graduating classes of 2021 ar 2022;

Meet all applicable high school gradualion requirements by
the cnd of their senior year of high school;

B¢ nineteen years old or younger during the entirety of the
Bridge Year; a sludent that would turn twenly years old
before the end of their Bridge Year iz not eligible to
parlicipate;

(1) A student with disabilitics is eligible to participale it
the student will tum twently years old during the
Bridge Year due to services provided under the
student’s individualized cducation program (IED),
and

Maintain a grade point average of 2.0 during lhe Bridge
Year.

Siudents with disabilitics who reccive special education and related
services under the Tndividuals with Disabilities Education Acl
(IDEA) must be granted the opportunity to participate in a school
districl’s Bridge Year Pilot Program in accordance with Federal
and State special education requirements,

Regarding the Bridge Yem's age requirements in 1.1.c.
above, school districts (hat have students with disabilitics
who have salisficd their Statc and local graduation
requirements, but may nced an extra year of services, and

@ Copyright 2021 »  Strauss Eamay Assuslatas, LLP o« 1898 linds Road -« Suile 1« Toms R, M 08753-8183
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REGULATION GUIDE

STUDKNTS
R 5460.02/page 3 of 7
Bridge Year Tilot Program

will not turn twenty-one years old before June 30, may
receive services [or another year as determined by (he
student’s TEP team, which includes the student and the
student’s parent(s).

b. The school district’s Bridge Year Liaison should
collahoraic with the student’s TEP team as the services
provided to sludents with disabilities should be focused on
transilion services, Services shall be delivered via the TEP.

C. Academics

I.

Individual Learning Plaus (1LF)

a. Bach Iridee Year student’s academic and co-curricular
goals for the Bridge Year shall be defined in an ILE. A
student’s ILP shall detlail the aclivitics and slraicpies for
accomplishing thesc goals, including, but not limiled to,
counseling, academic  supporl,  coursework, amd
co-curricular or athletic participation. The New Jersey
Depariment of Education (NIDOIY) developed an ILP
template [or school districts, which will be available on the
NIDOE s webpagg.

{1} In developing a sindent’s TLP, a school district
should utilizc the comsiderations outlined in Bridge
Year Pilot Program (P.L. 2020 c¢4l)
Implementation Guidance.

b. T'o casure ample time to plan for the implementation of
services outlined i Lhe 1LP, each Bridge Year student’s
ILP shall be completed by May 15, but no later than Tune |
of the student’s senior year.

Academic and Course Requirements

a. Studcnts parlicipating in the Bridge Year Pilot Program
shall meet the [ollowing academic and course
requirements:

- g Copyright 20
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REGULATION GUIDE

(1)

(2)

(3

(4)

(3)

(6)

STUDENTS
R 5460.02/page 4 ol 7
Rridge Year Pilol Program

During the fall semester, siodents shall take
hetween pine and twelve credits at the host high
school, county college in the county in which the
hogt high school is located, or a combination
therenl

During the spring semester, students shall take
between nine and twelve credils at the county
college in the county in which the host high school
is located;

During either semester, students may take up to
three credits offered by a four-year institution of
higher education at any high school in the State or
any other location to [fulfill the student™s credit
requircments described in C.2.a.(1) and (2) above;

Students who pursue a Bridge Year and participate
in a spring sport sanctioned by the New Jersey State
Interscholastic Athletic Association (NJSTAA) shall
enroll in less than twelve college eredits, ur
otherwise be enrolled in a number of college eredits
a8 to not be considered a full-time college studeat,
in each of the fall and spring scmesters during the
gtudent’s Bridge Year;

During the Bridge Vear, studenls do not need to
participate in health, safety, and physical education
as required by N.JS.A, 18A:35-5, 7, and 8
(MNLLALC, 6A:8-5.1{a)1 vi); and

A Dridge Year student shall be considered a
non-matriculated student of lhe respective county
college.

f & Coparlght 2027 «
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REGULATION GUIDE

3

STUDLENI'S
R 5460.02/page 5 ol 7
Bridge Year Pilot Program

School districts that do not operate on the basis of fall and
spring semesters should meel the spirit of the academic und
course requirements outlined in C2.a, above and cnsure
that Bridge Year students meet their total credit
requircments for lhe entirety of the Bridge Year Pilot
Program.,

Graduation

As staled in 13.1.b. above, all students must meet all
applicable high school gradualion requirement(s by the end
of their senior year of high school before participating in
the Bridge Ycar Pilot Program.

The Bridge Year student may participate in the graduation
ceremony at the end of his or her senior year ot the end ol
his or her Bridge Year,

The student’s diploma will be withheld and formal
matriculation from high school will be deferred until
completion of the Bridge Year Pilot Program.

(13  Participating students are omly held to (he
graduation requirements of their senior year and are
not required to meet the graduation reguivements of
their Bridge Year in order to rvecetve their high
school diploma.

{a)  For example, 12" graders in the graduating
class of 2021 — whaose Bridge Year would
take place during the 2021-2022 school
year — will be held only to the graduation
requirements applicable to the class of 2021,
as modificd pursuant to Executive Order 214
by the Governor of New Jerscy, and not o
the graduation requirements for the ¢lass of
2022,

Fo £ Copyright 2021
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REGULATION GUIDE

STUDENTS
R 5460.02/page 6 of 7
Bridge Yeat Pilot Program

At the comelusion of each semester of the Bridge Year Pilot
Program, the host high school shall update the student’s
high school transeript to refleet any high school credits
earncd during the Bridpe Year,

It a student decides to pursue a Bridge Year in the fall
semesler, but does nol continue the Bridge Year in lhe
spring semester, (he student’s host high school shall release
all final transcripts and other records as necessary and as
may be requested.

D. Data Reporting

1.

NI SMART

The NIDOE will add a new field in the NJ SMART 51D
Managemerl to indicate whether 12% graders are planning
[o participate in (he Bridge Year Pilot Program in the
following year (beginning in the 2020-2021 school year) or
whether a 12% grader is currently participating in a Bridge
Year Pilot Program (beginning in the 2021-2022 school
year).

School distriets will be required to begin cntering this

information for all 12™ graders beginning with the June
2021 snapshot.

School and District Accountability

Sludents participating in the Bridge Year Pilot Program
will continue to be included in the accountabilily
caleulations for both Ivery Student Succeeds Act school
accountability  and  New  Jersey  Quality  Single
Accountability Contimmum (QSAC) district accountability
during their Bridge Year.

(1) This would include graduation rate and chronie
abscnteeism calculalions for both school and district
accouniabilily.

i @ Dnporight 2021

Slravys Fsmay Asscoiates, LLP « 1666 Hinds Road  » Sulte 4 = Toms River, M DA733-8500

T32-2545-1500




REGULATION GUIDE

R 5460.02/ papc 7 of 7
Bridge Year Pilot Program

(2} Sludents participating i the Bridpe Year Pilol
Program will nol count as graduates for gradualion
ratc calculations until they receive a diploma at the
end of the Bridge Yeat.

E. Aghletic Requirements

L. Students participaling in the Bridge Year Pilot Program arc eligible
to participate in NJSTAA sanciioned sports at their host high school
— and only at their host high school — during the spring scason of
their Bridge Year.

a. Bridge Year studenls arc nof eligible to parlicipale in fall or
winter sports during their Bridge Year.

2. Students must meet the eligibility requirements outlined by the
NISIAA.
3 A student who decides not to continue their Bridge Year in lhe

spring semester shall not be cligible to participate in a spring sports
program or extracwricular aclivitics.

4. Rridee Year students participating in spring athletics are subject to
the athletic code of conduct, and any olher applicable codes, rules,
or school disirict policics as other students parlicipating in the
spring spart,

Tsaued:

| @ enpyright 2021 = Stravss Esmay Asscclates, LLP « 1886 Hinds Road « Suita 1+ Tums River, NJ 08FG3-2100 «  T32-255-1504
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Bylaws, and-Policies, and Regulations
May 21

[See POLICY ALERT No. 223]

0131 BYLAWS, AND POLICIES, AND REGULATIONS

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

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

Adoption, Amendment, and Abolishment Repeat

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

revision amendment—orrepeal has been propesed-and approved by the Board at

a previous meeting of the Board.
Bylaws, policies, or regulations may be abolished at any meeting of the Board
[Option — Select one Option Below

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

X_without the proposed abolishing of the proposed bylaw, policy,
or regulation being approved by the Board at a previous
meeting of the Board.]

Optional

fThe Board shall may at its organization meeting or annually at a meeting of the
Board and by a majority vote of those present and voting, readopt existing
bylaws, and-policies, and regulations without prior notice.}

- © Copyright 2021 e Strauss Esmay Associates, LLP e 1886 Hinds Road e Suite 1 e Toms River, NJ 08753 -8199 e 732-255-1500
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Bylaws, apd Dolicies, and Regulations

The Board may, under cmergency circumstances, suspend the operation of a
bylaw, e+ policy, or regulation and adopt, revise ameed, or abalish repeat a
bylaw, ot policy, or regulation without prior notice, ‘The cmergency adoption,
revision amendment, or abolishment repeat of a bylaw, er policy, or regulation
shall terminate at the next meeting of the Board or at such carlier date as may be
speeified by the Board unless further acted upon by the Board in accordance
with this Bylaw.

The adoption, revision smendprest, abolishment zepeal, or suspension of a
bylaw, er policy, or regulation shall be recorded in the minutes of the Board.
Any bylaw, policy, or regulation or part of & bylaw, policy, or regulation that is
superseded by a term in a negoliated agreement or by a subsequently adopted
bylaw, policy, or regulation shall no fonger be in force and cffect as a hylaw,
policy, or regulation and shall be abolished by the Board in accordance with
this Bylaw.

Promulgation and Distribution

& T'he manuul of bylaws, ard policies, and regulations shall be maintained. A
copy of the manual of bylaws, sad policies, and regulations shall be available
and accessible given to each Board member, the Superintendent, the School
Business Administrator/Board Secretary, the Board Altorney, cach Building
Principal, and other individuals designated by the Superintendent,

The Superintendent — ——— —shall institute a plan for the orderly
promulgation of policies to staff members who are affected by them and shall
provide statf members with access to an up-to-date manual of Board bylaws, and
palicics, and regulations.

Each-copy-of-the-manmabol bylews ane-policiesshall-be-numbereds; f—record of
{he-pacementol ench-manualshall be maintained-by the —— —— Gopies
ol rovised-pageswill befurnished+to the-holdems-olmanuals as-chanpges-are-made
te-bdaws-and pobetes. Fhe holderolapeliey manual shatbreurthe-maruallo
the Board Seerstary upon-the-tesminationof histher service-{o-the-distriet

The manual of bylaws, and policics, and regulations shall be comsidered a public
record open to inspection in the office of the Superiniendent, The manual
retained by the Assistant Superintendent shall be considered the master copy ol
the pehey manual ard—shal—sot be—modified by any—porsen—other—than the
or-hisdicr-desteies.
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Bylaws, ard Policics, and Regulations

Consideration Develepment of Bylaws, ase Policics, and Regulations

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

L.

A recommendation for a new or revised bylaw, er policy, or
regulation shall may be recommended suggested—(o the Board
and/or  Superintendent by—any —Heard —member, —the
Superinicndentany staffmember—erarmomberoithe pubhe;

A recommendation sessestien for a new or revised bylaw, eF
policy, or regulation may be reforred, al the discrelion of the
Board President and as appropriate to the subject, © the
Superinlendent, a Board committes, or a public advisory
committee [or study and formulation of a recommendalion to the
Board. Any study of a new or revised recommended bylaw,
nolicy, or regulation sugseston will sheuld consider whether Lhe
matler is adequatcly addressed in existing 13oard bylaw, policy, or
regulation and-whetherthe malleris-mere appropriulel y-addressed
b adiivirstrabivet #iar;

Il a recommendation [or a new or revised bylaw, & policy, or
regulation results trom referral for study, a proposcd drafl will be
referred to the Superintendent and al the discretion of the
Board President and as appropriate to the snbject, to a Board
commiltee submilted to-the Board-for-discussion-and approval-on
firstronding, Copies-of the-propased draftwill bewmade ivaHabhe
rar a1 memben—and—the—publie—and—comment—will-bednvilcd:
Chanses— [he—graft- may—be-made—by—asimple—majoLiy—vete;
when (he-drafib prosented-for appreveal onfiestreadits;

All proposed new and revised bylaws, policies, and regulations
shall be submitted to the Superintendent. The Superintendent
or designee will review all new and revised draflt bylaws,
policies, and regulations prior to the Board receiving a draft of
new or revised hylaws, policies, or regulations for Board
consideration;

[ ] & Copyrght 2021
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Bylaws, and Policies, and Regulations

54 The proposed drally bylaw, policy, or regulation approved by the
Roard on firsl reading, will be submitted for adoption at a Phreesxl
sncceeding resular meeting of the Board. Revisions Shunges in
the draft may be made at any meeting prior fo adoption by a
gsimple majority vote of the Board. A revision at any succeeding
meeting change that alters the subslantive meaning of the draft
will constitute a new first reading, and the draft must be presented
for adoplion at a thenext succeeding Roard meeting, A change
that is merely cditorial may be followed by a volc to adopt the new
or revised bylaw, er palicy, or regulation on sccond reading.

NS AL LBA:TT-

Adopted:
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TEACHING STAIF MEMBERS
3134/page Lof2

Assignmcnt of Extra Additionat Duties
IMay 21

[See POLICY ALERT No. 223]

1134 ASSTGNMENT OF EXTRA ADDEHONAL DUTIES

The prolessional responsibilities ol teaching stall’ members include such extra
dutics as may be assigned by the Superintendent or designec Board—ot
Edueation, The Superintendent or designece will, in accordance with the
Board of liducation’s munagerial prerogative, Bourd will-appeit assign
teaching staff members o cxtra dutics duty—positicns thal are in accordance
with applicable law and any collective bargaining agreement taeludine—but
pet-neeessatiy—inmted—lo—the posidons—al depariment—chairperson—aceount
{i‘wer$%1ﬂ%rﬁethﬂy&deéaaﬁ&ﬂﬂeﬂeeeaehrmeﬂﬁﬂﬁmd—ehap%u

All aspects of assignment to, retention in, dismissal from, and any terms and
conditions of employmeni concerning extra-curricular activitics shall be
deemed mandatory subjects for collective negotiations in accordance with the
provisions of N.J.S.A. 34 13A-23.

frreaehiﬂg—&laﬁ;mamheauﬁlm—veqﬂesﬁ—aﬁméﬂﬂemeﬂi—tﬂ—an—ﬂmi duty-positien thay
he-piven-preference-ever other candidates-for the-pogition—Wherever possible-{lie
Berd %M—ﬁﬂﬁth!ﬂliﬁﬂﬁchiﬂg—ﬁﬁsiﬁﬂﬂs—ﬁq%hﬂﬂﬁ‘ﬂ&ﬁl-eﬂﬁﬁﬁﬁﬂﬂ% eker

Ay teaching—stall preraborappointed- fo—sm-cxtr—duty-position-is-—expected—o
sorve-unlessexcused forexteraating cirenmstanecs—A-member srelfusatto-serve
arrostenation-from-extra ditysorvies- Witheut permissoR-IAY-constiute an-aet of
insubordination-subjectto-diseiphac:

ﬂ—t&ﬂﬂh{ﬂg—ﬁtﬁ%@ﬁhﬁ%ﬂn—&&m’ﬂ&ﬁﬂ—&ﬂﬁ%&ﬂﬁ%ﬂﬂﬁhﬁm—hi- af-exkra-chby
position and-snetentilled-to L‘&Hﬁﬁﬂilﬁmﬂ-ﬂt-ta—%cmﬂ—duty—ﬁﬂﬂ&ﬁﬂ:

Performance it any an exira duties duty pesiion may it be congidered in a
teachering stafll membeor’s evalualion,—ia—determining—whether —ta—eRew—a
nentenuredinember; and3h éeteﬂuiﬂiﬂg-m#eh—ﬂ-flwm-mm—teﬂur&d—ﬂmnb&m
with_identicalsenioriy-cntitements-wil-berctained inareduetion wforce.
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3134/page 2 of 2
Assignmenl of Exira Addienat Dulics

Fhe- Mie&é&%ﬁiﬂ%ﬂfm—ﬂqe—%@afd—ﬁﬂextmﬁmy- pesitions required ferthe
iplementation of the—distrets progran,—pest—notiee—el veesncics——lhose
posHess and-ecommend-appeintmenis-to-those-pestions:

N.LS.A. 18A:27-4
N.JLS. AL 34:13A-23

Crossrefercnee—Poliey-Chade Na 3270

Adopted:
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TEACHING STAFI MEMBERS
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Nonrenewal of Nontenured Teaching Stafl Member
May 21

[See POLICY ALERT Nos. 166, 175, 201 and 223]

3142 NONRENEWAL OF NONTENURED THACHING STAFF MCMBER

The Board of Bducation tecognizes its cbligation to employ omly those staff
members best trained and equipped to meet the cducational needs of the smudents
of this district. The Board shall discharge that obligation by retaining in scrvice
only those nontenuted teaching stall members who meet those standards, The
Board will renew the cmployment coniract of a nonfenured leaching stafl
mermber only upon lhe recommendation of the Superintendent and by a recorded
roll call majority vote ol the full membership of the Board, The Board shall not
withhald its approval for atbitrary and capricious reasons. A nontenured teaching
<tall member who is not recommended for renewal by the Superinlcudent 18
deemed nonrenewed.

When the nontenured Leaching staff member’s performance does not meet the
wandards of the school district, the Superintendent shall recorimend not to rencw
the teaching staff member’s confract. Prior to notifying the nontenured leaching
staff member of e nonrenewal, (he Superintendent will notify the Board of the
recomendalion nol to renew the nontenured teaching stafl member’s contract
and the reasons for the recommendation. The Superintendent may nolify the
Board in a written notice or in executive session at a full Board Meeting, n the
event the Board is nolilied in cxecutive session, the Superintendent will conply
with the requirements of the Open Public Meetings Act and provide reasonable
notice to (he nontenured leaching staff member (heir employment will be
discussed in executive session in order fur the nonicnured leaching staff member
to exctcise their stalutory right to request a public discussion.

On or hefore May 15 of each ycar, each nontenured teaching staff member
conlinuously employed by a Board of Education since the preceding
September 30 shall receive a written notice from the Superintendent that
such employment will not be oftered if the Superintendent recommends the
nontenured teaching staft member not be renewed. Thc Superintendent shatl
solify-each nontenurcd-reaching stafl member (o-wehom reemployment- witlnot be
offered of-such nesrencwal i writingon-erbelore-May 15, Any nonienured
teaching staff member receiving whoe—seceived wrilten notice that a teaching
contract for the succeeding school year will not be ollcred may, within fifteen
calendur days of reeeiving—such netification thereafter, request in writing
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Nemrenewal of Nontenured Teaching Staff Member

4 statement of the reasons for noaresewat such non-employment which shall he
given to the nontenured staff member in writing within thirty calendar days
after the rcceipt of such request The-Superintendent—willprovide—s—written
stalomantof-reasons within-thisty days-aflortherceeiptol any-such-request.

Whenever the nontenured teaching stalf member has requesled in writing and
received a written statement of reasons for non-reemployment pursunant (o
N.J.S.A. 184:27-3.2, the nontenured teaching stall member may request in
writing shall-have the—sight—e an informal appearance before the Board. The
written request shall be submitted to the Board within ten calendar days of
the nontenured leaching staff member’s receipt of the Board’s statement of
reasons. ‘The informal appearance shall be scheduled within thirty calendar
days from the nontenured teaching staff member's receipt of the Board’s
stutement of reasons ta—pmanh—ﬂae—sta%m#%aﬂ-ﬁﬁpermn#y—wwmee—me
nembers of the Beard lo-efferrcemployment— Thesta fEmentbermust-reghest-the
weatw&befmﬁh&ﬁe&rdaﬁ%n-%l%daﬁaﬂme—mﬂtwed teaehing
staff mombers teceint-ofthe statement—ol reasons.—Hhe informal-appearance
belore—the Roard shall bo-held-in—aceordance with—tho—provisions—ol PAG
A0

The Board is not required to offer reemployment or vole on reemnployment aller
an informal appearance with a nontermred teaching staff member who was not
recommended for reemployment by the Superintendent. The Board may. wilh a
majority vole of ils full membership in public session and without the
recommendation of the Superintendent, offer the nontenured teaching staff
member reemployment afler the informal appearance hetore the Board. Within
three working days following the informal appearance, the Board shall notify
the affected nontenured teaching staff member, in wriling, of its final
determination The_noptertrod—teaching statf meimber—will-be-notified oFthe
Board s Analdetcrmination-within-three days—follewing the-mformal-appesrsnes
before the-Board,

NISA 18A27-3.0; 1BA2T7-3.2, 1RA27-4.1; 18A:27-10 el seq.
NLLALC 6A:10-98.1

Adapted:
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TEACLIING STAFF MEMBERS

R 3142/page | o6

Nonrenewal of Nontenured Teaching Staff Member
May 21

[See POLICY ALERT Nos. 166, 175, 201 and 223|

R 3142 NONRENEWAL OF NONTENURED TEACHING STAI'F MEMBER

A Evaluations

1. Each nontenured teaching staff member shall be evaluated in slrict
compliance with statite; NISA 18A27-3.1, ades—ofthe Stule
Board-of Edueation, N.J.A.C. 6A:10-1.1 et seq., and the pulicics
and procedures of this district,

B. Nonrenewal Recommendation

Is When a nontenured leaching staff member’s performance does 1ot
meet the standards of the sehool district, employment will not be
offered to the nontenured teaching staff member for the
succeeding Principal or—the- nententred—teacher's—immediale
superdser sharecommend to-the Supesntendent-that-the-teaching
qeafl snember shoukd net-be reemployed—inthefolowing school
year.

b

On or before May 15 of cach year, each nontenu red teaching
staff member continuously employed by a Board of Education
since the preceding September 30 shall receive a written notice
from the Superintendent thal such employment will not he
offered if the Superintendent recommends the nontenured
teaching staff member not be renewed Thenonlcnured-leaching
wiad] ramber-shatl be infornod-by-the-Superintepdent of Sehools;
tweriline—thal -employment—tar the-nexi-suesecdirzschoelyear
will et be offered. Phis-written-noticeshall beprovided—to the
remtenred teachins staffmembor-on-or before May35.

3. A reccommendation by the Superintendent to not rencw for
nanrencwal 1 nontenured teaching staflf member’s contrace for
the succeeding school year may be based upon lhe nontenured
teaching stall member’s  obscryations, cvaluations, job
performance, or any factor affecting his/her employment in the this
school districl.
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R 3142/page 2 0l 6
Nonrenewal of Nontenured Teaching Staff Member

A nNontemmwed teaching staff members: employment coniracts
can enly be rencwed only upon the Superinicndent’s
recommendation and a recorded roll call majority vote of the full
membership of the Board. The Board shall may not withhold ils
approval for arbitrary and capricious reasons.

i Nonrenewal Action

Prior to notifying the nontenured teaching statf member of the
nonrenewal, the Supcerintendent shall notify the Board of the
recommendation not to renew the nontenured teaching staff
member's contract and the reasons for the recommendation.
The—Supesintendent—will —netify Heard- -members—ef—lhe
recommendation—nol te—rencw—a—nontenured teaching —stall
member’seontract-before nethane thenontoraredtcaching staff
mensber of therecommendation-to-not rerews The Superintendent
may notify the Board members of the recommuendation not to
enew (e nontenured teaching stall member’s contract and the
reasons for (he recommendation in a written notice to the Board
prior to May 15— or in the allernative, the-Superintendent may
notifthe Board-memberol the—recommendalionAoto Ferew-—a
rentonied teaching staft member in an exccutive scssion. Using
this-sption If notification is provided to the Board in exceulive
session, the Superinicndent and the Board will meet in exceutive
session prior (o0 May 15 tw review the Supcrintendent’s
recommendation(s) for—nenrenewal—el nentenured—teaching—stall
membors.

W Notice of (e execulive session shall be given in
accordance with N.I.S.A. 10:4-13 and individual notice
shall be given, not less than forty-eight hours in advance of
the mecting, (o those nontenured teaching staff members
whaose possible nontenewal will be discussed at the
meeting, [f any such nontenured teaching stall member
epapheyec requests the diseussion lake place in pubhe, the
recommendation for histher nonrenewal will be severed
fiom any other nonrenewal recommendation(s) and will be
scheduled lor discussion at a public meeting prior to May
15,
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Nonrencwal of Nontenured Teaching Stall Member

2. A nontenured teaching statf member not recommended for renewal
by the Superintendent is deemed not retiewed, A Board’s of
Education vote is not required on  the Superinlcndent’s
recotumendation(s) to nol renew 4 nopntenurcd teaching staff
member’s contract,
D. Notice of Nowenewal

+— Maticcofthe Sﬂﬁemlwﬂé@lltiﬁ-ﬁiﬁﬂﬁ%ﬂt—tﬁeﬂ%ﬁhau—hﬂ—gim

{o-sach nentenuted—teaching stafmember netrecopmengedtor
renewal-on-er-helorehday15-n pecordaneewith NI SAI8AT-
- TheBoard—may—delepate—the —.‘5&}%1'%&&&1{;%'—1]1&—3@&&
Seoretary lo-give thewritten-noticeof norrencwat:

The nonrenewal notice shall be #-weitng ahd provided to the
noutenured teaching stall’ member not recomuended for renewal
by the Superintendent on or before May 15. I hand delivered, a
record shall be made of the date on which delivery was made. [
sent by mail, the notice shall be sent registored mail, return receipt
requested, to the nontenured fcaching stall member’s address of
record.

E. Request for Statement of Reasons

L

Any nontenured teaching staff member receiving nolice that a
teaching contract for the succeeding school year will not be
offered may, within fifteen calendar days thercafter, request in
writing, a statement of the reasons for such non-employment
which shall be given to the nontenured teaching staff member
in writing within thirty calcndar days after the receipt of such
request. A newrencwed—toaching staffmember el be—given—+
writtersiatement of thereasons forwhich-he/sheswas-ratrcnewed
provided—the teachingdalt -members—roquest fo—a—statement—of
reasons has—becn—reccived by -theSupesinterdent weithin —Ffecn
calendar—days—aflcr—the- teaching —stadl member—reccived—wiitten
netiee-ofhishernenronewsl, NS ARART 32
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The statement of reasons for a nonrencwal will set forth, with as
much particularity as possible, the precise reasons for the
nonrenewal. Where the nonrenewal is based on performance
deficicneies recorded i the nontenured eniployee’s teaching
staff member’s observations and  cvaluations and the
nontenured teaching staff member cmployee has been piven a
copy of those observations and evaluations, the statement of
reasons may incorporate the pbservations and cvaluations by
refercnce.

The written statcment of reasons will be prepared by the
Superintcndent e shatl be—delivered to—the—employee whe
Fe&}ucﬁee{—-i'&wiﬁlm%w—ea#uﬂd&l;days—a—ﬁcr—th& reesipl ofthe
craployce s Toquest,

I, Monrenewal Appearance

1.

Lt

Whenever the nontenured teaching  staff member has
requested in writing and received a written statement of
veasons for non-reemployment pursuani o N.J.S.A.
18A:27-3.2, the nontenured teaching staff member may requesi
in writing an informal appearance before the Board. The
written request shall be submitted to the Board within ten
calendar days of the nontenured teaching staff member’s
receipt of the Board's statement of reasons. A teachinsstalt
member—who—has feguested—a statemoni—ol —easans—for HeR-
FEQE ment-pieseant oML 242273 3 swill-be-pranted an
inforinalappearance—before—the Beard ~te—disetss—heseroasans,
f}ra’#eled--ﬂwlrhc#&he—had—mhnﬂ&e&te—ths-Sﬂﬁe%inmﬂéﬁlt—a—w#Lm
regliostfar s&eh—mmﬁﬁeumm&ne%mr—mm-lm—ealcﬂém;dayﬁ&ﬁcr
the—nenterured teachingstaffmembers reecipt—althe—weitter

The A-date—for the informal appearance shall be scheduled within
thirty calendar days from the nontenured teaching staff member’s
receipt of the Board's statement ol reasons. The-appearanes shat
he—copduclod k- ap—8xeCHE-SCsHaIL for-whichnotiee-has-beon
piven i-peeordanse WM Joi-n 413
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R 3142/page 501 6
Nonrenewal of Nontenured Teaching Stall Member

I'he Board will exercise discretion in determining determine a
reasanable length of time for the proceeding to-he-devetedto Lhe
appearanee,  depending  upon  cach inslance’s  specific
circumslances.

The proceeding of an informal appearance before the Board may
be conducled in  executive session pursuant to N.LS.A.
10:4-12(b)(8). If conducted in executive session, notice must he
oiven in accordance with N.I.5.A. 10:4-13,

The Board shall provide the nontenured teaching staff member
adequate written notice regarding the date and time of the
informal appearance, The-teachingstall member requeshng the
aﬁpc&mnﬁe—ﬂhﬂkhe—gwrlmen—noﬁeerﬁeAate%miﬁﬁy—&ght
hours—in advance—of Jeheqﬁeeﬂﬁgfmeh—it—m—seheéuied,—of—tha
date—time place—snd duratenel theappearance:

The nontenurcd teaching staff member’s appearance before
the Board shall not be an adversary proceeding. The purpose
of the appearance shall be to provide the nontenured teaching
statf member the opportunity to convince Board of Education
members to offer reemployment. Thepuspose of-the-appearance
shallbeto permit the—nonrenewedteaching—stall member fo
convines—the-memberni—of theBoard-te—offer reemployinent—To
thase—cnds—theappearance—shal-beinformathy—condueted— This
appeatanee—provides—a —mechanism—by—which—the nentenured
tesching steffmember—whose-renewal hasretbeonreconinendead
by—the—Supcrinterdent—ear—sppea—to—the Beard—on—whieh the
S&perhmemkm—sits—&ﬁ—a—mﬂ-vaﬁﬂg—1mﬁ%e¥ purstart—to Ndhe
A-20:

The proceeding ol an informal appearance before the Board shall
be conducted with the Presideni of the Board presiding snd—the
Efj%ﬁiﬂﬁiﬁé%ﬂ%&ll—ﬂﬂf—be—iﬂi—&{h’ﬁ%ﬁfﬂeeeeﬁﬂg.

The nontenured teaching staff member may be represented by an
attorney or by one individual of histher choosing. HeiShe The
nontenured teaching statf member may present, on his or her
behalf, witnesses 1o testifean histherbehaf—Witnesses who do
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nol need to present testimonty under oath and their staterenti-may
be—recorded—The shall not be cross-examined by the Board wh
hear witnessesend shall noetess-examine-them, Witnesses shall
will be called one at a time into the meeting to address the Board
one-gt-a-thwe and shall be excused from the meeting after making
their slaleiments,

7, Final Delermination

1, A-nontenured-teaching staff membernotrecommended-forrenewal
ba-the-Superinlendent-is-deemed nol repewed: A Bourd vole is not
reguired on the Superinlendent’s recommendation(s) to not renew
a nontenured teaching staff member. Nowever, aller an informal
appearance before the Board, the Supcrintendent may make a
recommicndation for reemployment of the nontenured teaching
staff member (o the voting members of the Board, Fhe-voting
membors-ef-the Bourd—by a-materiy—vote of the el Beardin
public—session, mmst—approve—the reemployment—based on—the
Supetintendent’s vecommendatien-  If the Superintendent
recommends the nontenured teaching staff member for
reemploymeni, the voting members of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the Superintendent’s recommendation for
reemployment.

2 The Roard may, with a majority vole of its full membership in
public scssion and without the recommendation of the
Superintendent, offer the nontenured teaching stall member
reemployment after the informal appearance before the Board,

3, Within three working days following the informal appearance,
the Board shall notify the affected nontenured teaching staff
member, in writing, of its final determination. 'The Board may
delegate mnotification of its final determination to the
Superintendent or Board Secretary, Fhe—fnul-delctmination
will be deliveredto-the-teaching-staffmember, In-writing—no-laler
than—theee-dayvs—fallewine theinlormalappearance.  TheHoard

may delezatethe Supcrintendestorthe Board-Seeretury-to-deliver
the-finul delormination:

Issned:
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Nemrenewal of Nontenured Teaching Staff Member
hlay 21

[See POLICY ALERT Nos. 166, 175, 201 and 223

R 3142 NONRENEWAL OF NONTENURED T1 LACHING STAFF MEMBER

A Evalualions

1.

Cach nontenured teaching stall membet shall be evaluated in strict
compliance with stamste; NJ.SA 18A:27-3.1, rales—oftheState
Board ofHducatien: N.JLA.C. 6A:10-1.1 et seq., and the policies
and procedures of this dislrict.

B. Nonrenewal Recommendation

L

When a nontenured teaching staff member’s performance docs not
mect the standards of the school district, employment will nol be
offered to (he montenured tcaching staff member for the
succecding #ﬁnc}pﬂ—er—th&—m&%&mu‘ed—teuehaiﬁ— irrrediate
supervisershallresomhend {o-the Superintendentthat-the-lcaching
staﬁlmem{mHhaHd—nm—be%eemﬁeyed—in—me—feﬁmﬂﬁg school
year,

On or before May 15 of each year, each nontenu red teaching
stalf member continuously employed by a Roard of Education
since the preceding September 30 shall receive 2 written notice
from the Superintendent thal such employment will not be
offered if the Superintendent recommends the nontenured
teaching staff member not be renewed TFhe-nontenured teaching
stafEmember shat-be infarmed-by-the-Superiptendent-ef Schoeks
iR e —that ciphoymentor thenextsucccedinsschoalyeat
will not-be-offered— This—written—notice—sha H-beprovided-to-the
noptenured-teachingstall membor-efor befors May1S5.

A recommendation by the Superintendent o not renew i
nonrenewal a nontenured teaching stalf member’s contract for
the succceding school year may be based upon the nontenured
lcaching stall member’s  observations, cvaluations, job
perlormance, or any factor alfecting histher conployment in the s
school districl,
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4. A nbdontenured teaching stafT members® employment contracls
can  ewly be rencwed only upon the Superintendent’s
recommendation and # recorded roll call majority vote of the full
membership of the Board. The Board shall may not withhold its
approval for arbitrary and capricious reasons,

C. MNonrenewal Actiom

. Prior to notifying the nontenured teaching staff member of the
nonrenewal, the Superintendent shall notify the Roard of the
recommendation not to renew the montenured teaching staff
member’s contract and the reasons for the recommendation.
Ihe—.’i&kpof}meﬂchll—HHH{y—Ham‘d-—membeﬁ—ui'-—Ehﬁ
recompendation—nol —to—rencw—a—nentenurcd—teaching—statf
nember’s-contract-before netifying -the-nonterured teachingstall
mcmberol therecommendationto-not-rerew. The Superintendent
may notify the Board members of (he recommendation not 1o
renew the nontenured teaching staff member’s contract and the
reasotts Tor (he recomtendalion in a written uotice Lo the Board
prior to May 15.—# or in the altcrnative, the-Superintendenttaay
Hﬂiii%e—de—nmmbeﬁa—uI—ﬁhe—msﬂmmmd atien—rol -feFencw—i
newtenuted-teachinssialf member in a1 cxeculive session, Heinp
this-eptica It notification is provided to the Bourd in cxecutive
session, the Superintendent and the Board will meet in cxeculive
session prior Lo May 15 lo review the Superintcndent’s
recommendation(s) for—nonronewslof-pentcntred—teaching—statf
Irrefers,

i, Notice of the executive scssion shall be given In
sccordance with N.J.S.A. 10:4-13 and individual notice
shall be given, not less than forty-eight hours in advanec of
the mecting, to those nontenurcd teaching stall’ members
whose possible nonrenewal will be discuzsed at the
meeling, If any such nontenured teaching staff member
empleyee requests the discussion take place in public, the
recormendation for hisfher nonrencwal will be sevored
from any other nonrenewal recommendation(s) and will he
scheduled lor discussion at a public meeting prior to May
15.
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A nontenured teaching stall member not recomunended for rencwal
by the Superintendent is deemed nol renewed. A Boards of
Education vole is mnot required un the Superintendent’s
recommendation(s) lo nol renew a nontenured teaching staft
member’s conlract.

Naotice of Monrenewal

1 — Notice-efthe Superintendent’s deeision netto-ronew—shal-be-given

12.

te—euch nontenured—teachins salf-memborpetrceommeldedtor
renewalon orbefore May 1 S-inaccordance with- Nl S-AS AT
10 The Beard—may delegaic theSupeeintendont—oe(heBourd
Seeretary to-give (he-writlenpotce of Rerrerewat

The nonrcnewal notice shall be in—weiting—snd provided to the
nontenured teaching stafl member not recommended for renewal
by the Superintendent on or before May 15, It hand delivered, a
rocord shall be made of the date on which delivery was made. 10
sent by mail, the notice shall be sent registered mail, relurn receipt
requesied, to the nontenured teaching slalf member’s address ol
recotd.

Request for Statement of Reasons

L.

Any nontenured teaching staff member recciving notice that a
teaching contract for the succceding school year will not he
offered may, within fifteen calendar days thereafter, request in
writing, a statement of the reasons for such non-employment
which shall be given to the nontenured teaching staff member
in writing within thirty calendar days alter the receipt of such
request, A_porrenewod—tesehinestalf -membeor—will-be-ghven a
writtenslatermentof the reasons—tor which hefshe-was-notrenewed
providedthe teaching staflmembers request for-a-statemenl of
reasens has—been received—by—the Superintendent—withii Fitheen
ealondur—days—afier the teachinssiafmemberveccived—written
netice of histhor pomencwab LT SALBAZT 3.2
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The stateiicnt of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons lor the
notenewal, Where (he nonrcnewal is based on performance
deficiencies recorded in the nontenured employees teaching
¢taff member’s observations and evaluations and the
nontenured teaching siaff member employee has becn given a
copy of those observations and cvaliations, the stalement ol
reasons uay incorporate the observalions and evaluations by
reference.

The written statement of reasons will be prepared by the
Superiniendent apd—shat—bhe delivered—to the—employee—whe
requcsted—il within thirty—calendar—days- after—the—recciptol the
cmplayee sreguest.

I Nonrencwal Appearance

1

Whenever the nontenured teaching staff member has
requested in writing and reccived a written statement of
reasons for non-rcemployment pursuant  to N.SAL
18A:27-3.2, the nontenured teaching staff member may request
in writing an informal appearance before the Board. The
writlen reguest shall be submitted to the Board within ten
calendar days of the nontenured teaching staff member’s
receipt of the Board’s statement of reasons. A—teachinsstaff
rrembel —whe has—roquested a—wtatement efeasens—lor—no-
reeinpleviICREpUrsHaRt-to NS AIEA2T 32wl be granted-an
infarmal-appeatance befors the—Boatd—to diseuss—those reasons;
provided (hat-he/shehud submitledto-the-Supcrintendont-awrikten
reguest-forsueh-an-nppearanes e laterthan-ten-calendar daysalles
the nentonured tesching stall memberts—sceipt—of the—writhen
stutementof reasons NIAG-6A: Ho-R-ak

The A-date forthe informal appearance shall be scheduled within
thirty calendar days [rom the nontenvired {eaching stafl member’s
reccipt of the Board’s statement of reasons. The-appearancc-shatl
be_condueted -atan oxeculivesessiontor-whiclneotice hasheen
spveniil geeerd anee-with- N-RS A 413
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The Roard will exercise diseretion in determining determyine a
reasonable letgth of time for the proceeding te-be-deveted-lo-the
appearsnce,  depending  upon euch  inslance’s  specilic
CITCUMSTAnces,

The proceeding ol an in formal appearance before the Board may
be conducted in executive session pursuant lo N.IS.A.
10:4-12(b)%). Il conducted in executive session, notice must be
given in accordance with N.J S.AL 10:4-13.

The Board shall provide the nontenurcd teaching statt member
adequate wrilten notice regarding the date and {ime of the
informal appearance, The teaching—staflmerber requesting—the
aﬁﬁeamnee—ﬁh&ll—h&givm—mﬁﬂen—mﬁmrﬂﬁ—la{mhm Forbe-eight
Louisinadvance—of the meetingat-which iischeduled, ofthe
date. timeplace and duraton of the-appearsnce;

The nontenured teaching staff member’s appearance before
the Board shall not be an adversary proceeding. The purpose
of the appearance shall be to provide the nontenured teaching
stuff member the opportunity to convince Board of Ldueation
members to offer recmployment. The purpase-of-the-appearanec
shull be—to— permil—the—nonrerewed ~tesching—stall membor—to
convines-the—mombers of the Board Lo offer rcomployment—Te
those—ende, the—appearanes shall be informatycondueted. —Hhis
appeatance—provides—a—meehanisa by—which—the nentenured
teachingstatfmember—whose-rencvweahas petbecnrecommended
by—mc—&qaerimeﬂdmhheaﬁ--apﬁeai—w%he—-ﬂwdruﬂéﬁ%ﬁll—ﬁm
Supesiricndent sits-as—u nof-volng-rrenber PUISHARE PRSAS

The proceeding of an informal appearance before the Board shall
be conducted with the President of lhe Board presiding and-the
appesrance-shallnot-be-sn gAY proccoding.

The nontenured teaching staff member may be represented by an
attorney or by one individual of his/her choosing. HeiShe The
nontenured teaching staff member may present, on his or her
behalf, withesses to testbe on-hisherbehalfE—Wlinesses who do
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not need to present Lestimony under oath and theirslatermenlstany
hoteestded—Tho shall not be eross-examined by the Board wiH
hear weitnessesand shallnol-cress-examine therr, Witnesscs shall
will be called one at a time into the mecting Lo address the Board
oe-atatinte and shall be cxcused from the meeting after making
their statements.

Final Determination

b2

A-nontenured teackingstall member netrecormmended-for-ropeveal
b{f—?ﬁ-&—ﬂﬂ[}&FﬁH&ﬂd&HﬁS-d&&H&&d—HﬁHﬂﬂ% A Board vote 18 not
required on the Superintendent’s recommendation(s) to not renew
a nontenured [eaching staff member, However, after an informal
appearance before the Board, the Supcrintendent may make a
recommendation for reemployment of the nontenured teaching
staff membher (o the voting members of the Board. The—veling
members—of the Board—by -Hﬁﬂfﬁ@%@t@—ﬂf—ﬂiﬂ—ﬁ&kl—gwd—m
pable— seswion, FRs—apHrove the—reomployment—based—on -ife
Superintendent’s— reesmmiendation: If the Superintendent
recommends the nontenured teaching staff member for
reemployment, the voting memnbers of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the Superintendent’s recommendation  for
reemployment.

The Board may, with a majorily vote of its [ull mernbership in
public session and wathout the recommendation of the
Superintcudent, offer the nontenured teaching stall member
recriployment after the informal appearance before the Board,

Within three working days following the informal appearance,
the Board shall notify the affceted nontenured teaching staffl
member, in writing, of its final determination. The Board may
delegate notification of its final determination to the
Supcerintendent or Board Secretary. The finaldetermination
will he-deliveredto (he-teachips satf member—n writing ne-tatet
tharhree—days—Falowing—the tnfermaluppoaranes. —Fhe-Boaed
may-delepate-the Supesinicndent-or-the-B oprd-Scopstary- lodeliver
the final-determination.
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Tivaluation of Teachers

May 21

M

Sce POLTCY ALERT Nos. 172, 181, 201, 207, 212 and 223]
3221 EVALUATION OF TEACHERS

The Board of Education recognizes the importance of tcacher cffectivencss Lo
further the development of a professional corps of educators and to increase sludent
achievement. The Noard of Hducation adopts Policy and Regulation 3221 for the
evaluation ol teachers consistent with the Teacher Ellcetiveness and Accountability
for the Children of New Jersey Act (TEACIINT) and the AchieveNJ administrative
codes. This Policy and Regulation provides the provisions and requirements for
teacher cvaluations consistent with TEACIHNT and AchicveNl.

For the purposes of Policy and Regulation 1221, “teacher’” means a teaching statt
member who holds the appropriate slandard, provisional, or emergency
instructional eertificate issued by the Board ol Txamincrs and is assigned a class
roster of students Lor at least one particular course.

The paleyin NEAC—6A: 10— Edueator Dffeckveness—shak—nol overrde iy
cenfliclingprovisients) efcollective barpatine GEreementsor gtheremployment
coltraetsin effectonduly-L, 2013 and s No colleclive bargaining agrcemenl cotered
inta after July 1, 2013, shall contliet wilth the educator cvaluation systcm
cstahlished pursuant to N.LAC. 6A:10-1.1 et seq. or auy other specific statute or
regulation, nor shall topics subject to bargaining involve matters of educational
policy or managerial prerogatives. All information contained in anuual
performance reports and all information collected, compiled, and/or mainlained by
employees [or the purpose of conducting the educator evaluation process
pursuant to NJAC. A 10-1.1 ¢t seq., including, but not limited to, digital
reeords, shall be confidential and shall not be subject to public inspection or
copying pursuani to the Open Public Kecords Act, N.JL.S. A, 4T 1A-1 et seq.

The 1Board shall ainmally adopt evaluation rubrics for all teachers which shall be
subtmitted to the Commissioner of Edueation by August fuic 1 for approval by
August 15 + of cach year, 'The cvaluation rubrics shall have lour defined annual
ralings: inelfective, partially effective, eflective, and highly effective. 'The Board
shall meet the requirements ag outhined in N.JLA.C. 6A4:10-2.2(a) for the anual
evaluation of teachers und shall cnsure the training procedures as oullined iu
N.I.A.C. 6A:10-2.2(b) are followed when implementing the evaluation rubrics for
All teachers. A District Evaluation Advisory Committee may shall be established
in accordance with the requirements of N.LA.C. 6GA:10-23,

TREACHING STAFF MEMBERS
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The mininmm requirements for (e evaluation procedures for teuchers as outhined
i NIAC. 6A:10-2.4 shall be followed. For each teacher rated incffective or
partially effective on the annual summalive evaluation rating, as measurcd by the
evaluation rubrics, a correclive action plan shall be developed in aceordance with
the provisions of N.LAC. 6A:10-2.5. A School Tmprovement Panel shall be
established in aceordance with N.LLA.C. 6A:10-3.1 and with the responsibilities
oullined in N.JLA.C. 6A:10-3.2.

The components of the teacher evaluation rubrie as deseribed in N.JAC. 6A10-
4.1 shall apply to teachers. Mcasures of student achicvement, as outlined n
N.IA.C.6A:10-4.2, shall be used o determing impact on student learning. Teacher
ohservations shall he conducted in accordance with the provisions of N.JA.C.
6A:10-4.4 and N.J.S.A. 184:27-3.1, Obscrvers shall conduct the observations
pursuant to N.JS.A, |8A:6-123.b.(8) and N.JA.C, 6A:10-2.5 and 3.2, and they
shall be trained pursnant to N.LA.C. 6A:10-2.2(h).

The Leacher practice instrument approved by the Department ol Liduealion shall
meet the criteria as outlined in N.JAC, 6A:10-7.2.

The Superintendent shall annually notify all teachers of the adopted evaluation
policics and procedurcs/regulations no fater than October 1. If a teacher is hired
after October 1, the Superintendent shall notify the teacher of the policics and
procedures/regulations at the beginning of his or her employment.  All teachers
shall be notified of amendments to the policy and procedures/regulations withm en
(cacher working days of adoption.

N.IS.A, 18A:6-117 ct seq.; NJS.A. 18A:27-3.1

NIAC, 6A10-1.1 through 1.4; 6A:10-2.1 through 2.5
NIAC 6A:10-3 1 and 3.2; N.LAC 6A:10-4.] through 4.4
NJALC. 64:10-7.] and 7.2

Adopted:

g Copyright 2081« Strauss Eamay Assnciates, LLP e 160G Hinds Road  «  Swilel = Toms Rivar, M) OBTSA-8400 «  ¥3Z-255-1h00




~

CGULATION GUIDE

TEACLIING STAFF MEMBERS
R 3221/page | of 24
Evalualion of Teachers
May 21
M
[See POLICY ALERT Nos. 181, 201,207, 212 and 223|

k3221 EVAIL TATION OF TEACIIERS
A Diefinitions — N.J.A.C. 6A:10-1.2

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

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

“Armal performance report” means a written appraisal of the teacher’s
P P

performance prepared by the teacher’s designated supervisor based on the
evaluation rubrie for hig or her position.

“Annual summative evaluation rating” medns an annual cvalualion raling
that is based on appraisals of educator practice and studenl performance,
and includes all measures captured in a (cacher’s evaluation rubric. The
four summative performance categories are incffeclive, partially effective,
effeclive, and highly effeclive,

“Calibration” in the context of cducalor evaluation means & process Lo
monitor the compelency of a trained evaluator to ensure the evaluator
contirues to apply an educator practice instrument  accurately and
consistently according to (he standards and definitions of (he speeific
instrument,

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

“Commissioner” memns Commissioner of the New Jersey Diepartment of
LCducation.

“eohservation”™ means (w0 or more supervisors who are lrained on the
practice instrument who observe sinonltancously, or at allernate tumes, lhe
same lesson or portion of a lesson for the purpose of lraining.
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“Correclive Action Plan” mcans a written plan developed by the
designated supervisor in collaboration with the teacher to address
deficiencics as oullined in an evaluation. The correclive action plan shall
include timelines for corrective action, responsibilities of the individual
teacher and the school district for implementing the plan, and specilic
support that the district shall provide as defined m N.JLSA. 18A:6-119.

“Department” mears the New Jersey Department of Edueation,

“Designaled  supervisor” means  the supervisor desipnated by the
Superintendent of Schools or designee as (he teachcr’s supervisor,

“District Evaluation Advisory Commiilee” means a group crealed to
oversee and guide the planning and implementation of (he Board of
Education's evaluation policics and procedures as sel forth in N.JLA.C.
64 10-2.3.

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

“Tyaluation” means an  appraisal of an  individual’s protessional
performance in relalion to his or her job deseription and professional
standards and based on, when applicable, the individual’s evalualion
rubric.

“Pyaluation rubric” means a set of eriteria, measures, and processes uscd
to evaluate all teachers in a specific school distict or local education
ageney. DEvaluation rubrics consisl of measures of professional praclice,
hased on educator practice instrument, and student outcomes. Fach Board
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of Education will have an evaluation rubrie specifically for leachers,
anolher specifically for Principals, Viee Principals, and Assistant
Principals, and evaluation rubrics for ather categorics ol teaching stafl
mambers.

“Indicators of smudent progress and growth” means the resulls of
asscasment(s) of studenls as defined m N.J.AC. 6A:8, Standards and
Assessment,

“Individual professional development plan” is as defined in N.LS.A.
184:6-115.

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

“Ohservation” means a method of collecting data ou the performance of a
{eacher's assigned duties and responsibilities.  An observation for the
purpose of evaluation will be included in the determination of the annual
summalive evaluation rating and shall be conducled by an individual
employed in the school district in a supcrvisory role and capacity and
possessing 4 school admimisirator, Principal, or supervisor endorsement as
defined in N.JLA.C. 6A:9-2.1.

“Post-observation conlerence” memns a meeting, cither ll-persoi  or
remotely, hetween the supervisor who conducted the observation and the
leacher for the purpose of evaluation to discuss the data collected 1n the
obscrvation.

“Seoring puide” means a sel of rules or eriteria used to cvaluale a
performance, product, or project. The purpose ol a scoring guide 15 Lo
provide a transparent and reliable evalnation process. TFeacher Kducator
practice instruments include a scoting guide that an cvalualor uses 1o
structure his or her asscssments and ratings of professional practice,

“Qemester” means half of the school year.
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“Sjomed” means the name ol one physically written by oneself or an
elecironic code, sound, symbol, or process attached to or logically
associated wilh a record and cxecuted or adopted by a person with lhe
intent to sigh the record.

“Srudent growlh objective” means an academic goal (hat teachers and
designated supervisors set [of groups of studenfs.

“Sipdent prowth percenlile” means a specific metric for measuring
individual student progress on Statewidc assessments by tracking how
much a stodent’s test scores have changed relalive to other sludents
Statewide with similar scores in previous years.

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

“Qupervisor” means an appropriately certified teaching stafl member, as
defined in N.J.S.A. 18A:1-1, or Superiniendent employed in the school
district in @ supervisory role and capacily, and possessing a school
administrator, Principal, or supervisor endorsement as defined in N.J A.C,
GA93-12,

“Teacher” means a teaching staff member who holds (he appropriale
standard, provisional, or emergency instructional certificate issued by the
Board of Ixaminers and is assigned a class roster of students [or at least
onc particulat coursc.

“Topcherprastes instrurcnE means—an-assessmont—tool - thatprovides
seales or—dimensions —thul eapture —eompoteneies —af professional
}m"—ﬁamaﬂnee;—aﬂé-di#&entia%ian—u[la—vaﬂgc-ﬁ%pmfb&siwl perfornianes-uas
deseribod-by-the-seales, whickh mrustbe shows in-practice-snd/orrescarch
studies— The-seorcsTrom the—teacherpracticenstrinent are-CoPORERS
of_the teschor’s—evaluption rubses—and—the seores are—included—n the
sumraliveevaluationatingfor the-individuak:

“Unannounced observation” means an observation in which the person
condueting an observation for the purpose of evaluation will not notify the
weacher of the date or time the observation will be conducted.

[ ] & Cupyilght 2021+  Stauss Fsmay Associates, LLP « 1886 Hinds Road + Suite 1« Tams River, ME 08757 6109« 7322851500




REGULATION GUIDE

TEACLING STAFF MEMBEERS
1% 322 1/puge 5 of 24
Evalmation of T'eachers

B. Applicability of Rules on Collective Barguining Agreements - NJAC.
6A:10-1.3

The tilesin NAA-C. 6AH 1 |-et-seq. shalbnot-override any-contlicting
prevision(sefcollective barauining—aareenents—or -other CHph IRt
coniracts-enicredinlo by sehoel distrietin-slfcet-onJuly 201 No
collective hargaining agreement cotered into afler July 1, 2013, shall
conflict with the cducator cvaluation system established pursuant to
N.TAC 6A:10-1.1 el scq. or auy other specific statute or regulalion, nor
shall topics subject to bargaining involve mallers of educational policy or
managerial prerogatives.

Educator Evaluation Data, Tnlormation, and Annual Performance Reporls
SNJALC, 6A110-1.4

All information conlained in annual performance reports and all
information collected, compiled, andfor maintained by employees ol the
Board of Education for the purposes of conducting the educator gvaluation
process pursuant io N.LAC, 6A:10-1.1 el seq., including, but not Hmited
to, digital records, shall be confidential. Such information shall not be
subject to public inspection or copying pursuant to the Open Public
Records Act, NJ8.A. 4T:1A-1 et seq. Nothing contained in NJAC,
GA:10-1.1 et seq. shall be construed to prohibit the Depariment or a school
digtrict [rom, al its discrction, collecting cvaluation dala pursuant to
NJS.A 18A:6-123.c. or distribuling aggrepate slatistics regarding
evaluation data,

M, fivaluation of Teachers N A.C. 6A:10-2.1

l. The Board of Education shall annually shalt adopt evaluation
rubrics Tor teachers. The evaluation tubrics shall have four delined
annual ratings:  inelfective, partially cffective, effective, and
highly elfective.

2. The evaluation rubrics [or teachers shall include all other relevant
minimum standards set forth in NJ.S.A. 18A:6-123 (P.).. 2012,
c. 26, § 17¢c).

= Fyaluation rubrics shall be submitted to the Commissioner by

August June-1 for approval by August 15 4 of each year.
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E, Duties of the Board of Education — N.JA.C. 6A; 10-2.2

I; The Board of Iducation shall meet (he following requirements fur
(he annual evaluation of teachers, unless otherwise specified:

a. Dstablish a District Evaluation Advisory Commullce to
oversee and guide the planning and implementalion ol the
Roard of Education's evaluation policies and procedures as
got forth in N.TAC, 6A:10-2 el seq.;

b. Annually adopl palicies and procedures developed by the
Superintendent pursuant to N.JAC. 6A:10-2.4, including
the evaluation rubries approved by the Commissioner
pursuant o N.JLA.C. 6A:10-2.1{c):

{1y  The Supcrintendent shall develop policies and
procedures that, al a minimmm, cnsure  student
performance data on the Statewide asscssment is,
upon receipt, promptly distribuled or otherwisc
made available to teachers ing-—staff members who
were  primarily responsible  for instructing  the
applicable students in the school year in which the
assessment was taken, as well as to tcachers ing
stall rembors wlho are or will be primarily
responsible for instrucling the applicable students in
the subsequent school year.

C. Ensure the Superintendent annually nolifies all teachers of
the adopted evaluation policics and procedures no later than
Octoher 1. [F a teacher is hired after Oclober L, the
Board/Superintendent  shall nolify the teacher of the
policies and procedurcs at the heginning of his or her
ermployment, All teachers shall be notilicd of amendments
to the policy and procedurcs within ten teacher working
days of adoption;

al
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d. Annually adopl by June 1, any Conmmissioner-approved
cducator teaches practice instruments and, as part of the
process described at NJAC 6A:10-2.1(c), notify the
Department which instruments will be used as part of the
school districl’s evalualion rubrics,

&: Fnsure the Principal of each school within the school
district has established a School Improvement PMancl
pursuant lo N.JA.C. 6A:10-3.1.  The panel shall be
cstablished amually by August 31 and shall carry out the
dutics and [unctions described in NLTAC. 6A:10-3.2;

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

Insurc the Superintendent or designee cerlifies o the
Department that any observer who conducts an obscryvation
of a teacher for the purpose of evaluation as described in
NJAC, 6A-104.4; NJLAC 6A:10-54; and N.IAC
fiacl0-6.2, shall  meel the statutory  obscrvation
requircments of N.J.S.A. 18A16-115; L8A:6-123 .b(R), and
N8 A 18A4:27-3.] and the teacher member of the School
Jmprovement Panel requirements of N.J ALC6A:10-3.2,

U=

[~

T'he Douard of Education shall cnsure the following lraining
procedures are Lollowed when implementing the evaluation rubric
for all teachers and, when applicable, applying the Commigsioner-
approved educator practice instrument:

a. Annually provide training on and descriplions ol each
camponent of (he evaluation rubric for all teachers who arc
being evaluated in the school district and provide more
thorough training for any teacher who ig heing evaluated
for the lirst time.  Training shall include detailed
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descriptions of all evaluation rubric cormponents including,
when applicable, detailed descriptions of sudent
achievement measures and all aspects of the educator
praclice instrument;

Annually provide updates and refresher training for
supervisars who are eonducting evaluations in the school
digtrict and more thorough training for any supervisor who
will evaluate tcachers [or the fivst time. Training shall be
provided on each compoment of the cvaluated teacher's
evaluation rubric before the evaluation ol a teacher;

Amually require each supervisor who will conduet
observations for the purposc of evaluation of a teacher to
complete al least two co-obscrvations during the school
VEdr,

(1) Co-obscrvers shall use the co-observalion to
promote accuracy and consistency in seOring.

(2) A co-obscrvation may count as one required
ohscrvation for the purpose of evalualion pursuant
6 NIAC 6A:10-44, as long as the observer
meets the requirements set forth in NJAKC
6A-10-4.3 and 4.4, bul the co-observation shall nol
count as two or mare required observations. Ifa co-
ohservation counts as one requircd observation, the
score shall be determined by the teacher’s
designated supervisor.

The Supcrintendent shall annually cerlify to the
Department that all supervisors of teachers in the school
district who are wlilizing evaluation rubrics have completed
fraining on and demonstrated compelency in applying the
evalualion rubrics.
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F. District Evaluation Advisory Commitlee - N.TALC, 6A:10-2.3

1% Members of the District Evaluation Advisory Commiltee shall
include representation from the following groups: teachers [rom
cach school level represented in the school district; cenlral office
administrators  overseeing  the teacher  evaluation  process;
supervisors invelved in teacher cvahuation, when available or
appropriate; and administrators conducting evaluations, including a
minimum of one administrator conducting evalualions who
patticipates on a School Improvement Panel. Membcrs also shall
include the Superintendent, a special education administrator, a
parent, and 2 member of the Board of Education.

2. The Superiniendent may extend membership on the District
Evaluation Advisory Committec to representalives of other groups
and to individuals.

5 A Bepinning—in—2048-2010—the District Evaluation Advisory
Commilices is not shall-relopgerbe required and the Board of
Fducation shall have the discretion to establish 2 centhue—the
District Fvaluation Advisory Committee.

{1, Iivaluation Procedures for Teachers — MIAC 6A0-2.4

1. The provisions outlined in Poliey and Regulation 3221 and
NIAC. 6A:10-2.4 shall be the minimum requirements for the
evaluation of teachers.

2 Evaluation policics and procedures requiring the annual evaluation
of all teachers shall be developed under the direction ol the
Superintendenl, who may consull with the District Evaluation
Advisory Commillee ar representatives from School Improvement
Panels, and shall include, bul not be limited to, a description of:

a. Roles and responsibilities for implementation of cvalualion
policies and procedures,
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Job descriplions, evaluation rubrics for (eachers, the
pracess for calculating the summative ralings and each
component, and the cvalualion regulations set forth in
N.LA.C. 6A:10 el seq.;

Methods of data collection and reporting appropriate to
each job deseriplion, including, but not limited to, the
process for student atrribution to teachers, Principals,
Assistant Principals, and Vice Principals [or calculating the
median and school-wide student growih percentile;

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

Process for developing and scoring  student growth
uhjectives;

The process for preparation ol individual professional
developmenl plans; and

The process for preparalion ol an ammual performance
report by the leacher’s desi gnated supervisor and an annual
summary confercice belween Lhe teacher and his or ler
designated supervisor.

3. The annual summaty conference between designated SUpCIyISors
and teachers shall be held before the annual performance report is
fled. The confercnce shall occur on or before June 30 of each
school year and shall include, but nol be limited to, a review of the
[ollowing:

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

{1}  The educator’s teachors practice instrument; and
(2) Available indicators or studenl achicvemenl

measures such as student growth objective scores
and student prowth percentile scores.
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b. The progress of the Leacher loward mecting the goals of the
individual professional  development plan or, when
applicable, the corrective action plan; and

c. I'he preliminary annual perlormance reporl.

1T any scores for (he teachor’s evaluation rubric are not available at
the time of the anmual summary confercnce due to pending
assessment resulls, the annual summative evaluation rating shall be
caleulated onee all component ratings are available,

The annual performance report shall be prepared by the teacher’s
desigmated supcrvisor and shall include, hut not be limited to:

a. A summative rating based on the evaluation rubric,
including, when applicable, a total score for cach
camponent as described in N.JLALCL 6A! 10-4;

b. Perlopmance area(s) of strengh and area(s) needing
improvement  based upon the job description and
components of the teacher’s evaluation rubric, and

i The teacher’s individual professional development plan or
cortective action plan [rom the evaluation year being
reviewed in the reporl.

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

The Board of Education shall include all performance reports and
supporting data, including, but not limited to, written observalion
reports and additional components of the summative evaluation
raling as patt ol the teacher’s persomiel file, or in an altemative,
confidential location. [0 reporls and data arc stored in an
alicrnative location, the personnel file shall clearly indicale the
report’s location and how it can be easily accessed, The records
<hall be copfidential and shall not be subject Lo public inspection or
copying pugsuanl to the Open Public Records Acl, N.J.S.A.
471 A-1 &t seq.
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Ll Corective Action Plans for Teachers — N.JLA.C. oA 10-2.5

L. For each teacher rated ineffoctive or partially effeclive on the
annnal summative evaluation, as measured by the evaluation
rubrics, a corrective action plan shall be developed by the icacher
and the lcacher’s designated supcrvisor. If the teacher does not
agrec with Lhe corrcctive action plan’s content, the designated
supervisor shall make a final determination,

2. The cortective action plan shall be developed and the leacher and
his or her designated supervisor shall meel to discuss the corrective
action plan by QOctober 31 of the school year following the year of
evaluation cxcepl.

a. If the ineffeclive or partially elfcctive summalive
evaluation rating is received after October 1 of the school
year [ollowing the year of evaluation, a corrcetive action
plan shall be developed, and the teacher and his or her
designated supervisor shall meet to discuss the corrcetive
action plan within twenty-five teacher working days
following (he school district’s receipt of the leacher’s
summalive rating,

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

a, Address arcas in need of improvement identified in the
(cacher evaluation rubrie;

b. Include specific, demonstrable goals lor improvemenl;

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

d. Inchide timelines for mecting the goal(s).

|
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4, The teacher’s desipnated supervisor and the leacher on a corrective
action plan shall discuss (he teacher’s progiess toward the goals
outlined in the corrective aclion plan during each requircd post-
ohservation  conference, pursuant to NJLSA 18A:27-3.1 or
NI AC 6A:10-44, The teacher and his or her designaled
supervisor may update the goals outlined in the corrcetive action
plan lo reflect any change(s) in the teacher’s progress, position, or
role.

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

i, Ghall he documented in the leacher’s persounel file and
reviewed at the annual summary conference and the mid-
year evaluation. Both the {eacher on a corrective action
plan and his or her designated supervisor may collect data
and evidence lo demonstrale the teacher’s progress toward
his or her corrective action plan goals; and

b May be used as evidence m the teacher’s next annual
surmmative cvalualion; however, such progress shall not
gnaraniee an  cffective rating on the next summative
evaluation,

6. Responsibilities of the cvalualed teacher on a corrective action
plan shall not be cxclusionary of other plans for improvement
determined to be necessary by (he teacher’s designated SUpervisor.

s The Schoo! Tmprovement Panel shall ensure leachers with a
corrective action plan reccive a mid-year cvaluation as required by
N1SA. 18A:6-120.c. The mid-year cvaluation shall oceut
approximately midway between the development of (he corrective
action plan and the cxpecled receipt of the next annal summative
rating. The mid-year cvalualion shall include, al a minimum, a
conference (o discuss progress toward the teacher’s goals outlined
i the corrective action plan, The mid-year cvaluation conference
may be combined with a post-obscrvation conlerence.
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The School Tmprovement Panel shall ensure tcachers with &
corrective action plan receive one observalion, including a post-
ohservation conference, in addition to the obscrvations required in
N.J.A.C. 6A:10-4.4 for the purpose of evaluation as described in
N.ILA.C 6A:10-1.2 and 4.4(a).

Txcept where a school district employs only one administrator
whose position requites a Supervisor, pringipal, or school
administrator endorsement, lenured teachers with a comective
action plan shall be observed by multiple observers for the purpose
of evalualion as described in N.J.A.C. 6A:10-4.4{c)d.

The corrective action plan shall remain in effect until the lcacher
receives hig or her next summative cvaluation rating.

There shall be no minimum mumber ol tcacher working days a
leacher’s correetive aclion plan can be in place.

I School improvement Panel —N.ILA.C. 6A110-3 et seq.

1.

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

a. The School Improvement Panel shall include the Irincipal,
a Vice Principal, and a teacher who 1s chosen in accordance
with b. below by the Principal in consultation with the
majority representative. If an Assistant Prncipal or Vice
Principal is not available to serve on the pancl, the
Principal shall appoint an additional member who is
employed in the district in a supervisory role and capacity,
in accordunce with N.J.S. A, 18A:6-120.a. The Principal
may appoint additional members to (he  School
Improvement Panel as long as all members meet the criteria
oullined in this section and N.J.S.A. 18BA:6-120.a. and (he
teacher(s) on the panel represents at least one-third of its
tolal membership,

b. The Principal annually shall choose the (cacher(s) on the
School Improvement Panel through the following process:
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(1) The teachcr member shall be a person with a
demonstrated record of success in the classroom. M
demonstrated Tecord ol success in the classroom
means the leacher member shall have been rated
offective or highly elfective in the mosl recent
available anmual summative rating,

(2) The majority representative, in accordance with a.
above, may submit to the Principal, teacher membuer
nomminees for consideration.

(3)  The Principal shall have final decision-making
authority and is not bound by the majority
representative’s list of nominecs,

. The teacher member shall scrve a full school year, except
in case of illuess or authorized leave, bul may not be
appointed more than three consecutive sehool years.

d. All members of the Schoo! mprovement Pancl shall be
chosen by August 31 of each year.

2, School Improvement Panel Responsibilitics — N.J A 6A:10-3.2
i The School Improvement Panel shall.

(1) Oversee the mentoring of teachers according to
NTAC  6A:9C-53(a)2. and support  the
implementation of the school distriel mentoring
plan:

(2) Conduct cvaluations of teachers pursuanl o
N.LAC. 6A:10-2.4 and 4.4;

(3)  Ensurc corrcetive action plans [or teachers arc
oteated in accordance to N.IAC. 6A10-2.5; and
ensure mid-year cvalualions arc conducted lor
teachers who are on a corrective action plan; and
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(4} Tdentily professional development opporlunities for
all tcachers based on the review ol aggrcgate
school-level data, including, but not Hmited to,
teacher evaluation and student performance data to
support  school-level professional  development
plans described in N.LAC. 6A:9C-4.2.

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

(n Agrcement of the majorily representative;
{2) A1 appropriate sUpervisory cerlificate; and

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

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

I Components of Teacher Fvaluation Rubric- N.LAC. 6A:10-4.1

L.

The compenents of the teacher evaluation tubric described in
NIAC. 6A:10-4.1 el seq. shall apply to teachers holding Lhe
position ol teacher and holding a valid and cffective standard,
provisional, or cinergency inslructional certificate.

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

i, Measures of student achievement pursuant to N.JLAC,
6A:10-4.2; and
b. Measures of teacher practicc pursuant 1o N.JA.C.

6A:10-4.3 and 4 4.
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To eamn @ summative rating, a teacher shall have a student
achievement score, including median student growth pereentile
andfor studenl growth objectives(s) seores, and a {eacher practice
score pursuant to N.JA.C. 6A:10-4.4.

Fach score shall he converted lo a percentage weight so all
components make up 100 percent of the evaluation rubric. By
August 31 prior to the school year in which the evaluation rubric
applies, the Department shall provide on its wehsite the requirved
percentage weight of each componcnt and Lhe required summative
rating scale.  All componcnts shall be worth the [ollowing
percentage weights or [all within the following ranges.

A If, according o N.J A.C. 6A:10-4.2(b), 4 leacher receives a
median student growth percentile, the studenl achievement
component shall be at least thirty percenl and no more than
fifty percent of a teacher’s evaluation rubric rating as
determined by the Departmentl.

b, If, according to N.JA.C, 6A:10-4.2(b), a teachcr does not
receive a median student growth percentile, the studenl
achievement corpponent shall be al least fifteen percenl and
no more (han fifty percent of a teacher’s evalualion rubric
rating as determined by the Department.

i) Measures of teacher practice deseribed in NJLAC
6A:10-4.3 and 4.4 shall be at least tifty percent and no
mare than cighty-five percenl of a teacher’s evaluation
rubric rating as determined by the Department.

Qrandardized tests, used as a measure of sludent progress, shall not
be the predominant factor in delermining a teachcr’s annual
summative rating.

K, Smdent Achievement Components - N.JLA.C. 64:10-4.2

Measures of student achicvement shall be used to determme
impact on student learning. The student achicvement mceasure
shall include the following components:
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a. If the teacher mects the requitcments of 2. below, the
median student growth percentile ol all students assigned to
a leacher, which shall be caleulated as set forth in 4. below;
and

b, Student growth objective(s), which shall he specific and
measurable, based on available student learning  data,
aligned to the New Jerscy Student Leaming Standards
(NJSLS), and based on growth and/or achicvement.

(1) For leachers who leach subjecls or grades not
covered by the NISLS, student growth oljective(s)
shall align to standards adopled or cidorsed, as
applicable, by the State Roard,

I_.\Jl

The median studenl erowth percentile shall be included in the

annual summative rating of a leacher who:

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

b. Teaches the course ot group within the course for at lcast
sixty percent of the time from the heginning of the course
to the day of the standardized assessment; and

G Has al least twenty individual student growih percentile
scores atlributed to hig or her name during the school year
of the evaluation. If a teacher does not have al least twenty
individual student growth percenlile scores in a given
school year, the student growth percentile scores atlributed
lo a teacher during the two school years prior o the
evalyation year may be used in addition lo the student
orowlh percentile scores atlributed to the teacher during the
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school year of the evaluation. Only student  growth
percentile scores from school year 2013-2014 or any school
year after shall be used to determine median student growth
pereentilcs.

3 The Department shall periodically collecl data for all teachers that
include, but are not limited Lo, student achievement and teacher
practice Scorcs,

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

score:

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

b, I'he Department then shall report to the employing district
Board of Education the annual summative rating, mcluding
the median student growth percentile for each teacher who
receives a median student prowth percentile.

5. Student growth objectives for teachers shall be developed and

measured according Lo the [ollowing proccdures:

a. The Superiniendent shall determine the number of required
siudent growth objectives for teachors, ineluding teachcrs
with a student growth percentile. A teacher with a student
growth percentile shall have at least one and nol more than
four student arowth ohjectives. A teacher wilhout a smdent
prowth percentile shall have at least two and a maximum of
four student growth objectives, By August 31 priot to lhe
school year the evaluation rubric applics, the Depattment
shall provide on its website the minimum and maximuin
number of required student growth objectives within this
TALge.
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b. A teacher with a student growth percentile shall nol use the
standardized assessment used in determining he student
growth percentile to MCASUTE PIOZTCSS toward u student
growill objective.

c. bach teacher shall develop, in consullation with his or her
supervisor or a Principal’s designee, each student growth
objcctive. 1f the teacher does pot agree with the smdent
erowlh objectives, the Principal shall make the linal
delermination.

d. Siudent prowth objectives and the criteria for assessing
teacher performauce based on the objectives shall be
determined, recorded, and retained by the teacher and his or
her supervisor by October 31 of each school year, or within
twenty-five teacher working days of the teacher’s starl date
i['the teacher begins work afler October 1.

& Adjustments Lo student arowth objectives may be made by
the teachet in consultation with his or her supervisor only
when approved by the Superintendent or designee.
Adjustments shall be recorded in the teacher’s personricl
file on or belore February 135,

(1) 1T the Student Growth Objective (SGO) covers only
the sccond semester of the school year, or if the
teacher begins work after October 1, adjustments
shall be recorded before the mid-point ol the sceond
SCITEsLET,

. The teacher’s designated supervisor shall approve cach
teacher’s student erow(h objective score, The {eacher’s
student growth objective score, if available, shall be
digcussed at the reacher’s annual summary confercnce and
recorded in the teacher’s personnel file.
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L Teacher Practice Components — N.JLA.C. 6A:10-4.3

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

M. Teacher Observations — NJAC, 6A:10-4.4

1 For (he purpose of leacher evaluation, obscrvers shall conduct the
observations pursuant to N.L8.A, 18A:6-123.b.(8) and N.IAC.
6A:10-2.5 and 3.2, and (hey shall be trained pursnant to NJA.C.
6A:10-2.2(h).

2. Observation conferences shall include the following procedures:

a. A supervisor who i3 present al the obscrvation shall
conducl a posl-observation conference with the teacher
being observed, A post-obscrvation confercnee shall oceur
no more than lifteen tcacher working days lollowmg each
ohservation.

b. The post-observation conference shall be for the purpose of
reviewing the dala collecled at the observation, connecling
the data to the teacher practice instrument and the teacher's
individual professional development plan, colleclmg
additional information needed for the evaluation of the
lcacher, and offcring areas lo Improve ellcctivencss.
Wilhin a school year, the post observation conference shall
be held prior to the oeeurrence of further obscrvations for
the purposc of evaluation.

c, Il agreed to by (he teacher, one required post-observation
confercnce and any pre-uhservation conlerence(s) for
observations of tenurcd teachers who are not on a
cortective action plan may be conducted by wig written
communication, including eleclronic.

J
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d. Ome post-obscrvation conference may be combined with a
(cacher's annual summary conference, as long as il occurs
within the required [ifteen teacher working days following
the ubscrvation [or the purpose ol cvaluation.

e A pre-observation conforence, when required, shall oceur
at Jeast one but not more (han seven teacher working days
priot to the observation.

Each teacher shall be observed as described in N.JAC. 6A:10-4.4,
For all teachers, at leasl one of the requircd ahservations shall be
announced and preceded by a pre-observation confercnce, and at
least one of (he required chservations shall he unannouneed, The
Superintcndent  shall  decide  whether additional  required
observations are announced ot unannounced, if applicable.  The
following additional requirements shall apply:

a. liach observation required for (he purpose of evaluation
shall be conducted for at least twenly minutes.

h. Nontenured teachers shall be observed al least threc times
each school year, bul nat less than once cach semester. The
observations shall be conducted in accordance with the
timeframe sct forlh in N.LS.AL TRAZT-3. 1,

(1)  Except where a school district employs only one
administrator whose pogition requires a supervisor,
principal, or school administrator  endorscment,
nomtenured Leachers shall be observed during the
course ol the year by more than one appropriately
certified supcrvisor.

Temured teachers shall be observed at least two times
duritig each school year. Observalions for all tenured
icachers shall ocour prior lo the annual summary
conterence, which shall oceur prior to the end ol the
academic school year.

3
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(1)  If a tenured leacher was rated highly effective on
his or her most recent summative cvaluation and if
both (he teacher and the teacher's designated
supervisor agree o use this option, one af the lwo
requircd obscrvations may be an observation of a
Commissioner-approved activity other than a
classroom lesson.  The Department of Education
shall post anmually to its websilc a list of
Commissioner-approved  activitics thal  may be
observed in accordance with N.JLAC. 6A:10-4.4,

d. Teachers on a corrective action plan shall receive, in
accordunee with NJAC. 6A:10-2.5(h), one additional
ohservation, including a posi-observation conference.

£ (Jpon recciving a final sununative gvaluation  (hat
necessitates a correclive aclion plaw, in accordance wilh
NIAC,  6A:10-2.5(a), any remaining requircd
observation(s) shall not be conducted until the corrective
action plan has been finalized.

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

8 ‘The teacher shall submit his or her written objection(s) of
lhe evaluation within ten teacher working days following
the confercnce. The objection(s) shall be attached to each
party's copy ol the amuual performance report.

To earn a teacher practice score, a nontenured teacher shall receive
al least three obscrvations,

a. If 2 nontenured teacher is prescnt for less than forty percent
of (he total student schaol days in a school year, he or she
shall rceeive at leasl two observations to carn a teacher
practice score.
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I, Teacher Practice Instrument —N.JA.C, 6A:10-7.2

L. The teacher practice instrument approved by the Department shall
micet the following criteria:

a. Include domaing of professional practice that align to the
New Jerscy Professional Standards for Teachers pursuant
wNJAC AD3,;

b, Include scoring puides for assessing teacher practice that
t=]
differentiate among a minimumn  of four levels of
g
performance, and the dilferentiation has been shown in
praclice and/or rescarch studies, Each scoring eiiide shall:

{1} Clearly define the cxpectations [or each raling
catocgory;

(2} Provide a conversion to four rating categorics;

{3) Re applicable to all grades and subjeccts; or lo
specific grades and/or subjects it designed cxplicitly
for the grades andfor subjects; and

{4) Use clear and precise language that facilitates
common understanding  amomg  lcachers and
administrators,

G Rely on, to the cxtent possible, specific, discrete,
observable, and/or measurable behaviors of students and
teachers in the classroom with direct evidence of stdent
cngagement and learming, and

d. Include  deseriptions  of  specilic  training  and
implementation details required for the instrument to be
effective.

Adaopted;
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May 21
M
[Sec POLICY ALERT Nos. 175, 201, 207, 212 and 223]

3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCILUDING
TEACHERS AND ADMINISTRATORS

The Board of Education recognizes the importance of teaching staff member
elTeetivencss to further the development of a professional corps ol educators and to
increase student achicvement. The Roard of Edueation adopts Policy and
Regulation 3222 for the evaluation of leaching staff members consistent with the
Teacher Fffectiveness and Accountability for the Children of New Jerscy Act
(TCACHNI) and the AchicveN] administrative codes. This Molicy and Regulalion
provides the provisions and requirements for teaching staff mertber evaluations
consistent with TEACHN] and AchieveNJ.

For the purposes of Policy and Regulation 3222, “teaching slaff member” includes,
but is not limited to, educational services stall membcrs, guidance counselors,
school nurses, library/media specialists, oceupational therapists, and other teaching
staff members working under an educational services certificate, For the purposes
of Policy and Regulation 3222, “Leaching staff merber” docs not include teachers,
Principals, Vice Principals, Assistant Principals, and administrators, including, but
not limited to, dircetors and/or supervisors.

The—rules in ML ACHATH— EducatorElflcotivencss—shall -polovernde-any
eenﬂi%mﬁﬁm{s}&%cdﬁ&ﬁc-hmg&hﬂﬂg—aﬂ%m%mmplmm
contracts in-efect ontuly1:201 3-anduNo collective bargaining agrecment entered
into after July 1, 2013, shall conflict with the educator cvaluation system
catablished pursuant to N.LAC, 6A:10-1.1 el seq. or any olher specific statute or
regulation, nor shall topics subject to bargaining invalve malters of cducational
policy or managerial prerogatives, All information contained in annual
performance reports and all information collected, compiled, and/or maintained by
employees for the purpose of conducting the educator evaluation process
pursuant to N.JAC. 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subject to public inspection or
copying pursuant to the Open Public Records Act, N.LS. AL 47 1A-1 et seq.

The Board shall annually adopt evaluation rubrics tor all teaching staff members
which shall be submitled to the Comniissioner of Fducation by August June | for
approval by August 15 + of each year. The evaluation rubries shall have four
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defined annual ratings: ineffeclive, partially effeclive, effective, and highly
clfoctive. The Board shall meet the requirements as outlined in N.J A, 6AL0-
2.2(a) for the annual evaluation of reaching staff members and shall cnsure the
{raining procedures as outlined in N.JA.C. 6A:10-2.2(b) are [ollowed when
implementing the evaluation rubrics for all teaching stafl members. A 1istrict
livaluation Advisory Committee may shal be cstablished in accordance with the
requirements of N.TAC. 6A:10-2.3.

The minimum requirements for the cvaluation procedurcs for tcaching staft
members as outlined in N.IA,C. 6A:10-2.4 shall be [ollowed. For each teaching
staff member rated ineffective or partially eflcetive on the ammual summative
evaluation raling, as measured by the evaluation tubrics, a corrective action plan
shall be developed in accordance with the provisions ol N.JA.C. A 0-2.5.

Ohscrvations and evaluations for nontenurcd teaching staff members shall be in
accordanee with the provisions of N.J.S.A, 18A:27-3.1 and MNLALC, 6A:10-6.2,
Evaluations [ot nontenured teaching stafl members shall take place belore April
30 each year prior to the May 15 notice requirement date for continued
employment. Lvaluations for tenured teaching stall members shall be completed
prior Lo June 30.

I'he Superintenident shall annually notify all teaching staff members of the adopted
evaluation policies and procedures/regulations no later than October 1. If a
teaching stall member is hired alter October 1, the Superintendent shall notify the
teaching staff member of the policics and proceduresiregulations at the beginning
of his or her employment. All teaching stall’ members shall be notified of
amendments to the policy and procedures/regulations within ten teaching stafl
member working days of adoption.

N.IS.A, 18A:6-117 el scq.; N.LS.A. 18A27-5.1
NLALC 6A:10-1.1 through 1.4; 6A:10-2.1 throngh 2.5; 6A:10-6.2

Adopted:
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May 21
M
[Sec POLICY ALERT Nos. 181, 201, 2007, 212 and 223]

1 3222 EVAILUATION OF TEACHING STAFF MEMBERS, EXCLUDING
TEACHERS AND ADMINISTRATORS

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 wiitten appraisal of the teaclung
staff member's performance prepared by lhe teaching staff member’s
desipnated supervisor based on the evaluation rubric for his or her
position.

“Annual summative cvaluation rating” means an anhual cvaluation rating
that is based on appraisals of educator practice and student performance, 10
applicable, and includes all measures captured in a teaching staff
member’s evaluation rubric. The four summative performance categones
are ineffective, partially effective, effeciive, and highly effective.

“Chief School Administrator” means the Superintendent of Schools or the
Administralive Principal if there 18 no Superintendent.

“Comnissioner” means Commissioner of the New Jerscy Department of
Educalion,

“Corrective Action Plan” means a written plan developed by Lhe
designated supervisor in collaboration with the teaching statf member to
addross deficiencics as outlined in an evaluation. The corrective action
plan shall include timelines Loy cotrective action, responsibilities of the
individual teaching stafl member and the school district for implementing
the plan, and specific support that the district shall provide as defined in
N.LSAL LBAG-119.

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

“District Evaluation Advisory Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Bdueation's cvalualion policies and procedures as sct forth in NL.LA.C.
6A:10-2.3.

“Fducator practice instrumen(” means an assessment ool that provides:
seales or dimensions that capture competencics of professional
performance; and dillerentiation of a range ol professional performance as
described by the scales, which must be shown in practice andi/or research
studies. The scores from educator practice iustruments for lcaching staff
members other than teachers, Principals, Vice Principals, and Assistant
Principals may be applied to (e teachitp, stall member’s summative
evaluation rating in a manner determined by the school district.

“Gyaluation” means an  appraisal of an individual’s professional
performance in relation to his or her job description and professional
sandards and bascd on, when applicable, the individual's evaluation
ruhrie.

“Byaluation rubric” means a set of criteria, measures, and processes used
to evaluate all (caching staff members in a specific school district or local
education agency. Evalualion rubrics consist of measures ol professional
practice, based on educator practice instruments and smdent outcomes.
Each Board of Bducation will have an evaluation rubric specifically for
teachers, another specitically for Principals, Viee Principals, and Assistant
Principals, and cvaluation rubrics for other calepories of teaching stall
members,

“Tndicators of student progress and growth” means (he resulis of
assessment(s) of students as defined in NLAC. 648, Standards and
Asscsament,

“Individual profcssional development plan” is as defined in NJSA.
18A:6-115.
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“Jnb descriplion” means a written specification of the funclion of a
osition. duties and responsibilities, the extent and hmits of authorily, and

p ; : Y j

work relationships within and outside the school and school disirict,

“Ohbservation” means a metliod of collecting data on the performance of a
teaching stall member's assipned dulies and respongibililics.  An
observation for the purpose of cvaluation will be included in the
determination of the annual summalive evaluation raling and shall be
conducted by an individual employed in the school district in a
supervisory role and capacily and possessing a school administralor,
Principal, or supervisor endorsernent as defined in N.JLA.C. 6A:9-2.1.

“Post-observation conference” means a meeling, either in-person or
remnotely, between (he supervisor who comducted the observation and the
teaching stall member for the purposc of evalyation o discuss the data
collected in the observation,

“Seoring ouide” means a sel of rules or crileria used to evaluate a
performance, product, or project, The purpose of 4 scoring guide 1s to
provide a transparent and reliable evaluation process. Dducalor practice
imstuments include a scoring guide that an cvaluator uses Lo struclute his
o her assessments and ratings of professional practice.

“Somester”™ means half of the school year.

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

“giudent erowth objective” means an academic goal that Lcaching staff
members and designated supervisors sel lor groups of sludents.

“Quperintendent” means Superintendent of Schools or Chicl School
Adminislrator.
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“Supervisor” means an appropriately ccrtified teaching staff member, as
defined in N.J.S.A. 18A:1-1, or Superinicndent employed in the school
district in a superyisory role and capacily, and posscssing a school
adminisirator, Principal, or supervisor endorserent as defined in N.JLA.C.
6A:9B-12.

“Teaching stafl member” [or the purposes of Policy 3222 and this
Regulation, includes, bul is not limited to, educational services staff
members, guidance counselors, school nurses, library/media specialists,
occupational therapists, and other teaching staff members working under
un educational services certificate and docs not include tleachers,
Principals, Vice Principals, Assislant Principals, and admiinistrators,
inchiding, bul not limited Lo, Directars and/or Supervisors,

B. Applicability of Rules on Collective Bargaining Agreements - N.LAC,
6A:10-1.3

Thesules—taMdAL. %U%tﬁ%ﬁ%lo{—%ﬁﬁé&m&mnmﬁﬂg
-pi-'ﬂ-\"is-'fﬂﬂ{ﬂ}—ﬁf—M&Gti%h&l’gﬁiﬂiﬂﬁﬁ?ﬁ&mﬂﬂlﬂ—ﬁi;ﬂﬂ&%&mﬁlﬂymﬁﬁ{
contracts—entcred into—by-a-schookdisirietin effect entuly+—2H3- No
collective bargaining agreement entered into after July 1, 2013, shall
conflict wilth the educator evalualion system catablished pursuant to
NLJA.C. 6A110-1.1 et seq. or any other specilic statute or regulation, nor
shall topics subjeet to bargaming invaolve matters of educational policy or
managerial prerogalives,

5 Educator Evaluation Data, Information, and Annual Performance Reports
—NJAC 6A:10-1 4

All information contained in apnual perlormance reports and all
o formation colleeted, compiled, and/or maintained by employees of the
Board of Kducation for the purposes of conducting (he educator cvalualion
process pursuant to N.J AC. 6A:10-1.1 et seg., including, but not limited
lo, digital records, shall be confidential, Such information shall not be
subject lo public inspection or copying pursuant to the Open Pubhic
Records Act, N.LS.A. 47:1A-1 et seq. Nothing conlained in N.IAC.
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GA:10-1.1 ¢t seq. shall be construed to prohibit the Depariment or a school
district from, at its discretion, collecting evahiation data pursuant to
NISA. I8A:6-123.e. or distributing aggregate statistics regarding
evaluation data.

Bvaluation of Teaching Stalf Members —N.IA.C. 6A:10-2.1

L. The Board of Education shall annually shakt adopt cvaluation
rubrics for all tcaching staff members. The evaluation rubrics shall
have four defined annual ratings:  inefTective, partially effective,
effective, and highly cffective.

2 Bvaluation rubrics shall be submitted to the Commissioner by
August June-| for approval by August 15 + ol cach yeat.

ulics of the Board of Education —MN.JL A C. A 10-2.2

1. The Baard of Tiducation shall meel (he following requirements for
the annual evaluation of teaching stafl members, unless otherwise
specified:

A. Establish a Dislrict Evaluation Advisory Committee to
oversce and guide the plamning and implementation of the
Board of Fducation's evaluation policics and procedurcs as
sel forth in N.JLAC, 6A:10-2 et seq.;

L. Antmally adopt policies and procedures developed by the
Superintendent pursuant to N.LA C. 6A:10-2.4, including
the evaluation rubrics approved by the Comumissioncr
pursuant to N.JLA.C. 6A:10-2. L{c):

(1) The Superintendent shall develop policies and
procedures that, at a minimum, cnsure student
performance data on the Statewidc assessment 18,
upon receipl, prompily distributed or olherwise
made available to stalf members who wore
primarily responsible for instructing the applicable

|
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students in the school year in which the assessment
was taken, as well as to stafl members who are or
will be primarily responsible [or instructing the
applicable students in the subsequent school year.

C. Cnsure the Superintendent anuwally notifics all teaching
stall members of the adopted evaluation policics and
procedures no later than October 1. [ a teaching slall
member i8 hired alter October 1, the Board/Superintcndent
shall notify the teaching staff member ol the policies and
procedures at the beginning of his or her eniployment, All
teaching staff members shall be nolificd of amendments to
the policy and procedures within ten (eaching staffl
member working days of adoption;

d. Antally adopl by June 1, any Commissioncr-approved
educator practice instruments and, as part of the process
described at N.JALC. 6A:10-2.1(c), notify the Department
which instruments will be used as part of the school
district’s evaluation rubrics,

¢, Ensure (he Principal ol cach school within the school
district has established a Sehool Improvement Panel
pursuant to N.JA.C. 6A:10-3.1, The panel shall be
cstablished annually by August 31 and shall earry out the
dutics and functions deseribed in N.JAC. 6A:10-3.2;

f, Ensurce data elements are colleeted and stored in an
accessible and usable format, Data elements shall include,
but not be Hmiled to, scores or cvidence from obscrvations
for the purpose of evaluation and student growth objective
dara; and

i Lnsure the Superintendent or designee certifies to the
Depattment that any observer who conducts an observation
of a teaching staff member for the purposc of evaluation as
described in N.LAC. 6A:10-4.4; NJLAC 6A:10-54, and
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NI AC, 6A:10-6.2, shall meet the statulory observalion
requirements of N.J.S.A. 18A6-] 19; 18A:6-123 b.(8); and
NIS.A. 18A:27-3.1 and the teacher member of the School
Tmprovement Panel requirements of N.JLA.C. 6A:10-3.2,

The Board of Fducation shall ensure the following training
procedures are followed when implementing the evaluation rubric
for all teaching stafl members and, when applicable, applying the
Conunissioner-approved educator practice instraments;

a, Anrually provide training on and descriptions of each
contponent of the cvalualion rubrie for all teaching stafl
members who are beiig evaluated in the school district and
provide more (horough traiming, for any leaching stall
member who is being evaluated for the first time. Traiting
<hall include detailed descriplions of all evaluation rubric
components  imcluding,  when applicable,  detailed
descriptions ol student achievement measures and all
aspects of the educator practice mstruments;

b. Anmmally provide updates and retresher training  for
supervisors who arc conducting cvaluations in the school
Jdistrict and mote thorough training for any supervisor who
will evaluate teaching staff members for the firsl time.
Training shall be provided on cach componcit of the
evaluated teaching staff menber’s evaluation rubric before
the evaluation of a teaching staff member; and

1 The Superintendent  shall annually  cerlify  to  the
Depariment that all supervisors af teaching stafl’ memboeis
in (he school disirict who are utifizing evaluation rabrics
have completed training on and demonstlrated compelency
in applying the cvaluation rubrics.
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[. District Evaluation Advisory Committee — N.JACL 6A:10-2.3

L. Members of the District Evaluation Advisory Committee shall
include representation from (he following groups: teachers from
cach school level represented in the school district; central office
administralors  oversesing  the  leacher cvalualion  process,
supervisors mvolved in teacher evaluation, when available or
appropriate; and administralors condueting evaluations, including a
minimum of one administralor conducting evaliations who
participates on a School Tmprovement Panel, Members also shall
include the Superintendent, a speciul cducation administrator, a
parent, and a member of the Board of Hducation.

) The Superintendent may exiend membership on the Districl
Evaluation Advisory Commnittee to representatives of other groups
and Lo individuals.

¥ A Beginning in—2018-2040, the District Evaluation Advisory
Commiltees is not shall ge—tenger-be required and the Board of
Education shall have the discretion to establish a coftinuethe
Distriet Fvaluation Advisory Committee,

. Evaluation Procedures for Teaching Staff Members — N.J AC6AITD-2.4

I The provisions outlined in Policy and Regulation 3222 and
NIAC. 6A:10-2.4 shall be the minimumn requirements for the
evaluation of teaching stafl members.

2, Evaluation policics and procedures requiring the annual evaluation
of all teaching stall members shall be developed under lhe
direction of the Superiniendent, who may consull with the District
Evaluation Advisory Commiltee or tepresentatives [rom School
Improvement Panels, and shall include, but not be limiled to, a
deseription of:

a. Roles and tesponsibilities for implementation of evaluation
policics and procedures;

f @ Copyighl 2021 = Sirauss Fsmay Assoratae, LLP e 1886 Hinds Foad «  Suite 1« Tama River, Ml 0875321890 4 FA2-255-1500




REGULATION GUIDE

TLHACHING STAFF MEMBERS

R 3222/page 9 ol 14

Fvaluation of Teaching Staff Members, Excluding
l'eachers and Administrators

b. Job descriptions, evaluation tubrics for all teaching slaft
members, the process for caloulating the summative ratings
and cach component, and the evaluation regulations sct
forth in N.LAC. 6A:10 ctseq.;

c. Melhods of data collection and reporling appropriate Lo
cach job descriplion, including, but not limited to, the
process for smdent attribulion to tcachers, Principals,
Assistant Principals, and Vice Principals for calculaling the
median and school-wide student growlh percentile;

d. Processes for observations for the purpose of evaluation
and post-ohservation conterence(s) by a sluperyisor,

& Process for developing and scoring student growth
objectives;
The process [or preparation ol individual prolessional

development plans; and

£. The process for preparation of an anmual performance
report by the teaching staff member’s designated
supervisor, and an annual summary confercnee belween the
leaching staff meniber and his or her designaled supervisor,

The anmual swmumnary conference belween the designated
supcrvisor and the lcaching statf member shall be held before the
annual performance report is filed. The conference shall vecur on
or hefore June 30 of cach school year and shall include, but not be
limiled to, a review of the following:

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

{1 The educator’s teaching staff-member’s practice
inslrument; and

f & Cuapyrlght 2023
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(2) Available indicators or student achievement
measures such as student growth objeclive scores
and student growlh percentile scares,

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

o The prelintinary annual performance reporl.

Tf any scores for the teaching staff member’s evaluation rubric are
not available at the time of the annual summary conference dug Lo
pending  assessment  tesulls, the annual summative cvaluation
raling shall be caleulated once all component ratings are available,

The anmual performance report shall be prepared by (he teaching
staff member’s designated supervisor and shall incl ude, bul not be
himited Lo

A, A sumimative rating based on the cvaluation rubric;
b. Perfopmance area(s) ol strenpth and arcals) needing

improvement  based upon the job description and
components of the teaching stafl’ member’s evaluation
rubric; and

¢, The (caching stall member's individual professional
development plan or comective action plan from the
evaluation year being reviewed in the report.

T'he teaching stall’ member and the designated supervisor shall sign
{he report within five teaching staff member working days of the
review,

The Board of Education shall include all performance teports and
supporting data, including, but not limited Lo, wrillen obscryation
reports and additional components of (he summative cvaluation
rating as part of the teaching statt member’s personne! file or in an
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alternative, confidential location. If reports and data are storcd in
11 altermative location, the personnel file shall clearly indicate (he
report’s location and how it can be casily accessed. The records
shall he confidential and shall not be subject to public mspection or
copying pursuant to the Open Public Records Act, NLSA
47:1A-1 et seq.

H. Comrective  Action Plans for Teaching Staff Members — N.JAC.
6A:10-2.5

For each teaching stall member raled inef [ective or partially
effeetive on the annual summative cvaluation, as measured by the
cevalualion rubrics, a corrective action plan shall be developed by
lhe teaching staff member and the {caching staff member's
designated supervisor, If the teaching staff member does nol agree
with the correclive action plan’s content, the designated supervisor
shall make a tinal detcrmination,

The corrective action plan shall be developed and the teaching stalf
member and his or her designated supervisor shall meet to discuss
lhe corrective action plan by October 31 ol the school year
fallowing the year of evaluation, except.

i, [ the incffective or partially effective swmmative
evaluation rating is reecived after October | of the schoal
year following the year ol evalualion, a corrective action
plan shall be developed, and the teaching stall member and
his or her designated supervisor shall meet to discuss the
carreetive action plan within twenty-five teaching staff
member working days following the school district’s
receipt of the teaching stafl member’s summative rating.

The content of the correclive action plan shall replace lhe content
of the individual professional development plan required pursuant
o NJLA.C. 6A:9C-4,3(x) and 4.4(a) and shall:

a. Address areas in need of improvement identified in the
teaching stall member evaluation rubric;

' @ Copyrghl Ak
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b, Include specific, demonstrable goals for improvement;

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

d. Include timelines for meeting the goal(s),

The teaching staff member’s designaled supervisor and the
teaching staff member on a corrective action plan shall discuss the
leaching stall member’s progress toward the gouls outlined in the
corrective action plan during each required posl-observation
conference. The leaching stall member and his or her designated
supervisor may update the goals outlined in the corrcctive action
plan to reflect any change(s) in lhe teaching stafl member’s
progress, position, or role.

Progress toward the Leaching staff member’s goals outhined in the
correclive action plan:

. Shall be documented in the leaching slaff member’s
personnel  file and reviewed at the anmual summary
conference and the mid-year evaluation. Both the (caching
staff member on a corrective action plan and his or her
designated supervisor may collect dala and evidence (o
demanstrate the teaching staff member’s progress Loward
his or her corective action plan goals; and

b. May be used as evidence in the teaching stall’ member’s
nexl annual summative cvaliation; however, such progress
shall not gumanice an cffective rating on the next
summative evaluation.

Responsibilities of the evaluated teaching staff member on a
correetive action plan shall not be exclusionary ol other plans for
improvement delermined (o be mecessary by the teaching stall
member’s designated supervisor.

The conrective action plan shall remain in effect until the teaching
stall tnember receives his or her next summative evaluation rating,

i & Cnparight 2021
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. Thete shall be no minimum number of tcaching staff member
working days a teaclier’s corrective action plan can be 1n place.
I Required Observations for Teaching Statt Members Obsorvations and

Evalaations - N.JAC 6A:10-60.2

o

The Supetintendent shall determine the duration of observations
required pursuant to N.L5 A 18A:27-3.1 for nontenured teaching
staff members, except teachers, Principals, Viee Prinicipals, and
Assistant Principals. Observations include, but arc not limited to,
ohservalions of meetings, student instruction, parenl conferences,
and case-sludy analysis of a significant student issuc.  The
observation shall:

a. e at least twenty minules in length;

h. Ie followed within filteen teaching stafl’ member working
days by a conference between the supervisor who made the
observation and the nontenured tcaching staff member;

% Be followed by both parties to such a confercnee sigming
the written or electronic observation report and each
retaining a copy ol his or her records; and

d. Allow the nontenured teaching staft member to submit his
or her wrillen objection(s) ol the evalvation within ten
teaching staff member working days following the
couference. The objection(s) shall be attached to each
party’s copy ol the annual performance report.

All tenured teaching staff members shall receive al least onc
observation per school year.

All nontenured teaching staff members shall receive at leasl three
observalions, as required pursuant o NJ.S. AL 18A:27-3.1.

= 0 Copyaght 2021

frauas Esmay Adsociales, (1P« 1006 Hinds Road Suile 1« Tams River, BJ 03753 - 8184

TA2-255-1500




REGULATION GUIDE

TEACHING STAFI MEMBLERS

R 3222/page 14 of 14

Evaluation of Teaching Stalf Members, Excluding
Tcachers and Adminislrators

i The required observations and evaluations for nontenured
teaching stall members shall take place before April 30
each year. Thesc observations and evaluations may cover
that period between April 30 of one year and April 30 of
the succceding year except in the case of the tirst year of
employment where the three obscrvations and evaluations
must have been completed prior to April 30.

b. The number of required obscrvations and evaluations for
nontenured teaching staff members may be reduced
proportionately when an individual tcaching staff member's
lerm ol service is less (han one academic year.

4, [ivaluations [or tenurcd teaching stall shall be completed prior to
Tune 30.

Adopled:
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Vice Principals, and Assistani Principals
May 21
M
[See POLICY ALERT Nos. 175, 201, 207, 212 and 223]

3223 EVALUATION OF ADMINISTRATORS, EXCLUDING PRINCIPALS.
VICE PRINCIPALS. AND ASSISTANT PRINCIPALS

‘I'he Board of Tducation recugnizes the importance of administrator effectiveness
to firther the development of a professional corps of educators and to increase
ctudent achievemenl. The Board of Education adopts Policy and Regulation 3223
for the evaluation of administrators consistent with the Teacher Effcetivencss and
Accountability for the Children of New Jersey Act (TEACI INT) and the AchieveN]
administrative codes, This Policy and Regulalion provides the provisions and
requirements  for administrator evaluations consistent with TEACIHINT and
AchicveNl.

For the purposes of Policy and Regulation 3223, “admimstrator” means an
appropriately certified staff member, as defined in N.J.S.A. 18A-1.1, employed in
lhe schaol districl in an administrative and/or supervisory role and capacity, and
holding a valid and ellcetive standard, provisional, or emergency administrative
cortificale.  An “administrator” may be a direclor, Supervisor, or any other
administrative ot supervisory position in the district. For the purposes of Policy
and Regalation 3223 and NJAC, 6A:10-1.1 el seq., “administrator”™ is not a
Principal, Vice Principal, or Assistant Principal.

The—vbes i PRA G L Edueator [ffechveness—shallnotloveride ary
condlictingprovisionis) ofcollootive barpaining agreemcnts-or-otheremployment
comtacts ineffeet oy 120403 andsNo collective bargaining agreement cniered
into after July 1, 2013, shall conflict with the educator cvaluation systen
cstablished pursuant to N.JLAC. 6A:10-1.1 et seq. or any other specific stalute or
regulation, nor shall topics subject lo barguining involve matiers ol cducational
policy or managerial prerogalives. All information contained in annual
performance reports and all information collected, compiled, and/or maintained by
employees for the purpose of conducting the cducator cvaluation process
pursuant to N.TAC, 6AIL0-1.1 el seq., including, but not limited to, digital
records, shall be confidential and shall nol be subject to public mspection or
copying pursuant to the Open Public Records Act, NS A 4T TA-L et seq.
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The Board shall annually adopt evaluation rubrics for all administrators which shall
e submiited to the Commissioner of Education by August fune | for approval by
Augnst 15 1 of each year. The evaluation rubrics shall have four defined annual
ratings: ineffective, partially effective, effective, and highly eltective, The Board
shall meet the requircments as outlined in N.LALC, 6.A:10-2.2(a) for the annual
evaluation of administrators and shall ensure the training procedures as outlined in
N.IA.C. 64:10-2.2(b) are [ollowed when implementing the evaluation rubtics for
Al administrators, A Distriet valuation Advisory Committee may shall be
established in accordance with the requirements of N.LAC, 6A10-2.3.

The minimum requirements for the evaluation procedures for administrators as
outlined in N.JA.C. 6A:10-2.4 shall be followed. For cach administralor rated
inelTective or partially cffective on the annual summative cvalualion rating, as
measured by the evaluation rubries, a correclive action plan shall be devcloped in
accordance with the provisions of N.JLA.C. 6A:10-2.5.

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

The Superintendent annually shall nolily all administrators of (e adopled
evaluation policies and procedures/regulations no later than Oectaber L. If an
administrator is hired after October 1, the Superintendent shall notily the
admimistrator of the policies and proceduresiregulations at the beginning of his or
her cinployment. All administrators shall be notificd of amendments to the policy
and procedures/regulations within ten administrator working days of adoption,

N.IS.A, 18A:6-117 ct seq.; N.J.S. A, 18A:27-3.1
NIAC. 6A:10-1.1 through 1.4; 64:10-2.1 through 2.5

Adopled;
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May 21
M
[See POLICY ALERT Nos. 201, 207, 212 and 223]
R 3223 EVALUATION OF ADMINISTRATORS, EXCI.UDING

PRINCIPALS. VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

Al Definitions — N.JLAC. 6A:10-1.2

The following words and terms shall have the [ollowing meanings when
uscd in Policy and Repulation 3223 unless the conlext clearly indicates
otherwise:

“Administralor” means an appropriately cerlified stafl member, as defined
in N.IS.A. 18A-1.1, employed in the school district in an adminisirative
andfor supervisory role and capacity, and holding a valid and effective
standard, provisional, or cmergency administrative certificate.  An
“administrator” may be a director, supervisor or any other administralive
ar supervisory position in the district. For the purposcs of Policy and
Regulation 3223 and N.LAC. 6A:10-1.1 et seq., “adminislrator” is nol a
Principal, Vice Principal, or Assistant Principal.

“Apmual  performance  reporl” means a  writlen appraisal of (he
administrator’s performance preparcd by the adminisirator’s designated
superyisor based on the evaluation rubric for his or her position.

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

“Ohicf School Administeator” means the Superintendent of Schools or the
Adminislrative Principal if there is no Superintendent.

“(_Inmmi&sioner” ICans {:U[lﬁﬂis.‘x’i{]ﬂﬁf Df the New lerse Department of
¥
Educatio.
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“Coreclive Action Plan” means a written plan developed by the
administrator’s  designaled supervisor in collahoration  with  the
administrator (o address deficiencies as oullined m an evaluation. The
cotrective action plan shall include tmelines for correclive action,
responsibilities of the individual administrator and the school district [or
implementing the plan, and specific support that the district shall provide
as defined in N.JLS AL 1BA6-119.

“[Jepartment” means the New Jerscy Depattmentl of Hducation.

“Designated  supcrvisor”  means the supervisor designated by the
Superintendent of Schools or designee as the administrator’s su Ervisor.
p

“District Bvaluation Advisory Commillee” means & group created to
oversee and guide (he planning and implementation ol the Board ol
Rducation's evaluation policies and procedures as sel forth in N.JLAC,
6A:10-2.3.

“Hducator practice instrument”™ mcans an assessinent ool thal provides:
scales or dimensions that capture competencics ol professional
performance; and differentiation of a rangc of professional performance as
deseribed by the scales, which must be shown in practice and/or research
studies. The scores from educator practice  instruments far
administrators teachipestattmembers other than teachess; Principals,
Vice Drincipals, and Assistant Principals may be applied lo the
adminigtrator’s summative cvaluation raling m a manier determined by
the school district.

“hivaluation” means an appraisal of an individual's prolessiomal
petformance in relation to his or her job description and professional
standards and based on, when applicable, the individual’s cvalualion
rubrie,

“[yaluation rubtic” means a sct of criteria, measures, and processes used
to evaluate all administralots in a specific school district or local education
apency. Fvaluation ruobrics consist of measures of professional practice,
hased on educator praclice instruments and student oulcomes. iach Board

i = Copyrghl 2021« Srauss Esmay Asgoclates, LLP « 1888 Hinds Raad « Suils 1« Toms Fiver, M) OFfG3-0190  «  FLR-255-1500




REGULATION GUIDE

TEACHING STAI'F MEMBERS

R 3223/page 3 of 14

Cvaluation of Administrators, Excluding
Principals, Vice Principals, and
Assistant Principals

of Education will have an evaluation rubric specifically for teachers,
another specilically for Principals, Vice Principals, and Assistant
Principals, and evaluation rubrics for other categories ol staff members.

“Tndicators of stmdent progress and growlh” means the resulls of
assessment(s) of sludents as defincd in NJAC. 6A:8, Standards and
Assessment,

“Individual prolcssional development plan” is as defined in N.LS.A.
18A:6-119,

“Job desctiption” means a written specificalion of the function of a
position, dutics and responsibilities, the extent and limits of authority, aud
work relationships within and outside the school and school district.

“()hservation™ means a methad of collecting data on the performance of
a1 administrator's assigned duties and responsibilities. An ohservation for
the purpose of evaluation will he inchuded in the determinatiom of the
annual summalive evaluation rating and shall be conducted by an
individual employed in the school district m a supervisory role and
capacily and possessiig a school administrator, principal, or supcrvisor
endorsement as defined i1 N.TAC, 6A:9-2.1 and as designated by the
Superintendent.

spasi-observation conference” means a meeting, either in-person of
remotely, between the supervisor who conducted the observation and the
administrator for the purpose of evaluation to discuss the data collected 1n
the observation.

“Seoring guide” means a sct of rules or oriteria used to evaluate a
performance, product, or project. The purpose of a scaring guide is to
provide a transparent and reliable cvaluation process, Edueator practice
snstuments include @ scoting guide thal an evaluator uses to structurc his
or her assessments and ratings of professional practice.

“gemester” means half of the school year.

@ Copyright 2021 & Strauss Esmay Asancates, 1P« 1866 Hinds Road  « Sulte 1 = TomsRivor, Wi 03753 - 4189

7522651500




REGULATION GUIDE

TEACIHING STAFF MEMDBLRS

R 3223/page 4 ol 14

Fyaluation of Administrators, Excluding
Principals, Vice Principals, and
Assislant Principals

“Signed” means (he name ol one physically wrillen by onesell’ or an
clectronic code, sound, symbol, or process altached Lo or logically
assoeiated wilh a record and executed or adopted by a person with the
intent to sigh the record,

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

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

“Supetvisor” means an appropriately certified stall member, as defined in
N.JS.A. L8A:1-1, or Superinlendent employed in the schonl disirict in a
supcrvisory role and capacity, and possessing a school administralor,
Principal, or supervisor endorsement, as defined in NLLAC. HA9B-12.

B. Applicability of Rules on Collective Bargaining Agreements N.JLAC,
6A:10-1.3

The rules i N-LAC 681011 ctsegshall net-evertide-any-conilictng
provisients)of eellective barguining agreements—er—other craphsent
eonbacts-entered-inte-by-uscheetdistriet in—effecton-uly 12013 Mo
collective bargaining agreemenl cntered inlo after July I, 2013, shall
conflict with (he educator evaluation system cstablished pursuant o
NJAC, 6A:10-1.1 ¢l seq. or any other specific statule or regulation, nor
shall topics subjcct to bargaining involve matters of educational policy or
managerial prerogalives,

C: Edueator Fvaluation Data, Tnformation, and Annual Performance Reports
NJAC 6AI0-1.4

All information contained in annual performance reports and  all
information collected, compiled, andfor maintained by employeces of the
Board of Education for the purposes of conducting the educator evaluation
process pursuait to N.JAC, 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential, Such inlormation shall not be
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subject o public inspeclion or copying pursuant to the Open Public
Records Act, N.LS.A. 47:1A-1 et seq. Nothing conlained in NJA.C.
6A:10-1.1 et seq. shall be construed to prohibit the Department or a school
district from, at its discretion, colleeting cvaluation data pursuant to
NTSA 18A:6-123.¢. or distributing aggregate stalistics regarding
cvaluation data.

n. Evaluation of Administralors — N.J.AC. 6A 10-2.1

. The Buard of Education shall annually adopt evaluation rubrics for
all administrators. The evaluation rubrics shall have [our defmed
annual ratings:  ineffective, partially ctfective, cffective, and
highly elfeetive.

2. Gvaluation rubrics shall be submitted to the Commissioner by
August June | for approval by August 15 4 of each year.

E. Duties ol the Board of Edueation — N1 AC, 6A: 10-2.2

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

. Establish a District Ovalualion Advisory Commitlec to
oversee and guide the planning and implementation of the
Board of Education's evaluation policies and procedures as
set forth in N.JALC. 6A:10-2 el scq.:

b. Annually adopt policics and procedurcs developed by the
Superinlcadent pursuant Lo N.LAC, 6A:10-2.4, including
the evaluation rubrics approved by the Commissioncr
pursuant to N.TAC, 6A:10-2.1(c):

(1) The Superintendent shall develop policics and
procedures that, al a mmnimum, chsure student
performance data on (he Stalewide asscssment 1s,
upon reccipt, promptly distribuled or olherwise
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made available to slalf members who were
primarily responsible for instructing (he applicable
sludents in the school year in which the asscssment
was (aken, as well as to slaff’ members who arc or
will be primarily rcsponsible [or instructing the
applicable students in the subsequent schoal year,

& Ensure the  Superintendent anoually  notifies  all
administrators  of the adopted evaluation policies ad
procedures no later than October 1. If an administrator is
hired after Oclober 1, the Board/Superintendent shall nolity
the administrator of the policies and procedures at the
beginning ol his or her employment.  All adminisirators
shall be notified of amendments to the policy and
procedures within len administrator working days of
adoplion;

d. Anmually adopt by June 1, any Commissioner-approved
educalor practice instrumenis and, as part of (he process
deseribed al NJLAC. 6A:10-2.1{c), notily the Department
which instruments will be wsed as part ol the school
district’s evaluation rubries;

&; Ensure the Principal of cach school within (e school
disteict has cstablished a School [mprovement Panel
pursuamt to NJA.C. 6A:10-3.1.  The panel shall be
established anmmally by August 31 and shall carry out the
duties and functions described in NJAC, 6A:10-3.2;

I Ensure data clements arce colleeted and stored o an
accessible and usable formal. Data elements shall include,
hut ot be limited to, scores or cvidence from ohservations
for the putpose of cvaluation and student growth objective
data; and
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Ensure Lhe Superintendent or designce certifies to the
Department that any observer who conduets an obscrvation
of an administrator for the purpose of cvalualion as
described in N.LA.C. 6A:10-4.4; NJLAC. 6A:10-5.4; and
N AC, 6A10-62 shall meet (he statulory observation
requirements of N.J.S.A. 18A6-119; 18A:6-123 . b.(8); and
N.IS.A 18A:27-3.1 and the teacher member of the School
Improvement Panel requirements of N.J AC 6A10-3.2

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

Annually provide training on and descriplions ol cach
component of the evalnation rubric for all administrators
who are being evaluated in the school district and provide
more thorough training for any administrator who is being
cvaluated for the first tme, Training shall include detailed
descriptions of all evaluation rubric components including,
when applicable, detailed descriptions ol student
achievement measures and all aspects ol the educator
praclice inslruments;

Annually provide updates and relresher training  lor
supervisors who are conducting cvaluations in the school
district and more thorough lraining [or any supervisor who
will cvaluate administrators for the fivst time.  Training
shall be provided on each component ol the evaluated
sdministrator’s evaluation rubric before the evaluation of
an administrator;

The Superintendent shall anoually  certify 1o the
Department that all supervisors ol adminisirators i the
school district who arc utilizing evaluation rubrics have
completed traiming on and demonstrated compeleney in
applying the evaluation rubrics,
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I, District Evaluation Advisory Committee — NJLA.C. 6A:10-2.3

L. Members of the Districl Tvaluation Advisory Commitlee shall
include representation from the following groups: leachers [rom
cach school level represented in the school district; central office
sdministrators  averseeing  the  fcacher cvaluation  process;
supervisors involved in teacher evaluation, when available or
appropriate; and administrators condueting evaluations, including a
minimum ol one administralor condueting  cvaluations who
participales on a School Tmprovement Panel. Members also shall
include the Superinicndent, a special cducation administrator, a
pareni, and a member of the Board of Hducation.

2. The Superiniendent may exiend mentbership on the District
Cvaluation Advisory Committee Lo representatives of other groups
and (o individuals.

3. A Besinming—n—201-2040,—the District Evaluation Adwvisory
Committees is not shull ne—tengerbe required and the Board of
Education shall have the discretion to cstablish a centine the
District Fvaluation Advisory Commitiec.

3. Evaluation Procedurcs for Administrators — N.J AL AAIN-24

L. The provisions oullined in Policy and Regulation 3223 and
NIAC 6A:10-2.4 shall be the minimum reguirements for the
gvaluatiom of administrators.

2. Evaluation policics and procedures tequiring the annual evaluation
of all administrators shall be developed under the direction of the
Superintendenl, who may consult with the District Evaluation
Advisory Commitice or representatives from School Improvement
Panels, and shall include, but nol be limited to, a deseription of:

i, Roles and responsibilitics for implemeniation ol cvaluation
policies and procedures;
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Job deseriptions, evaluation rubrics for administrators, the
process for caleulating (he summative ralings and cach
component, and the evaluation regulations sct forth
DLTACL 6A:LD et seq..

Methods of data collection and reporling appropriate to
each job desctiption, including, but not limited to, the
process [or student adtribution to teachers, Principals, Vice
Principals, and Assisltant Principals for caleulating the
median and school-wide student growth percentile;

Processes for ohscrvations for the purpose ol cvaluation
and post-chservation conference(s) by a SUPErVISOT,

Process for developing and scoring student growth
abjcotives;

The process for preparation of individual professional
development plans; and

The process for preparation of an annual performance
repori by the Superintendent or designated supervisor and
an annual summary conference between (he admunistrator
and his or her designated supervisor.

The annual summary conference between designated supervisors
and (ke administrator shall be held before the annual performance
report is [iled. The conference shall oceur on or belore June 30 of
each school year and shall include, but not be limited Lo, a review
of the following:

a.

The perlormance of the administratur based upon the job
description and the scorcs or evidence compiled using e
adminisirator's  cvaluation  rubric,  including, when
applicable:

(1) The educator’s admisistrater’s practice instrument;
and
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(2)  Awvailable indicalors or studenl achievement
measures such as student growlh objeclive scores
and student growth percentile scores.

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

& The preliminary annual performance report.

It any scores [or the administrator’s evaluation rubric are 10t
available al the time of the annual summary conference due to
pending assessment Tesults, the annual summative evaluation
rating shall be calculated onee all component ratings are available.

The annual performance report for the administrator shall be
prepared by Lhe designated supervisor and shall include, hul not he
limited Lo

a, A summative raling based on the evaluation rubric;

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

e ‘'he administrator’s individual professional development
plan or corrective action plan from the gvaluation year
being reviewed in the report.

The administrator and the designated supcrvisor shall sign the
report within five administrator working days ol the review.

The Roard of Hducation shall include all performance reports and
supporting data, including, but not limited to, wrillen observation
reports and addilional components of the summative evaluation
raling as part of his or her persormel file, or m an allernative,

' 7t Lepyright 2021
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confidential location. If reports and data are stored in an
allernative, confidential location, he personnel file shall clearly
indicate the report's location and how it can casily be accesscd.,
The records shall be confidential and shall not be subject (o public
ingpection or copying pursuant to the Open Public Records Act,
NAS A ATTA-T et seq.

[, Correclive Action Plans for Administralors — NOIALC AALOD-2.5

I

Tor each administrator rated ineffective ot partially effective om the
annual summative evaluation, as measurcd by the evaluation
rubrics, a corrective action plan shall be developed by
adminisizator and the Superintendent or the designated supervisor.
[ (he administrator does nol agree with the corrective action plan’s
content, the designated supervisor shall make a final delcrminalion.

The corrective action plan shall be developed and the adminislrator
and his or her designated supervisor shall meel 1o discuss the
correetive action plan by Oclober 31 of the school yecar following
the year of evaluation except:

a. If the ineflective o parially eflcctive summative
evaluation rating is received after October 1 of the school
year following the year of evaluation, a corrective action
plan shall be developed, and the administrator and his or
her designated supervisor shall meet to discuss the
corrective action plan within twenty-five administrator
wotking days following the school district’s receipl of the
administrator’s summalive rating,

The content of the corrective action plan shall replacc the content

of the individual professional development plan required pursuant

to N.IA C. 6A:9C-4.3(a) and 4.4(a) and shall:

i, Address arcas in nced ol improvement identified in the
administrator evaluation mbric;

b. Include specilic, demonstrable goals for improvement;
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C.. Include responsibilitics of the evaluated employee and the
school district for the plan’s implementalion; and
d. Include timmelines for nmecting the goal(s).

The adminisirator’s designaled supervisor and the adnunistrator on
a corrcetive action plan shall discuss the admimisirator’s progress
loward the goals ountlined in (lic carrective action plan duting cach
required post-ohservation conference. The administrator and hus or
her designated supervisor may update the goals outlined in the
corrective action plan to reflect any change(s) in the
adminislrator’s progress, position, or role.

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

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

b, May be used as cvidence in thic administrator’s next annual
summative evaluation; however, such progress shall not
puatantes an cifective raling on the next summalive
evaluation.

Responsibilitics of the cvaluated administrator on a corrective
aclion plan shall not be cxclusionary of other plans for
improvement determined to be neccssaty by the administralor’s
designated supcrvisor,

The cormeclive action plan shall remain in efleet until the
administrator receives his or her next summative cvaluation raling,

There shall be no minimum number of administrator working days
an administrator's corrective action plan can be in place,

[ 2 Capyright 2021
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I. Administrator Observations and Fvaluations N.JLALC. 6A:10-6.2

The Superintendent shall determine the duration ol observations
required pursuant Lo NJLS.A. 18A:27-3.1 for nontenured
administralors.  Observalions include, but are not lmited to,
ohservations of meetings, student inslruction, parent conferenccs,
and casc-study analysis of a significant student issuc.  The
observation shall:

a, I3 al least twenty minutes in length;

b. Be followed within fitteen adminisirator working days by 4
conferciice  between  the  supervisor  who made the
observation and the nontenured administralor;

c. Be followed by both parties to such a conference signng
the written or electronic observalion report and cach
retaining a copy of his or her records; mnd

d. Allow the nontenured administrator lo submit his or her
written objection(s) ol the cvaluation within  (en
administrator working days following the conference. The
objection(s) shall be altached lo each party’s copy of the
antual performance reporl.

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

All nontenured administrators shall reccive al  leasl three
observations, as required pursuant to N.JS.A, |BA:27-3.1

a. The required observalions and evaluations for nontenured
administrators shall take place belore April 30 eaeh year.
These ohservations and evaluations may cover thal period
between April 30 of one year and April 30 of lhe
succeeding year except in the easc of (he first yecar of
cmployment where the (hree evaluations and observalions
must have been completed prior Lo April 30,
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h. The number of required observations and evalualions for
nontenured administrators may be reduced proportionately
when an individual adminislrator's term of service is less
than one academic year,
4. Fyaluations for tenured administrators shall be completed prior to
June 30,
Adopted:
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[See POLICY ALERT Nos. 201, 207, 212 and 223]

3224 EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

The Boatd of Hducation recognizes the importance of Mrincipal, Vice Prineipal, and
Assistant Principal effectivencss to further the development of a professional corps
ol educators and Lo increase studenl achicvement, The Board of Education adopts
Policy and Regulation 3224 for the evaluation of Principals, Vice Principals, and
Assistant Principals consistent with the Teacher Hffeclivencss and Accountability
for the Children of New JTerscy Act { TEACHNI) and the AchieveNJ adminisirative
codes. This Policy and Regulalion provides the provisions and requirements for
Principal, Vice Principal, and Assistant Principal evaluations consislent with
THACHNT and AchieveNl,

Therules in NAC—6AL0 —Hducator Eftcetivenew—shall not-everde—any
confHetingprovision(sr-efecollective bargainingameements-or-otheremployrment
contracls inreffeetantuly 1, 2003 and »No collective bargaining agreement enterced
into after July 1, 2013, shall conflict with (he cducator evalvation system
eslablished pursuant lo N.JLA.C, 6A:10-1.1 et seq. or any other specific slatute or
regulation, nor shall topics subject to hargaming involve mallers of educational
policy or managerial prerogalives,  All information contaimed in annual
performance reports and all information colleeted, compiled, and/or maintained by
employees [or the purpose of conducting the educator evaluation process
purguait to NJAC, 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subject to public inspection or
copying pursuant w the Open Public Records Act, N.LSAL 4T 1A-1 el seq.

The Board shall annually adopl cvaluation rubrics for all Principals, Vice
Prineipals, and Assistant Principals which shall be submitled (o the Commissioner
of Education by August fune | [or approval by August 15 3 ol cach year. The
evaluation mbrics shall have four delined annual vatings: ineffective, partially
offective, cllcctive, and highly ctfective. The Board shall meet the requirements as
outlinad in N.J.A.C. 6A:10-2.2(x) for the anmual cvaluation of Principals, Vice
Principals, and Assistanl Principals and shall cnsure the (raining procedures as
outlined in N.JA.C. 6A:10-2.2(1) arc tollowed when implementing (he cvaluation
rubrics for all Principals, Vice Principals, or Assistanl Principals. A Dsrict
Evaluation Advisory Commillee may shah be established in accordance with the
requirciments of N.JAC. 6A:10-2.3.
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The minimum requirements for the evaluation procedures lor Principals, Vice
Principals, and Assistant Principals as outlined in NJA.C. 6A:10-2.4 shall be
fullowed. For each Principal, Vice Principal, or Assistant Principal raled
ineffective or pattially effcctive on the annual summative evaluation raling, as
measyred by the evaluation rubrics, a corrective action plan shall be developed in
accordance with the provisions of N.JJLAC. 6A:10-2.5,

T'he components of the principal evaluation rubrics as deseribed in NJAC 6A:10-
5.1 shall apply to Principals, Vice Principals, and Assistant Principals. Mcasures
of student achicvement, as oullined in NJAC, 6A:10-5.2, shall be used (o
determine impact on student leaming, Principal, Vice Principal, and Assistant
Principal observations shall be conducted in accordance with the provisions of
NIAC. 6A:10-5.4, The Superintendent or designaled supervisor shall conduct
ahservalions for the evaluation of Principals pursuant to N.LS.A. 18A:6-121 and
he of she shall be trained pursuant to N.LA.C. 6A:10-2.2(b). A Principal, or the
Superintendent or designated supetvisor, 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 Departnient of Education shall
meet the criteria ag outlined in N.LA.C. 6A:10-7.3.

The Superintendent wnnually shall notify all Irincipals, Viee Principals, or
Assistant Principals of the adopted evaluation policies and procedurcs/regulations
o later than October 1. Ifa Principal, Viee Principal, or Assistant Principal is hired
after October 1, the Superintendent shall notily the I'ri neipal, Vice Principal, or
Assistant Principal of he policies and procedures/regulations at the beginning of
his or her employment, All Principals, Vice Principals, and Assistant Principals
<hall be notilicd of amendments (o the policy and procedures/regulations within len
Principal, Vice Principal, or Assistant Principal working days ol adoption.

NISA IRAG-LIT et soq,

N.LAC. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
N.I.AC. GA10-5.1 through 5.4

N.JIAC. 6A:10-7.1 and 7.3

Adopled:
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[See POLICY ALERT Nos. 201, 207, 212 and 223|

R 3224 EVALUATION OF PRINCTPALS, VICE PRINCIPALS, AND
ASSISTANT PRINCIPALS

A Definitions - N.LA.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 wrillen 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 cvaluation raling
that is based on appraisals of educator practice and student performance,
and includes all measures caplured in a Principal, Vice Principal, or
Assistant Principal evaluation rubric, ‘The four summalive perlonmance
culegories are incllective, partially ctfective, effective, and highly
effective.

“Calibration™ in the contexl of cducator cvaluation means a process to
monitor the competency of a trained evaluator to ensure the evalualor
comtinues to apply an educalor practice instrument accurately and
consistently according to the standards and definitions ol the specilic
instrument.

“Chicl School Administrator™ means the Superintendent of Schools or the
Administrative Principal il there 1s no Supcrintendent.

“Commissioner™ means Commissioner of the New Jersey Department of
Liducation.
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“Corrective Aclion Plan” means a wrillen plan developed by the
Superintendent or a designated supervisor in collaboration with lhe
Principal, Vice Principal, and Assislani Principal to address delicicneies as
outlined in an evalualion. The corrective action plan shall include
timelines for correetive action, responsibilities of the individual Principal,
Vice Principal, and Assistant Principal and the school disirict for
implementing the plan, and gpecific support that the district shall provide
as defined in N.J.S. A, [BA:6-119.

“Department” mcans the New Jersey Department of Educalion,

“Designaled supervisor” means the supervisor desiguated by the
Superintendent of Schools or designee as Lhe administrator’s supervisor,

“District Evaluation Advisory Committce” means a group crcated to
oversee and guide (he planning and implementation of the Board of
Hducation's evaluation policies and procedures as set forth in N.JAC,
6A:10-2.3.

“liducator praclice instrument” means an asscssment tool Lhat provides:
scales or dimensions that capture competencics of professional
performance; and differentiation ol a range of professional performance as
described by the scales, which must be shown in practice and/or rescarch
sludics,

“Bvaluation” means an appraisal of an individual’s professional
performance in relation to his or her job deseription and professional
slandards and based on, when applicable, the individual’s evalualion
rubric.

“Hyalualion ribric” means a sel of criteria, measures, and processes used
to evaluate all Principals, Vice Principals, and Assistant Principals in a
specifie school district or local education agency. Ewvaluation rubrics
consist of measurcs of professional practice, based on educator practice
instruments and studenl oulcomes. Hach Board of Education will have an
evaluation rubric specifically [or (leachers, another specifically for
Priticipals, Vice Principals, and Assistanl Principals, and evaluation
rubrics lor other categories of leaching staff members.

% Copyrnhl 2021 «  Strausa Ezmay Assaciules, || P« 1886 Hinds Road  + Sulte 1« Toma River, NJ 08753 - 2958 732-265-1500




REGULATION GUIDE

TEACHING STALF MEMBERS

R 3224/page 3 of 22

Evaluation of Principals, Vice Principals,
and Assistant Principals

“Indicatars of student progress and pgrowih” means the resulls of
assessment(s) of students as defined in N.LA.C. 6A:8, Standards and
Assessment.

“Individnal professional devclopment plan” is as defined in NJSA
18A:6-119,

“Tob description” meuaus & written specification ol the funetion of a
position, duties and responsibilities, the extent and limits of authority, and
wotk relationships within and outside the school and school districl.

“(Yhservation” means a method of collecting data on the performance ol a
Principal’s, Vice Principal’s, and Assistant Principal’s assigned duties and
responsibilitics,  An observation [or the purposc of evaluation will be
included in the determination of the annual summaltive evaluation rating
and shall be conducted by the Superintendent ov designee.

“posi-observation confercnce™ eans a meeling, ether in-person  or
remotely, between the supervisor who conducted the obscrvation and the
Prinicipal, Vice Principal, and Assistant Principal for the purpose ol
cvaluation to discuss the data collected in the obscrvation.

“Principal practice instrument” means an assessment tool that provides
scales or dimensivns that caplure compelencies of professional
performance; and differcatiation of a range ol professional performance as
deseribed by the scales, which must be shown in practice andfor research
studies. The scorcs from the principal practice instrument are components
of the evaluation rubrics and the scores are included in the summative
evaluation rating for the individual.

“Seoring guide” means a sct of rales or criteria used to cvaluate a
petlormanee, product, ot project. The purpose of a scoring guide is Lo
provide a transparent and reliable evaluation process. Dducator practice
istruments inelude a scoring guide ihat an evaluator uses o structure his
or her assessments and ratings of professional practice.
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“Semesicr” means hall of the school year.

“Sioned” means (he name of one physically wrilten by onesell or an
electronic code, sound, symbol, or process attached to or logically
associated with a record and exceuted or adopted by a persont with the
intenl to sign the record.

“Siudent growth ohjcctive” means an academic goal that teachers and
designated supcrvisors set for groups of students.

“Studenl prowth percenlile” means a speeific metric for measurng
individual student progress on Statewide assessments by lracking how
much a student’s lest scores have changed relative to other students
Statewide willi similar scores in previous years.

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

“Supervise™ means an approptiately certified teaching stall member as
defined in N.J.S.A. 18A:1-1, or Superintendent employed in the disirict in
a supervisory role and capacity, and posscssing a school administralor,
Principal, or supcrvisor endorsement as defined in NJ AC. 6A9B-12 and
certified to cvaluate a Principal, Vice Principal, or Assistant Principal.

B. Applicability of Rules on Collective Bargaining Agrcements — N.JAC.
6A:10-1.3

Theplesin NJAC 84 | 0-L1 et seg—shall net-evemide anyeonfhehng
nrovisien{s}—ol colleetive—burgaining—agreemenis—er—othercmpleyment
contracta-cntered-into-by-a scheeldistrict in—effectonJuly 2643 No
collective bargaining agreemcnt entered into after July 1, 2013, shall
comilict with the educator evalualion system established pursuant to
N.AC 6A:10-1.1 et seq. or any other specific statule or regulation, nor
shall topics subject to bargaining involve matters of cducational policy or
managerial prerogatives,
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&k Educator Bvaluation Dala, Information, and Annual Performance Reports
—~N.IAC, 6A:10-1.4

All informalion contained in anmmual performance veports and all
informalion collected, compiled, and/or maintained by cmployecs of the
Board of Education for the purposes of conducling the educator evaluation
process pursuant o NJAC, 6A:10-1.1 ¢t scq., including, but not limited
(o, digital rccards, shall be conlidential.  Such information shall not be
subject to public inspection or copymng pursuanl (o the Open Public
Records Acl, N.JS.A. 47:1A-1 el seq. Nothing contained in N.JAC.
GA:10-1.1 et seq. shall be construed Lo prohibit the Departmend or a school
district [rom, at ils discretion, collecting cvaluation data pursuant lo
NISA., 18A:6-123e or distibuling aggregate stalistics regarding
evalualion data.

D. Evaluation of Principals, Vice Irincipals, and Assistanl Principals
NJLAC, 6A:10-2.1

L. The Board uf Education shall annually adopl evaluation rubrics for
all Principals, Vice Principals, and Assistant Principals. The
ovaluation rubrics shall have four defined annual ratings:
inellcctive, partially effective, effective, and highly effective,

2 The evaluation rubrics for Principals, Vice [Principals, and
Assistant Principals shall include all other velevant minimum
slandards sel forth in N.LS.A, 18A:6-123 (P.L. 2012, ¢. 26, § 17¢).

X Dvaluation rubrics shall be submitted Lo the Conunissioner by
August June | lor approval by August 15 + of cach year,

k. Duties of the Board of Education - N.JLAC. 6A:10-2.2
B The Board of Fducation shall meet the following requircments [or

the annual evaluation of Principals, Vicc Principals, and Assistant
Principals, unless olherwise specificed:
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a. Eslablish a District Evaluation Advisory Commutlee to
oversce and guide the planning and implementation of Lhe
Board of Education's cvaluation policies and procedures as
sel forth in N.JA.C. 6A:10-2 et seq..

b. Annually adopt policies and proccdures developed by the
Superintendent pursuant to NJA.C. 0A: 10-2.4, including
lhe evaluation rubrics approved by the Commissioner
pursuant to NJLALC. 6A:10-2.1 {c):

{1} The Supecrintendent shall develop policies  and
procedures  that, at a minimum, ensure student
performance data on the Statewide assessment is,
upon receipt, prompily distibuted or otherwise
made available to  staft members who  were
primarily responsible for instrocting (he applicable
students in the school year in which the assessment
was tuken, as well as to stall’ members who are or
will be primarily responsible for instructing the
applicable students in the subsequent school year.

. Ensure the Superiniendent annually notifics all Principals,
Vice Principals, and Assistant Principals of the adopted
evaluation policies and procedures no later than October 1.
If a Prineipal, Vice 'rincipal, 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 al the beginning ol his or her
cruployment, All Prineipals, Vice Principals, and Assistant
Principals shall be notified of amcendments Lo the policy
and procedures within ten Principal, Vice Principal, and
Assistant Principal working days of adoplion;

d. Anmually adopt by Junc 1, any Commissioner-approved
educalor praclice instruments and, as part ol the process
described at N.J.A.C. 6A:10-2.1{c), nolily the Deparlment
which instruments will be used as part ol the school
district’s cvaluation rubrics,
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& Cnsure lhe Principal of each school wilhin the school
district has cstablished a School Improvement Panel
pursuant to N.JA.C. 6A:10-3.1,  'The panel shall be
catablished annually by August 31 and shall catry out the
duties and funclions described in NJA.C. 6A:10-3.2;

f. Ensure data elements are collected and stored in an
accessible and usable format. Data elements shall include,
bul ot be limited to, scores or evidence from obscrvations
for the purpose of evaluation and sudent growth objeetive
data; and

g Ensure the Superintendent or designee certifics to the
Department that any observer who conduets an obscrvation
of a Principal, Vice Principal, or Assistant Principal [or the
purpose of cvaluation as described in NI AC 64:10-4.4;
N.ILA.C. 6A:10-5.4; and 6A:10-6.2 shall meet the slalutory
observation requiremcnts of NJSA. 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.LA.C, 6A:10-3.2,

2, The Board of Education shall ensure the following traiming
procedures arc followed when implementing the evalualion rubric
for all Principals, Vice Principals, and Assistan Principals and,
when applicable, applying the Commissioner-approved principal
practice instrumciits;

. Annually provide training on and deseriptions ol cach
component ol the evaluation rubric for all Principals, Vice
Principals, and Assistant Principals who arc being
cvaluated in the school district and provide maore thorough
fraining for any Principals, Vice Principals, and Assistanl
Principals who are being evaluated for the first time.
Training shall include detailed descriptions of all
evalualion rubric components including, when applicable,
detailed descriptions ol stadent achicvement measures 41
all aspects of the principal practice instrument;
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b, Annually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and more thorough training for any supervisor who
will cvaliate Principals, Vice Principals, or Assistanl
Principals for the first time. Traimmg shall be provided on
each component of the evaluated Principal’s, Vice
Principal’s, or Assistanl Principal’s evaluation rubric
helore the cvaluation of the Principal, Vice Principal, or
Assistant Principal;

c. The Superintendent shall annually certify (o the
Department  that all supervisors of Principals, Vice
Principals, and Assistant Principals in the school districl
who are utilizing evaluation rubrics have completed
training om and demonstrated competency in applving the
evaluation rubrics.

E. Dislrict Evaluation Advisory Commitiee — N.LA.C. 6A:10-2.3

Members ol the District Evaluation Advisory Commuiltee shall
include representation [rom the [ollowing groups: tcachers from
cach school level represenied in the school district; central oflice
administrators  oversecing the  teacher evaluation  process,
supervisors involved in (cacher cvaluation, when available or
appropriate; and administrators conducting evaluations, meluding a
minimwn of one administrator conducling  evaluations  who
participates on a School Improvement Panel. Members also shall
include the Supcrintendent, a special education administrator, a
parent, and a member of the Board of Education.

The Supcrintendent may cxtend membership on the [istrict
Evaluation Advisory Commillee to representatives of olher groups
and to individuals,

A Bopimsine in—20H8- 2040 —the  Disiret Fvaluation Advisory
Commitiecs is not shat—se lopsesbe required and the Board of
Fducation shall have lhe discretion to establish a esnlinte—the
District Evaluation Advisory Commliee,
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G. Evaluation Procedures for Principals, Vice Principals, and Assislant
Principals - N.JAC. 6A:10-2.4

i3 The provisions outlined in Policy md Regsulation 3224 and
NIAC. 6A:10-2.4 shall be the minimum requirements for the
evaluation ol Principals, Vice Principals, and Assistanl Principals.

2, Evaluation policies and procedures requiring the annual evaluation
of Principals, Vice Principals, and Assislant Principals shall be
developed under the direction of Lhe Superintendent, who may
consult with the District Ewaluation Advisory Committee  or
representatives  from Schoal Tmprovement Panels, and shall
include, but not be limited to, a description of:

i, [Rales and responsibilities for implementation of evaluation
policies and procedures;

b. Jab deseriptions, evaluation vubries for Principals, Vice
Principals, and Assistanl Principals, the process for
calculating the summative ratings and cach component and
fhe evaluation regulations st forth in NJAC,
GA0L0-1 &l seq.;

Methods of data collection and reporting appropriate to
each job description, including, but not lhmited to, the
process for smdent attribution to lcachers, Principals, Vice
Principals, Assistant Principals for caleulating the median
and school-wide student growth percentile;

4]

d. Processes for observations for the purpose of cvaluation
and post-observation confercnce(s) by a SupCLvisor;

c. Process for developing and scoring student growth
objectives;

f. The process for preparation of mdividual professional
development plans; and
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g The process for preparation ol an anmal perlormance
report by the Supcrintendent or desipnated supervisor, and
an annual summary conference between the Principal, Vice
Principal, or Assistant Principal and the Superinlendent or
designated supervisor.

The anrual summary conference belween (he desipnated
supervisor and the Principal, Vice Principal, or Assistanl Principal
shall be held before the annual performance report is filed, The
conference shall neeur on or before June 30 of each school year
and shall include, but not be limited to, a review of the following:

2, The performance of the Primcipal, Vice Principal, or
Assistzam( Principal based upan the job desciiption and the
scores or evidence compiled using the evalualion rubrig,
including, when applicable:

(1} The educator's priseipal’s practice instrurment; and

(2)  Available indicators or student achicvement
measures such as studenl prowth objective scores
and student growth percentile scores,

h. The progress of he Principal, Vice Principal, or Assistant
Principal toward mecting the goals of the individual
professional development plan or, when applicable, the
corrective action plan; and

¢ The preliminary annual performance repart,

If any scores for the P'rincipal’s, Vice Principal’s, or Assistant
Principal’s cvaluation rubric are not available at the time of the
annual summary conference due (o pending assessment results, the
annual sunmative evaluation rating shall be calculated once all
commponent ratings are available.

I'he annual pertormance report for the Principal, Vice Principal, or
Assistant Principal shall be prepared by the designaled supervisor
and shall include, but not be Hmited to:
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i, A summalive raling based on the evaluation rubtic,
including, when applicable, a iotal score Tor each
cotponent as deseribed in N.JLALC, fiA: 10-5;

b, Performance  arca(s) of strength and  areafs) necding
improvement  hased upon  the  job description  and
components o the Principal’s, Vige Principal’s, or
Assistant Principal’s evaluation rubrie; and

C. The Principal’s, Vice Principal’s, or Assistanl Principal’s
individual professional development plan or a corrective
action plan from the evaluation year being reviewed in the
repatl,

The Principal, Vice Principal, or Assigtant Principal and the
designated supervisor shall sign the report within five Principal,
Vice Principal, and Assistant Principal working days ol the
review.

‘'he RBoard of Hducation shall include all performance rcports and
supporling data, including, but not litnited to, writicn obscrvation
reports and addilional components of the summative evaluation
rating as part of the Principal’s, Vice Principal’s, or Assistant
Principal’s personnel file, or in an allernative, confidential
location, TI reports and data are stored in an allcrnate location, the
personnel file shall clearly indicate the report’s location and how il
cam be easily aceessed. The records shall be confidential and shall
not be subject Lo public inspection or copying pursuant t lhe Open
Public Records Act, N.J.S.A. 47:1A-1 et seq.

H. Correclive Action Plans for Principals, Vice Principals, and Assistant
Principals — NJLA.C. 6A:10-2.5

For cach Principal, Vice Principal, and Assistant Principal rated
ineffective or partially eflective on Lhe annual  sutmative
evaluation, as measured by the evaluation rubrics, a corrective
action plan shall be developed by the Principal, Vice Principal, or

' 7 Copyrht 2021

#  Strauss Damey Assoclates, LLP # 1606 Hinds Road  Suile 1« Toms River. B (14753 -01494  »

Foa-2LE-1600




REGULATION GUIDE

TEACHING STAFT MEMBLRS

R 3224/page 12 of 22

Fyaluation of Principals, Vice Principals,
and Assislant Principals

Assistanl Principal and the desipnated supervisor. If the Principal,
Vice Principal, or Assistant Principal docs nol agree willh the
carreclive action plan’s content, the designated supervisor shall
malce the [inal determination.

The coreetive aclion plan shall be developed and the Prineipal,
Vice Principal, or Assistant Principal and his or her designated
supervisar shall meet to discuss Lhe correclive action plan by
Oclober 31 of the school year [ollowing the year of evaluation
¢xeepls

a. If the ineffeclive or partially cffective summative
evaluation rating is received afller October 1 of the school
year [ollowing the year ol cvaluation, 2 corrcetive aclion
plan shall e developed, and the Principal, Vice Principal,
or Assistant Principal and his or her designated SUPCIVISOT
shall meel to discuss the corrective action plan within
twenty-five Principal, Vice Principal, or Assistant Principal
working days following the school district’s receipt of the
Principal’s, Vice Principal’s, or Assistant Principal’s
summative raling,.

The content of the corrective action plan shall replace the content

of the individual professional developnient plan required pursuant

to N.J.A.C. 6A:9C-4.3(a) and 4.4(a) and shall;

a. Address arcas in need of improvement identificd in the
principal evaluslion rubric;

b. melude specilic, demonstrable goals for improvement;

Tnclude responsibililies of the cvaluated cmployec and the
school district for the plan’s implementation; and

]

el Include timelines for meeting the goal(s).
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The designated supervisor and (he Principal, Vice Principal, or
Assistant Principal on a corrcetive action plan shall discuss the
Principal’s, Vice Principal’s, of Assigtani Principal’s progress
toward the goals outlined in the corrective action plan during each
post-observation  confercnce, when required by N.LSA
18A:27-3.1 or N.JLAC. 6A:10-5.4,

Progress toward the Principal’s, Vice Primcipal’s, or Agzislant
Principal’s goals outlined in the corrective action plan:

a. Shall be documented in the Principal’s, Vice Principal’s, or
Assistant Principal’s personnel file and reviewed al the
annual summary conference and the mid-year evaluation.
Both the Principal, Vice Principal, or Assistant Principal on
4 corroctive action plan and his or her designated
supervisor may collect data and cvidence to demonstrate
lhe Principal’s, Vice Principal’s, or Assistant Principal’s
progress toward his or her correclive action plan goals: and

b. May be used ay cvidence in the Principal’s, Vice
Principal’s, or Assistant Principal’s next annual swmmative
evaluation; howewver, such progress shall not guarantee an
eflcctive tating on the next summative gvalualion,

Responsibilities of the evaluated Principal, Vice Principal, of
Assistant Principal on a corrective action plan shall not be
exclusionary of other plans for improvement determined to be
necessary by the designated supcrvisor,

The Superintendent ot his or her designee, and the Principal, as
appropriate, shall conduet a nid-year cvaluation of any Principal,
Vice Principal, or Assislant Principal pursuanl to N.J.S.A
[8A:6-121.¢. The mid-year evaluation shall occur approximately
midway betwecn the development of the corrective action plan and
the cxpected reccipt of the next aunmal summative rating. The
mid-year evaluation shall include, at a minimum a conlerence o
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discusy progress loward (he Principal’s, Vice I'rincipal’s, ot
Assistant Prineipal’s poals oullined in the correclive aclion plan.
The mid-year evaluation conference may he combined with a post-
observation conference.

8, The Superintendent shall ensure Principals, Viee Pmncipals, and
Assistant Principals with a corrective action plan receive one
observation and a post-obscrvation conferemce in addition to the
observations required in NJLAC. 6A:10-54 for the purposc of
evaluation as described in N.JLA.C. 6A:10-1.2 and 5.4,

9. T'he corrective action plan shall remain in effect untl the Principal,
Vice Priticipal, or Assistant Principal recetves his or her next
surnmative evaluation rating.

10, Thete shall be no minimum number of Principal, Vice Principal, or
Assistant Principal working days a Principal’s, Vice Principal’s, or
Assistant Principal's corrective action plan can be in place.

L. Components of Principal Evaluation Rubries — N.JA.C. 6A:10-5.1

1; Unless otherwise noted, the components of the principal evalualion
ribrics 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 cmergency
administrative certificate.

2+ The prineipal evaluation rubric shall meet the standards provided
in N.J.8. A, 18A:6-123, including, but not limited to:

. Measures of student achicvement. pursuant to N.JAC
6A:10-5.2; and

b. Measures of principal practice pursuant Lo N.LAC
6A:10-53 and 5.4,
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Te earn a summative rating, the Principal, Viee Principal, or
Agsistanil Principal shall have a sludent achievement score,
pursuant to NJAC, 6Al10-5.2 and a principal praclice score
pursuant fo NLLALC, 6A:10-5.3 and 5.4,

[ach score shall be converted Lo a percentage weight so all
measures make up 100 percent of the gvaluation rubrie, By August
31 prior to the school year in which the evaluation rubric applics,
the Department shall provide on its website (he required
percentage weight ol cach component and the required summalive
rating scale. All components shall be worth the following
percentage weights or fall within the following ranges:

i, IL, according to N.ILAC. 6A:10-5.2(h, the Mrincipal, Vice
Principal, or Assislant Principal receives a school-wide
student growth percentile scorce as deseribed in NJAC.
6A:10-5.2(c), the score shall be al least len percent and no
greater than [orty percent ol evalualion rubric raling as
determined by the Department.

b. Measure of avetage student growth objective for all
teachers, as described in N.JLAC. 6A11 0-5.2(d), shall be at
lcast ten percent and no greater than twenty percent ol
evaluation rubric tating as determined by the Department.

C. Measure of administrator goal, as described in NIAC,
6A:10-5.2(e), shall be no less than ten percent and no
mreater than forly percent of evaluation rubric rating as
determined by the Department.

d. Measure of principal practice, as described in N.LAC.
6A4:10-5.3(h), shall be no less (han [ilty percent ol
evaluation rabric rating.

Qiandardized asscssments, used as a mcasure of student progress,
shall not be the predominant factor in determining a Principal’s
annual summalive rating,
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6, The Department shall periodically collect principal evalualion
rubric dala that shall include, but are nol limited to, component-
level scores and annual summalive ratings,

L. Student Achievemenl Components of Principal Evaluation Rubrics —

NLAC 6A10-5.2

Measures of siudent achievermnent shall be used to determing
impact on student learning and shall include the following
components:

a. The school-wide student prowth percentile of all students
assigned to the Principal;

b, Average student growth objective scores of cvery teacher,
as described in N.JLAC. 6A:10-4.2(e), assigned to the
Principal; and

2

Administrator goals set by Principals, Vice I'rincipals, or
Assistant Principals in consultation with their supervisor
pursuant to N.LA.C. 6A:10-52(¢), which shall be specific
and measurable, based on  studenl  growth andfor
achigvernent dala.

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 cmployed in schools where student growth percentiles
are available for students in onc or more grades. 1f the Principal,
Vice Principal, or Assistant Principal is cmployed in more than one
school, the Supcrintendent shall assign to the Principal, Vice
Principal, or Assistanl 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 ol
the school year of the student growth percentile assignment.

The Department shall caleulate the school-wide student growth
peteentile for Principals, Vice Principals, and Assistant Principals.
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4. The average student growth objective scores ol all tcachers, as
deseribed in NLLA.C. 6A:10-4.2(c), shall be a component of the
Principal’s annual summative rating, The average student growth
objective scores for Viee Principals or Assistant Principals shall be
determined according to the following procedures:

a, The Principal, in consultation with the Vice Primcipal or
Assistant Principal, shall determine priot to the start ol the
school year, which teachers, if not all icachers in the
school, shall be linked to the Vice Principal’s and Asgislant
Principal’s average student growth objective score,

b, If the Vice Principal or Assistant Principal does not agree
with the Ligt of leachers linked to his or her name for the
purposes of this measurement, the Principal shall make the
final delermination.

5. Administrator goals for Principals, Vice Principals, or Assistant
Principals shall be developed and measurcd according Lo the
following procedures!

i, The designated supervisor shall  determine for all
Principals, Vice Principals, or Assislant Principals, the
number of required administrator goals which shall reflect
the achievement of a significant number of students wathin
the school. By August 31 prior to the school year in which
the evaluation mbric applies, the Department shall provide
on the Department’s website the minimui and maximum
nurnber of required goals, which will be at lcast one poal
and no more than four goals,

b. Principals, Vice Principals, or Assistant Principals shall
develop, in consultation with their designated supcrvisor,
each adminisirator goal, Fach Vice Principal and Assistant
Principal shall set goals specitic to his or her job
description or adopl the same goals as his or her Principal,
If the Principal, Vice Principal, or Assistant Principal and
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his or her designated supervisor do not agree upon the
administrator goal the Prncipal’s, Vice Principal’s, or
Assistanl Principal’s designated supervisor shall malic the
final determination.

c. Administrator goals and the criteria for asscasing
performance based on those abjectives shall be determined,
recorded, and retained by the Principal, Vice Principal, or
Assistant Principal and his or her designated supervisor by
October 31 of cach school year, or within twenty-five
Principal, Vice Principal, and Assistant Principal
working days of the Principal’s, Vice Principal’s, or
Assistant Principal’s starl date 1l he or she begins work
atter October 1.

d. The administrator goal score shall be approved by the
designated supervisor ol the Principal, Vice Principal, or
Assislant Principal. The Principal’s, Vice Prncipal’s, or
Asgistant Principal’s administrator goal scorg, if available,
elall be discussed at his or her annual summary confercnee
and recorded i his or her persannel file.

K. Principal Practice Compoment of Evaluation Rubric — N.JLA,C. 6A:10-5.3

Measures of principal practice shall include a4 measurc determined
tlrough a Commissioner-approved principal practice mstrument
and may include a leadership measurc determined through the
Deparlment-created leadership rubric,

Principal practice component rating gshall be hased on ihe
measurement of the Principal’s, Vice Principal’s, or Assistanl
Prinicipal's performance according lo the school distriet’s
Commussioner-approvid principal practice instrument.
Obscrvations pursuant to NJAC. 6A:110-5.4 shall be used as one
form ot evidence for this measurement.

i & Capyrinht 2021

+  Steuss Fomay Assudates, LLP o 186G Hinds Roud = Suile 1« Toms Rivar, M DATED -4180 e

Ta2-255-1500




~

EGULATION GUIDE

Lad

TEACLING STAFF MEMBERS

R 3224/page 19 of 22

Evaluation of Principals, Vice Principals,
and Assistant Principals

1.eadership praetice shall be determnined by a score on a leadership
robric, which will assess the Principal’s, Vice Principal’s, or
Assistant Principal’s ability to improve student achievement and
teaching staff member cifectivencss through identified leader
behaviors. The rubric will be posted on the Depattment’s websile
and annually mainfained.

L. Principal, Vice Principal, and Assistant Principal Observations — N.JLA.C.
6A:10-5.4

The Superintendent or his or her designce, shall conduct
ohservations for the cvaluation of Principals pursuant to N.JS.A.
184:6-121 and lie or she shall be wained pursuanl to N.JAC.
6A:10-2.2(b).

A Principal, or (he Superintendenl or his or her desipnee, shall
conduet ohservations for the evaluation of Viee Principals and
Assistant Principals pursuant to N.LS.A, 18A:6-121.

Iar the purpose of collecting data for the evaluation of a Principal,
Vice Principal, or Assistanl Principal, an ohservation, as described
NS A 1BA:6-119 and N.TAC. 6A:10-1.2, may include, but is
not limited to:  building walk-through, stall meeting observation,
parcnt conlerence observalion, or case study analysis of 4
signilicant student issue,

Post-ubservation  conferences  shall  include  the following
procedures:

a. A supervisor who is present at the observation shall
conduet a post-observation conference with the Principal,
Vice Principal, or Assistant Principal being observed. A
posl-observation conlerence shall ocour no more than
fifteen Principal, Viee Principal, or Assistant Principal
working days following each observation.
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The post-observaiion conference shall be for the purposc of
reviewing the data collected al the observation, gotnecting
the data to (he principal practicc instrument and the
Principal’s, Vice Principal’s, or Assistanl Principal’s
individual professional development plan, collecting
additional information nceded for the evaluation, atid
offering areas to improve effecliveness.

With the consent of llic ohserved Pringipal, Vice Principal,
or Assistant Principal, post-ohservation conferences for
individuals who are not on a corrective action plan may be
conducted via written communication, including electronic
communication.

One post-observation conuference may he combined with
the Principal’s, Vice Principal’s, or Assistanl Principal’s
annual summary conference as long as it occurs within the
required fifteen Principal, Vice Principal, or Assislant
Principal working days following the ohservation,

A written or electronic observation report shall be signed
by the supervisor who conducted (he ohservation and post-
observation and the Principal, Vice Principal, or Assistant
Prineipal who was observed.

The Principal, Vice Principal, or Assistant Principal shall
submil his or her written objection(s) of lhe evalualion
within ten Principal, Vice Principal, and Assistant
Principal working days following the conference. The
objection(s) shall be attached to each party's copy of the
ammual performance report,

Fach temared Principal, Viec Principal, and Assistant Principal
; n

shall be observed as described in N.JA C. 64:10-5.4, at Jeast lwo
times duting each school year., Hach nontenured Prineipal, Viee

Principal, and Assistant Principal shall be observed as desciibed in

N LAC. 6A:10-5.4 at least thres times during cach school year, as
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M, Principal Praclice Tnstnument — MIALC 6A10-73

TEACHING STAFF MEMBERS

R 3224/page 21 of 22

Livaluation of Principals, Vice Trincipals,
and Agsistant Principals

required by N.J.8.A, 18A:27-3.1, An additional observation shall
be conducted pursuant Lo N.IAC. 6A-10-2.5(h) for Principals,
Vice Principals, and Assistant Principals who are on a correetive

action plan.

The principal practice instroment approved by the Deparlment
shall meet the following criteria:

a. Tncorporate domains ol praclice and/or performance critetia
thal align to the 2015 A0MISLLC Professional Standards
for Educational Sehest leadcrs developed by the
National Policy Board for Educational Administration
(NPBEA) Iniorstaic—Scheol —Leadesship— Heensire
Conseetivam incorporaled hercin by refercnce-avatlableut:

hﬁ-p#ﬁw.eeﬁﬁa.wgﬁdaeumeﬁ%ﬁﬂ%udﬂ&mam Jeaders
hiﬂ:pﬂh@f:ﬁlﬂﬂd&?dﬁ%ﬂﬁ%:pd 3

b. Inchude scoring guides for agsessing principal practice that
diflerentiate  among 4 minigum of four levels ol
performance, @and the differcntiation has been shown in
practice and/or rascarch studics. Bach scoring guide shall
clearly detine the cxpectations for each calegory ani
provide a conversion to four rating categories;

c. Rely on, lo the extent possible, multiple: sources of
evidence collected (hroughout the schoul year, including,
but not limited to, evaluation ol a Principal’s leadership
related lo:

(1)  Implementing high-quality and standards-aligned
curticulum, assessments, and instruction; and

(2y  Evalualing the cffectiveness ol teaching stall
menbers and sapporting their professional growlh.

f @& Copyignt 2021 =
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TEACHING STAFF MEMBLIRS

1R 3224/page 22 o[22

Fvaluation of Principals, Vice Principals,
and Assistant Principals

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

Adopted:
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SUPPORT STAFI MEMBERS

4146/page 1 of 3

Nonrenewal of Nontemured Support Stall Meniber
May 21

[See POLICY ALERT Nos. 166, 201 and 223|

4146 NONRENLEWAL OF NONTENURED SUPPORT STAFF MOMBLER

The Roard will renew the employment contract of a nontenured support stall
member only upon the recommendation of the Superintendent and by a recorded
roll call majority vote of the full membership of the Board. The Board will not
withliold its approval for arbitrary and capricious rcasons. A nontenured support
<laff member who is not recommended for renewal by the Superintendent 1S
deemed nonrenewed.

when the nontenured support stafl merber’s performance does not mect the
standards of the school district, the Supctintendent shall recommend not to renew
the montenured support staff member’s contracl Prior to notifying the
nontenured support stall’ member of the nonrencwal, the Superiniendent will
notify (he Board of the recommendation not to rencw the nontenured support
stafl member’s contract and the reasons for the rccommendation,  The
Superintendent may notify the Roard in a wrilien nolice or in executive session at
a full Board mecting. In the event the Board is notified in excoutive session, the
Superintendent will comply wilh the requirements of the Open Puhlic Meetings
Act and provide reasonable notice to the nontenured support stall’ member their
employment will be discussed in exccutive session in order for the nontenured
supporl stafl member to exercise their slatutory righl to request a public
discussion,

The Supetintendent shall provide written notification to setify each nontenured
support stafl’ member to whom reemployment will not be offcred weribag in
accordance with the terms of any applicable collective bargaining agrecemett,
individual contract, or any other agreement between  (he  parties.
Paraprofessionals continuously employed since the preceding September 30 as a
school aide ar clagsroom aide in a schaol district that receives funding under Title
I of the Federal Elementary and Secondary Hducation Act of 1965 shall be
nolified of renewal or nonrencwal on or before May 15 in each year in accardance
with the provisions of N.ILS.A. 18A:27-10.2,
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SUPTORT STAFF MEMBLRS
4146/page 2 0l'3
Nomrenewal ol Nontenured Support Stall Member

Any nontenured support stall' member receiving notice that a contract lor the
succeeding year will not be offered, may within fifteen calendar days, request
in writing a statement of the reasons for such nonemployment which shall he
whose-eantruact is-notronewed shall-have the—right to-a—wrillen-satement-othe
reasons [ornemenewal—provided-the request for-the-slalement-ol reasons 19-Frase
within fifieen daysolthe-Superintendent’s writton netifieation-ofnonrenewal to
the-supportstall member, Thestalcmentol roasons—shal-be provided given Lo
the & nonlenured support stalf member in writing withm thirty calendar days
after the receipt of such the request.

Whenever a nontenured support staff member has requested in writing and
received a writlen statement of reasons for non-reemployment pursuant to
N.I.S.A. 18A:27-3.2, the nonlenured support staff member may reques( in
writing shathave theright-te un informal appearance hefore the Board, The
written request shall be submitied to the Board within ten calendar days of
the nontenured support staff member’s receipt of the Board’s statement of
reasons. The informal appearance shall be scheduled within thirty calendar
duys from the nontenured support staft member’s receipt of the Board’s
statement of reasons te peimi—lllHﬂﬁﬁflrl—ﬂiﬁﬂg‘Lﬁlm;itti—ﬁﬁﬁﬁlUﬂiﬁLiﬂ
convinea_the —members—ef the Doard o -offer rcomployment—provided—that—=
requesl-for-such an-appeatanee it reeeived within-ten-days-allerthesuppertstall
wemberreecivesthe statement of reasons—provided-by—the Superinterdent— The
informal—appearancebelore—the- Board—shat—bheheldnacesrdance with—the
prevdsions o NFALGHOAHD-8

The Board is not required to offer reemployment or vote on reemployinent afler
an informal appearance with a nontenurcd support stall member who was not
recommended [or reemployment by the Superintendent. The Board may, with a
majority vote of its full membership in public scssion and without the
recommendation of the Superintendent, offer (he nonteiared  support stalt
member reemployment afler the informal appearance before the Board, Within
three working days following the informal appearance, the Board shall notity
the affected nontenured support staff member, in writing, of its final
determination. The suppeststaffmemberwill be-rotiicd-ofthe Besrd s {inal
daterminaton—within—throe—days—[oHewing the—inlormaluppoatanee- betere—the
Board:
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SUPPORT STAFLF MEMBERS

POLICY GUIDE

Nonrenewal of Nonterred Support Stall Member

The provisions as oullined in Policy and Regulation 4146 may be revised or
adjusted by the Superintendent of Schools to be i accordance with the terms and
limelines of any applicable collective bargaining agreemend, individual contract,
or any other agrecment belween (he parlics provided the terms are nol contrary tor
any stalute, administrative code, or any matiagement rights of the Board.

This Ppolicy does not apply to the contract renewal of the ‘Treasurer of School

Moneys, Board Audilor, Board Attorney or Board Secrelary, except a Board
Secretary who performs business administration functions.

N.J.S.A. 18A:27-3.2; 18A:27-4.15
N.JA.C. 6A:10-9.1

Adopted:
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SUPPORT STAFT MEMBERS
R 4146/page 1 of O

Nontenewal of Nontermired Support Stafl Member
May 21

[See POLICY ALERT Nos. 166, 201 and 223|

R 4146 NONRLONEWAIL OF NONTONURED SUPPORT STAFF MEMBLER

A Cwvalualions

(]

Fach nontenured support staff member shall be cvaluated at least
one time cach school yeat,

Evaluations shall set forth both the strengths and weaknesses of the
nontenured support staff member in order to provide an accurate
assessment  of  hisfher performanee and  to  encourage the
improvement of that performance.

Supervisors shall constructively point out performance deficicncies
and offer assistance to nontenured support stafl members in the
improvement of professional skills.

E. MNanrencwal Recommendation

When a nonleiured support staff member’s performance does 10t
mcet the standards of (he school district, cmployment will not he
offered to the nontenured support slatf memberis—inmrediate
supervisor for the acxt snccecding shall —vecomprend— te—the
Supcrinted ent—ro later than-Apsil-Hthat thesuppertstaffmember
sheuld net be reemploved-n-the-fullowing school year,

The nontenurcd support statt member shall be informed by the
Superintendent of Schools, m writing, that employment lor the
nexl succeeding school year will not be offercd, This wrilten
notice shall be provided to the nontenured support staff member in
sccordance with the timelines and terms of any applicable
colleclive bargaining agreement, individual contract, or any other
agreement between the parties.

A recommendation by the Superintcndenl to not renew the
nontenured support stall member fornoprenewal may be based
upon the nontenured  support stall’ member’s evaluations, job
petlormance, or any faclor affeeting his/her employment m the
school this district.
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SUPPORT STAFF MEMBERS
R 4146/page 2 of 6
Nonrenewal of Nontenured Support Staff Member

4, A nontcnured support stafl member contract can only he renewed
only upon the Superintendent’s recommendation and a majority
vote of the full membership of the Board, The Board shall sey
not withhold its approval for arbilrary and capricious reasons.

& Nonrenewal Action
L, I'rior to notifyving the nontenured support staff member of the

nonrenewal, the Superintendent shall notify the Board of the
recommendation not to renew the nontenured support staff
member’s contract and the reasons for the recommendation.
The—Superintendent—will—netily—Reousrd ~trembers —efF—the
recomincadation—not—te—ronew—a—nonterured teachg st
membersconteaet-belorenotilyingthe nontenared-loaehingslatt
memboratthe rocommendation-tonol renews The Superintendent
may nolily the Board members of the recommendation not fo
rencw the nontenured support teaching stall member’s contracl
and the reasons for the recommendaltion in a written notice fo the
Board prieeto Maey-15. In or in the altemative, the Supcrintendent
may—Toti—the— Board—members—of-(he—recommendation net—to
repew—anonteatred teachinestall member In an execulive session.
Usinp—this—eplion If notification is provided to the Board in
exceulive session, (he Superintcndent and the Board will meet in
excoutive session in necordance with the timelines and terms of
any applicable collective bargaining agreement, individual
contract, or any other agreement hetween parties pries—te-May
15 (o —peview the—Supcristendent’s—recommendation(s) for
nomnrenswal ofnentenured teachinsstaflmombers.

a, Notice of the executive session shall be given in
accordance with N.J.S.A. 10:4-13 and individual notice
shall be given, not less than forty-eight hours in advance of
the meeting, (o those nontenured support siaff members
whose possible nonrenewal will be discussed at the
meeting. T any such nontenured support staff member
esployce requests the discussion lake place m public, the
recommendation for his/her nonrcnewal will he severed
from any other nonrenewal recommnendation and will be
scheduled for discussion at a public meeling,
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L.

SUPPORT STAFF MEMBLRS
R 4146/page 3 of 6
Nonrenewal of Nontenured Support Staff Member

2. The Superintendent will ensure the timelines fur nonrencwal
action are in accordance with the timelines and terms of any
applicable  collective hargaining agreement, individual
contract, or any other agrecment hetween the parties,

(5}
t2

A nontenured supporl staff member nol recommended Tor rencwal
by the Superintendent is decmed not renewed. A Board of
Education vote is not required on the Superintendent’s
recotnmendation{s) 1o nol renew 4 nontenared support  slaff
member’s contracl

Nuotice of Nonrenewal

1 Neticeofthe Superintendent’ s-decision-not-taTensw shathbe-givet

1o pach nentenmred support-staffmomber potrcesmimnended—For
rerewakin aecordatios weith (he-terms—olany-apphicablecolieelive
mrgaining—&gfemtem:—iﬂdisﬁéual—eeﬂt% or-uny-otheragrecrent
between-the-parties— ThaBeard may-delesaie—the Superiatendent
or-the-Beued Seetetwm-gwetha—m@ttmnaﬁﬁe-e#neumﬁewmf

12.  The nonrencwal notice shall be iiwaitins—and provided to the
nontenured support staff member nol recommended for renewal by
the Superintendent in accordance with the terms of any
applicable collective harpaining agreement, individual contract, or
any other agrcement belween [he parties. 1f hand delivered, a
record shall be miade of the date on which delivery was made. If
sent by mail, the notice shall be sent registered mail, retom receipl
requested, to the nontenured support staff membet’s address of
record.

Request for Statement of Reasous

L. Any nontenured support staff member receiving notice that a
contract for the succeeding school year will not be offercd may,
within filtecn calendar days thercafter, request in writing a
statement of the reasons for such nonemployment which shall
he given to the nontenured support staff member in wrifing
thirty calendar days after the receipt of such request. A
nomresewed— support—satf—momber il e piven —a—wittell
statprment ofthe—reasons For—wihich helshe—was—hel tenawed
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SUPPORT STATL MEMBERS
R 4146/page 4 of 6
Nonrenewal of Nontenured Support Stall Member

;amv-ided—the—ﬁscﬂapmi—ﬂLa%ﬁmﬂheﬁs—femms«t—ﬁxr—a—ﬁmmmt—ﬂdf
rongens has boen—roceived by—the—Supctintendent within ffleen
exlendar—daysuller the Eﬂﬁauﬂ—stal‘i'ﬁ&emba—has—feeeiﬁd—wrﬁeﬁ
neties of hsthernronrenswal:

The statement of reasons for a nonrenewal will sct forth, with as
much particularity as possible, the precisc reasons for the
nonrenewal,  Where the nonrenewal is based on performance
deficiencies recarded in (he nontenured suppart staff member’s
employee’s evaluations and  the nontenured support stafl
member empleyee Lias been given a copy of those evaluations, the
stalement of reasons may incorporate the evaluations by refercnce.

The stalemenl of reasons may be prepared by the Superintendent or
the Board Secretary and shall be delivercd to the nontenured
support staff member esmployee who requested the statement of
reasons it within thitty calendar days after the receipt of the
nonfenured support staff member’s employeels request for the
statement of reasons.

T Momnrgnewal Appearance

L,

Whenever the nontenured support stafl member has reguested
in writing and received a written statement of reasons for non-
recemploymenl  pursuant  to N.IS.A.  18A:27-3.2, the
nontenured support staff member may request in writing an
informal appearance bhefore the Roard. The written request
shall be submitted to the Board within ten calendar days of the
nontenured support staff member’s receipt of the Board’s
statement of reasons A-supportstaltrremberwhe-hus rogresteda
statement—ol reasons—for histher—nenrepewalwill bepranted af
J}H-Fai'mai—a-pfse&m%a—bciem—rlm—ﬁﬂam—m ~dinenas—thoseFoasets
provided-thal hefshe-hud- submiltedto the-Supernicndent awvrilien
request-torsuch anappearance-nu-later- thar-ten catendardays-altler
the_support -stall member’s—reespl ef {ho—written—statement—of
FCASETS.

A dateforthe The informal appearance shall be scheduled within
thirty calendar days from the nontenured support stall’ member’s
reeeipl of the Board’s stalcment of reasons. The-appearance—thall
be_conduciod—al an-exceutivo-session—for which -peHec—has- beew
oivenin aecordanee with N S5 AHR-S
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SUPPOR'T STAFI' MIEMBERS
R 4146/page 5 of 6
Nonrenewal of Nontenured Support Staff Member

The Board will exercise discretion in determining determine a
reasonable length of time for the proceeding to-be-devoted lo-the
appearanee:  depending  upon  cach  instanec’s  specific
elrcutstances,

The procesding of an informal appearance before the Board may
he conducted in  executive session pursuant to N.JAC,
10:4-12{b)(R). If conducted in executive session notice must he
given in accordance with NJLS. AL 10:4-13.

The Board shall provide the nontenured support staff member
adequate wrilten notice regarding the date and time of the
informal appearance, Thesupportsiall-membersequosting—the
appesrance Shat-be-givenwriticn—reticernolator thanforty-eight
hours—n-advance—of the—meetineat-which—Hisseheduled, ot the
didetime, praceand-duralion-efthe appearancs:

The nontenured support staff member’s appearance before the
Roard shall not be an adversary proceeding. The purpose of
the appearance shall be to provide the nontenured support
staff member the opportunity to convince Board of Education
members to offer reemployment. Thepurpose-olihc appearanes
shall be to—permit—the nonrenewed—support—staf—member to
comdaneetlic members—ofthe Board—te—ofer reempleyment—To
thosc cnds—the-appearaneeshall be informaty—conducted:. Fins
appesranee -prevides—a—mechamism—by—which —the—nentenured
suppertstaffmember,-wheserenewal hasnet-beeprcconmended
by—the-Supetiitendent—can—appeal—to—the Beard—en—which the
Supepintendent sils-as—a-hor-votng memberpusuani-to-MaA
FEALT-26:

The proceeding of an informal appearance before the Board shall
be conducted with the President of the Board presiding and-the
appeatanceshall not be-madversary proceeding.

The nontenured support staflf member may be represented by an
allorney or by one individual of hisfer choosing, Hefshe The
nontenured support staff member may prescnt, on his or her
behalf, witnesses to—testifi—en-bhisther behalt—Witresses who do
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Issued:

SUPPORT STAFF MEMBERS
R 4146/page 6 of 6
Nonrenewal of Nontenured Support Stalf Member

niot need to present testimony under oath; and-thei statementsinay
berecorded. The shall not be cross-examined by the Board with
hearswilnessesand-shall neteross-examino-them. Witnesscs shall
will be called onc at a time into the meeting (o address the Boari
anaal a-time and shall be excused from the mecting alter making
(heir statements,

Final Determination

3l

A-pentenied suppertstalimembernotsecommmended-for refevedl
b—}-%h&&ﬁﬁﬁﬁﬂ%éﬂéﬁﬁl—}sﬂeemed—ﬂ%rmﬂﬂﬁed; A Board vote 1s not
required on the Superintendent’s recommendation(s) to not renew
a nontenurcd support stall member. [lowever, afler an inlormal
appearance before the Board, the Superintendent may make a
recommendation for reemployment of the nontenured support
staflf member to the voting members of the Board. Tha—voting
merabers -ofthe Basrd by—a-majorityvote—efthe—full Board—n
publie—sessior—must—approve—the reemploymentbased—on—the
Superintendent’ s—recommendaliof: It the Suoperintendent
recommends the nontenured teaching stafl member for
reemployment, the voting memhers of the Board must, by a
majority vote of the full Board at a public session, appraove or
not approve the reemployment.

The Board may, with a majority vote of its full membership in
public session and withont the recommendation of the
Superintendent, offer Lhe nomtenured  support  staff  member
reemployment after the informal appearance betfore the Board,

Within three working days following the informal appcarance,
the Board shall notify the alfected nontenured support staft
member, in writing, of its final determination. The Board may
delegate notification of its final determination  to  the
Supcerintendent or Board Sceretary. The—final -determination
will- be—delivered o the—nontenured supporl—stafl mesber, i
weithie, —pe—later—than—three —aay— fellawing—the informal
HPPORFRRES. J%E—deqﬂﬁy—éelegmﬂ—ths—&lﬁeﬁmc&éem—m‘—ﬂm
Bourd Seeretury-to-deliverthe-finahdetermination:
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Procurement Procedures for School
Nutrition Programs

May 21

M

[See POLICY ALERT Nos. 215, 216, 217, 221, 222 and 223]

[SCHOOL DISTRICTS NOT PARTICIPATING IN A UNITED STATES
DEPARTMENT OF AGRICULTURE’S (USDA) SCHOOL NUTRITION
PROGRAMS ARE NOT REQUIRED TO ADOPT POLICY 8561.]

8561 PROCUREMENT PROCEDURES FOR SCHOOL
NUTRITION PROGRAMS

The Board of Education adopts this Policy to identify their procurement plan for
the United States Department of Agriculture’s (USDA) School Nutrition
Programs. School Nutrition Programs include, but are not limited to: the
National School Lunch Program (NSLP); School Breakfast Program (SBP);
Afterschool Snack Program (ASP); Special Milk Program (SMP); Fresh Fruit and
Vegetable Program (FFVP); Seamless Summer Option (S50) of the NSLP;
Summer Food Service Program (SFSP); the At-Risk Afterschool Meals
component of the Child and Adult Care Food Program (CACFP); and the
Schools/Child Nutrition USDA Foods Program.

The Board of Education is ultimately responsible for ensuring all procurement
procedures for any purchases by the Board of Education and/or a food service
management company (FSMC) comply with all Federal regulations, including but
not limited to: 7 CFR Parts 210, 220, 225, 226, 245, 250; 2 CFR 200; State
procurement statutes and administrative codes and regulations; local Board of
Education procurement policies; and any other applicable State and local laws.

The procurement procedures contained in this Policy will be implemented
beginning immediately, until amended. All procurements must maximize full and
open compelition, Source documentation will be maintained by the School
Business Administrator/Board Secretary or designee and will be available to
determine open competition, the reasonablencss, the allowability, and the
allocation of costs.

The Board of Education intentionally secks to prohibit conflicts of interest in all
procurement of goods and services.
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OPERATIONS

8561/page 2 of 16

Procurement Procedures for School
Nutrition Programs

General Procurement

The procurement procedures will maximize full and open competition, x
and documentation of

transparency in transactions, comparability,
procurement activities. The school district’s plan for procuring i

~

use in the School Nutrition Programs is as follows:

1.

The School Business Administrator/Board Secretary wi@m& all

purchases will be in accordance with the I Funds
Procurement Method Selection Chart — State AZe rm #358—
Appendie, Formal procurement ptocedures~WiH be nsed as
required by 2 CFR 200.318 through .32 State and local
procurement code and regulations rmal procurement
procedures (small purchase) will be (q\rc for purchases under
the most restrictive small purchasaghreshold.

\
The following procedures v@ m for all purchases:

Froduct’ Estimated  [Procurement Evalnation  [Contract Cantract
Doller Aarard Duration'
Services Amount hiethod Type Fregquenay
cod 190,000 [nformsl Brice a= Distammned by T Iopthiy o
Faznany Facter Sratuls Aznmsil
BT T, 0 Tednmzal Prica a4 Detarmmed by | Blonikirie
Priary Factor | Sizbde Al |
“Hxaal] vares FIO000 Tnforemal Fricems Thetarminad G Blanthly to
Prizaary Factce | Statmta Annml
saipmant AT [nfommal or Fricaas Dhetammuined by Alpathirto
Ezcnul Prmarv Factar | Bizhite Anmzzal
Fepuins EF L] “Trforeal Frcam | Dretermzad by Blogikh = J
Primaers Facice | Gishitn Azl

L "
B. Micrn-P@ Procedures
1 %‘u lic/Charter Schools

ol

Purchases of supplies or services, as defined by 2 CFR 200.67, will
be awarded without soliciting competitive price quotations if the
price is reasonable in accordance with N.J.S.A,  18A:18A-37(a)
and below thresholds established by the State Treasurer for
informal receipt of quotations. Purchases will be distributed
equitably among qualified suppliers with reasonable prices.
Records will be kept for micro-purchases.
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Procurement Procedures for School
Nutrition Programs

2. Non-Public Schools
Purchases of supplies or services, within the Federal micro-
purchase threshold (the aggregate amount does not exceed the
Federal micro-purchase threshold as set by 2 CFR 200.67) will be
awarded without soliciting competitive price quotations if the price
is reasonable. Purchases will be distributed equitably among
qualified suppliers with reasonable prices. Records will be kept
for micro-purchases.

3 Formal bid procedures will be applied on the basis of:

[Choose one or more of the following:
___centralized system;

___individual school;

_X_multi-school system; and/or

_X State contract.)

4, Because of the potential for purchasing more than public or non-
public informal/small purchase threshold amount, or the Board
approved threshold if less, it will be the responsibility of the
School Business Administrator/Board Secretary to document the
amounts to be purchased so the correct method of procurement will
be followed.

C. Formal Procurement

When a formal procutement method is required, the following competitive
sealed bid or an Invitation for Bid (IFB) or competitive proposal in the
form of a Request for Proposal (RFP) procedures will apply:

1;

An announcement of an IFB or a RFP will be placed in the Board
designated official newspaper fo publicize the intent of the Board
of Education to purchase needed items. The advertisement for
bids/proposals or legal notice will be published in the official
newspaper for at least one day in accordance with the provisions of
M.JS.A, 18A:18A-2].
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2. An advertisement in the official newspaper for at least one day is
required for all purchases over the school district’s small purchase
threshold as outlined in Appendix— Federal Funds Procurement
Method Section Chart — State Agency Form #358. ’%{E\

L

advertisernent will contain the following: %
a. A general description of items to be purchased; 'Q/

b. The deadline for submission of questions

bid specifications, terms, and conditio

c. The date of the pre-bid meeti rovided, and if
attendance i¢ a requirement for pid a :

d. The deadline for subnﬂs%ﬁa\bm:a]ed bids or proposals;
and A\

e. The address of the %n where complete specifications

and bid forms rpay b ined.

3. In an IFB or RFP, vendor will be given an opportunity to bid
on the same speck ons.

4, The dewglo of written specifications or descriptions for
procur will be prohibited from submitting bids or proposals
fors oducts or services.

5. 4 )}B or REP will clearly define the purchase conditions. The

owing list includes requirements, not exclusive, to be addressed
in the procurement document:

Q& 2. Contract period for the base year and renewals as

permitted;

b. The Board of Education is responsible for all contracts
awarded (statement);

G: Date, time, and location of IFB/RFP opening;
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d. How the vendor is to be informed of bid acceptance or
rejection;

& Delivery schedule;

f. Requirements (terms and conditions) the bidder must fulfill
in order for bid to be evaluated;

g Benefits to which the Board of Education will be entitled if
the contractor cannot or will not perform as required;

h. Statement assuting positive efforts will be made to involve
small and minority businesses, women's business
enterprises, and labor surplus area firms;

i Statement regarding the return of purchase incentives,
discounts, rebates, and credits under a cost reimbursement
FSMC contract to the Board of Education’s nonprofit
school food service account;

¥ Contract provisions as required in Appendix I to
2 CFR 200:

(1}  Tenmination for cause and convenience — contracts
in excess of $10,000;

(2)  Equal Opportunity Employment - “federally
assisted construction contracts”;

(3)  Davis-Bacon Act — construction contracts in excess
of $2,000,

(4 Contract work Hours and Safety Standards -
contracts in excess of $100,000;

(5)  Right to inventions made under a contract or
apreement — if the contract meets the definition of a
“funding agreement” under 37 CFR 401.2(a);
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(6)  Clean Air Act — contracts in excess of §150,000;

(7)  Debarment and Suspension — all Federal awarded
contracts,

(8)  Byrd Anti Lobbying Amendment — contracts in
excess of $100,000; and

(9 Contracts must address administrative, contractual,
or legal remedies in instances where contractors
violate or breach contract terms, and provide for
such sanctions and penalties as appropriate.

k. Contract provisions as required in 7 CFR 210.21(f) for all
cost reimbursable contracts;

L. Contract provisions as required in 7 CFR 210.16(a)(1-10)
and 7 CFR 250,53 for food service management company
contracts;

m. Procuring instrument to be used are purchase orders from
firm fixed prices after formal bidding;

n. Price adjustment clause for renewal of multi-year contracts
as defined in N.J.S.A, 18A:18A-42. The “index rate”
means the annual percentage increase rounded to the
nearest half percent in the implicit price deflator for State
and local government purchases of goods and services
computed and published quarterly by the U.S. Department
of Commerce, Bureau of Economic Analysis;

0. Method of evaluation and type of contract to be awarded
(solicitations using an IFB are awarded to the lowest
responsive and responsible bidder; solicitations using a
REP are awarded to the most advantageous bidder/offeror
with price as the primary factor among factors considered);
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p- Method of award announcement and effective date (if
intent to award is required by State or local procurement
requirements};

g. Specific bid protest procedures including contact
information of person and address and the date by which a
written protest must be received;

r. Provision requiring access by duly authorized
representatives of the Board of Education, New Jersey
Department of Agriculture (NJDA), United States
Department of Agriculture (USDA), or Compiroller
General to any books, documents, papers, and records of
the contractor which are directly pertinent to all negotiated

contracts,
s. Method of shipment or delivery upon contract award;
t. Provision requiring contractor to maintain all required

records for three years after final payment and all other
pending matters (audits) arc closed for all negotiated
contracts;

. Description of process for enabling vendors to receive or
pick up orders upon contract award;

V. Provision requiring the contractor to recognize mandatory
standards/policies related to energy efficiency contained in
the Energy Policy and Conservation Act (PL 94-163);

w. Signed statement of non-collusion;

X. Signed Debarment/Suspension Certificate, clause in the
contract or a copy of search results from the System for
Award Management (SAM);
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¥. Provision requiring “Buy American” as outlined in
7 CFR Part 21021(d) and USDA Guidance Memo
SP 38-2017, including specific instructions for pror
approval and documentation of utilization of non-domestic
food products only,

Z. Specifications and estimated quantities of products and
services prepared by the school district and provided to
potential contractors desiring to submit bids/proposals for
the products or services requested; and

aa.  The Board of Education’s Electronic Signature Policy.

If any potential vendor is in doubt as to the true meaning of
specifications or purchase conditions, questions may be sent to the
School Business Administrator/Board Secretary. The School
Business Administrator/Board Secretary or designee’s response
will be provided in writing to all potential bidders within

_Seven days.

a. The School Business Administrator/Board Secretary will be
responsible for providing rtesponses to questions and
securing all bids or proposals.

b. The School Business Administrator/Board Secretary will be
responsible to ensure all Board of Education procurements
are conducted in compliance with applicable Federal, State,
and local procurement regulations.

c. The following criteria will be used in awarding contracts as
a result of bids/proposals, Price must be the highest
weighted criteria.  Examples of other possible criteria
include quality, service, delivery, and availability.

In awarding a RFP, a set of award criteria in the form of a
weighted evaluation sheet will be provided to each bidder in the
initial bid document materials. Price alone is not the sole basis for
award, but remains the primary consideration among all factors
when awarding a contract. Following evaluation and negotiations,
a firm fixed price or cost reimbursable contract is awarded.
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a. The contracts will be awarded to the responsible
bidder/proposer whose bid or proposal is responsive to the
invitation and is most advantageous to the Board of
Education, price as the primary, and other factors
considered. Any and all bids or proposals may be rejected
in accordance with the law.

b, The School Business Administrator/Board Secretary or
designee is required to sign on the bid tabulation of
competitive sealed bids or the evaluation criterion score
sheet of competitive proposals signifying a review and
approval of the selections.

c. The School Business Administrator/Board Secretary shall
review the procurement system to ensure compliance with
applicable laws.

d. The School Business Administrator/Board Secrctary or
designee will be responsible for documentation that the
actual product specified was received.

c: Any time an accepted item is not available, the School
Business Administrator/Board Secretary will select the
acceptable alternate. The contractor must inform the
School Business Administrator/Board Secretary within one
workday il a product is not available. In the event a
nondomestic agricultural product is to be provided to the
Board of Education, the contractor must obtain, in advance,
written approval for the product. The School Business
Administrator/Board Secretary must comply with the Buy
American Provision.

f. Full documentation regarding the reason an accepted item
was unavailable, and the procedure used in determining
acceptable alternates, will be available for audit and review.
The person responsible for this documentation is the School
Business Administrator/Board Secretary.

g. The School Business Administrator/Board Sectctaty is
responsible for maintaining all procurement documentation.
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D, Small Purchase Procedures

If the amount of purchases for items is less than the school district's smal
purchase threshold as outlined in the Federal Funds Procurement Met

Selection Chart — State Agency Form #358 See-Appendix, the follqap
small purchase procedures including quotes will be used. Qun%’

o

minimum numbet of three qualified sources will be required.
1. Written specifications will be prepared and provided vendors.

2. Each vendor will be contacted and given an Dp@ ty to provide
a price quote on the same specificatio nimum of three
vendors shall be contacted.

3. The School Business Administr rmd Secretary or designec
will be responsible for contagy Mential vendors when price
guotes are needed.

A
4. The price quotes will(hﬁ:i\rc appropriate confidentiality before

award. CQ

5. Quotes/Bids &%sﬁ awarded by the School Business
A.dmhﬁstra% ecretary, Quotes/Bids will be awarded on
the folldwinPyveriteria, Quote/Bid price must be the highest
weight iterin. Examples of other possible criteria include
qua}j\ ice, delivery, and availability.

6. School Business Administrator/Board Secretary will be
sponsible for documentation of records to show selection of

vendor, Teasons for selection, names of all vendors contacted, price
quotes from each vendor, and written specifications,

0 7 The School Business Administrator/Board Secretary or designee
will be tesponsible for documentation that the actual product
specified is received.

8. Any time an accepted item is not available, the School Business
Administrator/Board Secretary will sclect the acceptable altemate.
Full documentation will be made available as to the sclection of
ihe acceptable ilem.
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9. The School Business Administrator/Board Secretary or designee is
required to sign all quote tabulations, signifying a review and
approval of the selections.

E. Noncompetitive Proposal Procedures

If items are available only from a single source when the award of a
contract is not feasible under small purchase, sealed bid or competitive
negotiation, noncompetitive proposal procedures will be used:

L.

Written specifications will be prepared and provided to the vendor.

The School Business Administrator/Board Secretary will be
responsible for the documentation of records to fully explain the
decision to use the noncompetitive proposal. The records will be
available for audit and review.

The School Business Administrator/Board Secretary or designee
will be responsible for documentation that the actual product or
service specified was received.

The School Business Administrator/Board Secretary will be
responsible for reviewing the procedures to be certain  all
requiréments for using single source or nencompetitive proposals
are met.

The noncompetitive micro-purchase method shall be used for one-
time purchases of a new food item if the amount is less than the
applicable Federal or State micro-purchase threshold to determine
food acceptance by students and provide samples for testing
purposes. A record of noncompetitive negotiation purchase shall
be maintained by the School Business Administrator/Board
Secretary or designee. At a minimum, the record of
noncompetitive purchases shall include: item name; dollar
amount; vendor; and reason for noncompetitive procurement.

A member or representative of the Board of Education will
approve, in advance, all procutements that result from
noncompetitive negotiations.
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F. Miscellaneous Provisions

1t New product evaluation procedures will include a review of
product labels and ingredients; an evaluation of the nutritional
value; taste tests and surveys; and any other evaluations to ensurc
the new product would enhance the program.

2. The Board of Education agrees the reviewing official of each
transaction will be the School Business Administrator/Board
Secretary.

3. Payment will be made to the vendor when the contract has been

met and verified and has met the Board of Education’s procedures
for payment. (If prompt payment is made, discounts, etc., are
accepted.)

4. Specifications will be updated as needed.
5. If the product is not as specified, the following procedure,

including, but not limited to, will take place: remove product from
service; contact vendor for approved alternate product; or remove

product from bid.
G. Emergency Purchases
1. If it is nccessary to make a one-time emergency procurement to

continue service or obtain goods, and the public exigency or
emergency will not permit a delay resulting from a competitive
solicitation, the purchase must be authorized using a purchase
order signed by the School Business Administrator/Board
Secretary. The emergency procedures to be followed for such
purchases shall be those procedures used by the school district for
other emergency purchases consistent with N.J.S.A. 18A1BA-T.
All emergency procurements shall be approved by the School
Business Administrator/Board Secretary. At a minimum, the
following emergency procurement procedures shall be documented
to include, but not be limited to: item name; dollar atmount;
vendor; and reason for emergency.
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H. Purchasing Goods and Services — Cooperative Agreements, Agents, and
Third-Party Services (Piggybacking)

1. When participating in intergovernmental and inter-agency

agreements the Board of Education will ensure that competitive
procurements are conducted in accordance with 2 CFR Part
200.318 through .326 and applicable program regulations and
guidance.

53 When utilizing the services of a co-op, agent, or third party the
Board of Education will ensure that the following conditions have
been met and considered as one source of pricing in addition to
other prices:

d.

All procurements were subject to full and open competition
and were made in accordance with Federal/State/local
procurement requirements;

The existing contract allows for the inclusion of additional
Board of Educations that were not contemplated in the
original  procurement to  purchase the  same
supplies/equipment through the original award;

The specifications in the existing contract meets their needs
and that the items being ordered are in the contract;

The awarded contract requires all the Federally required
certifications; e.g. Buy American, debarment, restrictions
on lobbying, etc.;

The agency will confirm the addition of their purchasing
power (goods or services) to the procurement in scope or
services does not create a material change, resulting in the
needs to re-bid the contract;

Administrative costs (fees) for participating in  the
agreement are adequately defined, necessary and
reasonable, and the method of allocating the cost to the
participating agencies must be specified;
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E The Buy American provisions are included in the
procurement of food and agricultural products; and

h. The agreement includes the basis for and method of
allocating each discount, rebate, or credit and how they will
be returned to each participating agency when utilizing a
cost-reimbursable contract.

L Records Retention

1.

The Board of Education shall agree to retain all books, records,
and other documents relative to the award of the contract for three
years after final payment. If there are audit findings that have not
been resolved, the records shall be retained beyond the three-year
period as long as required for the resolution of the issues raised by
the audit. Specifically, the Board of Education shall maintain, at a
minimum, the following documents:

a. Written rationale for the method of procurement;
b. A copy of the original solicitation;
c. The selection of contract type;

d. The bidding and negotiation history and working papers;

e The basis for contractor selection;

f. Approval from the State agency to support a lack of
competition when competitive bids or offers are not
obtained;

B The basis for award cost or price;

The terms and conditions of the contract;
i. Any changes to the contract and negotiation history;

J- Billing and payment records;
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k. A history of any contractor claims;

L A history of any contractor breaches; and

m. Any other documents as required by N.J.S.A. 18A:18A -
Public School Contracts Law.

I Code of Canduct for Procurement

1.

All procurements must ensure there is open and free competition
and adhere to the most restrictive Federal, State, and local
requirements, The Board of Education secks to conduct all
procurement procedures in compliance with stated regulations and
to prohibit conflicts of interest and actions of employees engaged
in the selection, award, and administration of contracts. All
procurements will be in accordance with this Policy and all
applicable provisions of N.J.S.A. IBA!IBA — Public School
Contracts Law.

No employee, officer, or agent may participate in the selection,
award, or administration of a contract supported by a Federal,
State, or local award if he or she has a real or apparent conflict of
interest. Such a conflict of interest would arise when the
employee, officer, or agent; any member of his or her immediate
family, his or her partner; or an organization which employs or is
about to employ any of the parties indicated herein has a financial
or other interest in or a tangible personal benefit from a firm
considered for a contract.

The officers, employees, and agents of the non-Federal entity may
neither solicit nor accept gratuitics, favors, or anything of
monetary value from contractors or parties to subcontracts.
However, non-Federal entities may set standards for situations in
which the financial interest is not substantial or the gift is an
unsolicited item of nominal value.
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4. The standards of conduct must provide for disciplinary actions to
be applied for violations of such standards by officers, employees,
or agents of the non-Federal entity. Based on the severity of the
infraction, the penalties could include a written reprimand to their
personnel file, a suspension with or without pay, or termination,

S. All questions and concerns regarding procurement solicitations,
contract evaluations, and contract award, shall be directed to the
School Business Administrator/Board Secretary.

K. Food Service Management Company (FSMC)

1. In the operation of the school district’s food service program, the
school district shall ensure that a FSMC complies with the
requirements of the Program Agreement, the school district’s Free
and Reduced School Lunch Policy Statement, all applicable USDA
program policies and regulations, and applicable State and local
laws. In order to operate an a la carte food service program, the
FSMC shall agrec to offer free, reduced price, and full price
reimbursable meals to all eligible children.

2. The school district shall monitor the FSMC billing invoices to
ensure compliance with Federal and State procurement regulations.

X In accordance with N.J.S.A. 18A:18A-5a.(22), RFPs are required
in all solicitations for a FSMC.

N.I.S.A. 18A:18A — Public School Contracts Law

New Jersey Department of Agriculture
“Pracurement Procedures for School Food
Authorities” Model Policy — September 2018
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6471 SCHOOL DISTRICT TRAVEL

The Board of Education shall implement a Policy and Regulation pertaining to travel
expenditures for its employees and Board of Education members that s in accordance
with N.JLS.A. 18A:11-12, N.JA.C. 6A:23A-7, and other rulcs and procedures the
Board of Education deems appropriate pursuant to N.J.A.C. 6A:23A4-T.2(a). The
Policy and Regulation pertaining to school distriet travel expenditures ingorporites
either expressly, in whole or in part, andfor by reference, the laws and regulations
contained in N.JL.S. A, 18A:11-12 and N.JA.C. 6A:23A-7.

The Board of Education shalt ensures the effective and efficient use of funds by adopling and
implementing policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and State
of New Jersey Department of the Treasury, Office of Management and Budgel (NJOMB) current
Ceirculars (8319-OMB—and06-+4-OMB {OMB-Cireulars) and any superseding circulars
pertaining to travel, meals, events and enterlainment, and the additional requircments set forth n
N.J.A.C. 6A:23A-7. If any superseding circulars ol the Offee efMannecrnentand Budgel OMB
conflict with the provisions of NJAC-EA23AT these rules, the provisions of the superseding
cireulars shall govern,

s
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regardless 2 the number ol attendees_or where—norethan five
individuals from the disbietare to-attend a-ravel event ont-ol-State;
H%E—Ebh&ﬁ!—d&%ﬂ&—bhﬂﬂ—&b%%ﬂ—ﬂ%lmﬁﬁeﬂﬁﬁp{uﬁi—ﬂ%

e— Horall-employec and Beard—membertravel-evenis—out—of-the
country—regardless—of-cost-ornumber ol atendees—the-school

distriet shall obiainthe priorwiitien—appreval-of the Exeeutive

Ceunty—Superintendent—Such—reguesis—nmustbo—supporied—by
detailodjustification—The-Exeeutive-County-Superintendent shatl
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mmpﬂ%reﬂ%ﬁ&e—keq{w—rwdm—a—é&%ﬂm—t@ﬁ
worldng dipys— tis-expected-that upprovalswill-be-rare:

WH&%Hi—NJ—A&éA—ESA—?—&H&—H&E—BﬂMW oeeduresand approval
ﬂwwemmm%e%ad%ﬂ%wwww—p@m%—m
reimbursementsfor travel affer completionof the travel-eventrexceptas

provided-at N-AC-6A23A-T-4(d)-
FM&%&%%MMM%%
nn .1.1"1 1\\!‘\1‘1‘11'\” L | o T ﬂll'\.ur -I"l-'F‘ hli. 'rl'la‘i‘ 1I'|‘1'|"|'|l3.|"|1'"1+|1 rﬁi‘ﬁl]‘i ol s | ]"I AL kWl iy
LLLLLL L a | ™ S L TS T ee " LERLIRTT J:‘ L0 S Y I-rLlIJI.I.I.L"d
ﬂ*gfﬂﬁ?&ﬁﬁﬁ—m—w%*bh—hﬁrbhe—h' : lshe has—an—Herest—has—a-direct-orindirect
WMW%W%&F
objeetivity-erindependenec-oljudgment:

Q—MB&&memha—sh&Hﬂ%&er—hﬁiher—eﬁﬁGHLe&p&e&ym&nm&%Hﬁ
MM%MW%WH&&%
WHHM—%WE%EH{%—BM*E
memberol his/herimmediate family—orundertake-any-employment-or
WWMWW%
m—prejﬁdieehﬂ&a%ﬁéepeﬂ&eﬂeeﬂfjﬁégmem—ﬂw—e*eamﬁ&eﬂmﬁha
effictal-duties:

E_ Maximum Travel Budget
I— Ammually—in-the —pfeb&ége{—year—tl}c—B%d—hhﬂH—estahWJﬁeﬁé
%MWW%—G@W%?H&%%
WEMWMLWM—M&%M&M&%
inclide the-maximum amountestablished-for the-prebudget-yearand-the
amountspent-to-date:
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b— The Board may-cleet to-exchide travel expendituressupported-by
Eoderal fundsfrom-the -maximum—ravel-expenditore umennt—H
Heoderal-funds-arc-exeluded fromthe established maximum-amount
the-Board-shall-include inthe resolution-the total- nmount-of-travel
supportod-by-FederalHunds-from- the prios yearprebudgetyear-and
projectedforthe budgetyear:

budget does—not—exempt—such—travel from—the—requirements

2 The Bourd-of Bducation pursuantto-the-provistons-of NJACHALIA-
MW%M—}WIWW

e Regularschool distdet business-travel as-autherized inthis Policy iEzan iy
approvetef the Supetintendent priorte-oblipating the-dis LrietEepry
reluted expenses-and-prior-te-sttendaneeatthe ravel-event:

(1 —TFhe Superintendent-shall-de signate-an-alternateapproval
authority-to-approve travel requests-in-histher absence-when
neeessary-to-oblaintimely Board-approval:

%—R&gt%?—kpfeﬁé&rﬂie—lﬁﬁ%dufﬁﬁ%—thﬂ—ﬁﬂe%
levelsof approval—required—prior—te—Superintendent—or
designec approvalof the travel-event-as-applicable:
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a——The Superintendentshall designate-an-alterpate-upproval-authority
to-approve—tavel reguests—in-histher absonce—when-neecssary—+o
obtain-tmely Board appreval:

A - ' 1 J

2 Albsravel reauestsfor Board membersshall requive-prior-approval-by-a
B  the full ot ikt il Bisid I
Board has-exeluded resulur business travel-from priorapproval-pursuant
MIWM%%}—MEM—W%E—H
complianeewath- NS A 8AH 2 24 and NISA8ATL 24

monts—as—tong—as- fhe—Bﬁﬂ}é{—&HpFﬂﬁHl—&S—é&tﬂ#@d—lﬂ—HB&EdrPﬁl ntHes;
itemizes the approval-by-event-totalcostand numberof employeesand
Board membersattondine the-event—General-or blanket pre-approvalis
potauthorized:

4 VWhere oceasional unforescen-emergent situations-arise-whereh-u-travel
request-eannot-obtainpri ea—dpp}ew—eilﬂ&e—B&afd—]MLﬁeﬁﬁeﬂ—sh&H—he
included-inthe text efthe ravelrequest—Suehrequests-shall require prror
written approval-ofthe Superintendent-or-dosignee—and-the-Exeentive
Ceounty-Superniendent or desigree—The Bowrd-shallratifyr therequest-at
s nextrepularhyseheduled mecting—Travel to-conferences; conventions;
and-symposims-are-not-considered-to-be-emergoncies-and-shall-not-be

approved-afier thethet
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5 The Board _insceordaneewith-the provisions- o NJACHA3ATHd)
exeludesfromthe reguirements-olprior Boardapproval-any-travelcaused
by or—subject—to—existingcontractual provisiens—ineluding grants—and
denations.—and —other —statutory—requirements;—er—Federal —repulatory
redrerants

a—— For the exclusionof prior Board-approvalto-apply—therequired
Hﬂ?&ﬁ@ﬂ&kﬂiﬂﬁ%ﬁ@—é&wﬂeﬁ—w&h—m%{;ﬁﬁ%‘e@—ﬁeﬂd—é

n&veheq&%thwﬁmweqtmwﬁeﬂm%l—mmﬂeswamg
iormation:

a— MNume-and-dates-of event

b A list of Beard—membersandlor employees—to—attend-either by
Bame-er-Hte:

o— Hatimatod costassociated with-Hravek
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d— A justification—and—brief statement—that—ineludes—the primary

purpese—for-the s travel and-the leeyissues-that will-be-addre T e
the event—and—their relevance—to—improving—instraction—or—the
operation—of-the-schoal-districtFor-trainingevents—whether-the
hﬂﬂﬁﬁg—m—mcéed—&r—a—ecmhbaﬁeﬂ—kemmeé—fea;eeﬁaﬁﬁeé
eploymentcontinuing educationrequirements, requirementsfor
Lederal or-State tavw—or other purpesevelated-to-theprograms-and
fervie ' eing-delivered-orseon-to-beimplemented-n-the
sehooldistrictor related-toschool district operations;

e Account numberand funding sourco—Federal State-privateor
localand

2 Detpiled - docwmnentationshall be-mmntaned-on- file—ir-the-school-distaiet
which-demonstrates-comphHaneewith-the Board's-travel-palieyinelading
&H&]—&pﬁﬂ%—f@ﬁ%ﬂ—ﬂﬂdﬁ%@-ﬁtﬂaﬁaﬂ—ﬂémﬁ—mm
expendituresas-approprinte:

L Accounting for Scheel Distriet Travel

1 The School Business—Administrator/Board-Seerctury—or-designee—shall

prepare-iemized travel budgets by-functon-and ebjectofexpensefor-each
be&f,—e-eﬂ%erw departmentor-locationmaintainedin—the-schoolgistriets

&eeeunang—&ys{em—an—ﬁﬁpheable—&hppﬁkef—ﬂm—prepﬂ&ﬂen—aﬁr&ﬁé

2. The School Business—Administrator/Board—Seerctury—shall—maintain
separate-secountingtorschoohdistrictHravel expenditures-as-hecessary o
cnsure-comphance-with-the school-district's-maximum travel-expendifire
mu#ﬂua—my&ei&éc—b&me&é—%#hsﬁaﬂed%e—m%&—emﬁe
accounting—of such—oxpenditures—or—expanding—the—schoeldistriot's
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th%ﬂ&%%#@yﬁﬂd%;%%%mﬂ—sﬁaﬂ—hm
a-detailed-format-suitable for-audit:

in-comphiance-with-the-travel- limitations-set forthia NIAC6A:23AT
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2 A-persenwho-approves-ahy-ravelrequest-or relmbursement- iAeedation
oL N LA C 6A:23A-7 shall be required-to-reimburse the-schoel distrietin

an-ameuntequakto three imes the costassociated-with-attending the-event
purstai-to NS AT S AH -

%{WM%MHMBW
&@&m{%m}dﬁqmpﬂ%dﬁe&mmwﬁeeeﬁmﬁl

5. The anmualanditconducted pursuantte NJ-S-A18A23 -1 shallnclude
test —procedures _p—ensure —comphance—with—this—Peliey—and—ravel
limitationsselforth i NAA-C6A:23A T and NS ARAH,

expressly—oathon ized-by-and-in-aceordance—with-the provistens— o
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b Subsistencereimbursement for-overnight travelbwithuthe-State;
the proceduressetforthia NFAC6A23A T
with-davwerregalaton;

j———Car—rentals;—either il ized—for—airport—ransportation—oF
Hﬂﬂﬁﬁﬂﬂ&ﬁﬂﬂ:&tﬂ—eaﬂﬁrﬁ&eerﬂfwﬁﬂﬁﬁﬁrﬁwm—&hmy
ol subeompacts discounted—and- specialrates—An-example-of-the

m&kiﬁg—fn&pee&ens—wmuﬁ%eeatmrand—m‘"rkw—eﬁpukﬁe
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transportationis-impracticable—When car rentalisautherized; the
employee—shall —not—be—issued—an—advance—paymentfor—the
anticipated-oxpensenssociated with-the remtal;

IE, A E‘EahElHE bereragm.;

Hﬂ%%m&%&%&l&dm—g—dmmﬂrﬂeﬁ{—%mn—aﬂd—s%

activities-and-any-costs-direethassociated with-such-costs{suehas
tickets—to—shows—or—sporls—events—meals—lodging—rentals;
transportation; and-gratuities)

w— Gratmties-or-tps-in excess-of those-permitted-by-Federal-per-diem

ratey:

J—Fepﬂqe—pufpememm&eyr“wmpmiﬂaeaﬂsﬁee%ﬁtﬁaﬂ
ravel-on—rattroads,

E%%Edrﬁﬂﬁﬂﬁfd—?ehi&%—&ﬁ-d—ﬁm qm&l—vehﬁ.—,les—

2 Thepurchaseor paymentolfrelated transportationexpensesshal- bemade
by-purehase-orderor personaly by a-scheol district employee-or Board
memberand-reimbursed-at-the-conelusion-of the-ravel event—An-aetual

invoice-orreceipt for cach-purchase or expenseshall - besubmitted-with-&
clvsp-forretnbumement:
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3 Pursuantto-OMB Circulars—the followingtravel methodsrequirements

apply:
a4 Adr andrail tickets shall be purehased-via-the-IntesnctHpossible;

edits
Er I IE!,t:, alin.E;
b Air travel-shall only—be authorized when-determinedthatitis

((H——Fhe mosteconorieal air travel should-be-nsed-ncluding
the use-of discounted-and spectalrates;

%—%@—f@ﬂewmg—&ﬁ%mm—s&&em#wwﬂﬁdemd—wheﬂ—haalﬂ&g
s

departure-time;

ﬁﬂ—ﬁmﬂm&ag—ahm&e—a#hml—&&d%en%&pﬁﬁ&dﬁyﬁ

{HW%@WEW%&
of school distriet funded —travel —BEmployees—andBoard

members-are—prohibited from-receiving "Frequent-Flyer
bepefits-neertina from school-distriet- funded-travel;
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when travelinsueh-elngses:

b} Avoids—cireuitous—routings—or—exeessive—fHght

(B—Adrkine—tickets—shatnot—be—boeked—untilall-neecessury
approvals have been-obtained;

{8}~—Llﬂ-59¢ltruﬂeﬂ—5hall—be—£eq%¥ﬂdﬁﬂ&uﬂ—aeﬁaﬂﬁ—b§bﬂ—ﬁ-ﬁei&
resultin-additional-expenses-over-and-above-the-antherized
Hﬂ%eq%h%&ﬂﬁ%ﬁﬁ%#%ﬂﬂeﬂ—m —be considered

- factors—ouniside —the —control—of—the
WhHﬁ%eﬂﬂ—%pe&s&s—w&H}eﬂi—F&M
}uhtlﬂeaﬁen—hhaﬂ—ﬂﬂt—h&p&mb&med,—&ﬂé

Q;H%Hﬁemaﬂ—shaﬂ—&eemﬂﬁy—mqﬂem—ﬁer—aﬁ Thte—Helet
reimbursement—when purchased—byemployees—er Bonrd
members—contiary—to—the —above—regulations—Sufficient
justificationshat-be- -considered-onbyforfactorsoutsidethe
eeﬂ%eha{—&he—ﬁmh&aa—ﬂmkeﬂ&}mmt—pufeha%%ﬂm&ﬂ
mﬂﬂbb&sed—l?:eﬂﬁb&memeﬁt—ﬂi pH-‘EG-HH.—‘%G‘i—P&Eh—RHf—ﬂ
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justification-shall be-otherwise-permitied-andrermbursed-in
necordaneewith-theabove procedures:

e— Rail travel shall-anby be-authorized when-determined thatit4s
neeessury-and-advantageousto-conductschoeldistrict business:

H—}—ThG—mnHea&a%med—hehedMﬁ&g—ei—ml—meJ—sha# be

{beﬁ&een—ﬁf}&mﬂ—hﬁ—&nduﬂwﬁhﬂﬁg{en%%&wmn
notbe-anthorized In-those-casesthe-ravelersmust-usea

schooldistriet vehicle—ar i not-nvailable—apersonally
ewnedvehicle-mustbeused;-and

Ea‘} A " ﬁii Ffﬂ'—"El, i-FlE' ”Eiif]g FH 11 f!i 3311 the P' EH*I“!'ISI
Cortider—must—be—processed —m—the same munRier a8

d— Use of s schooldistrict-owned-orleased vehiele shall be thefrst

means—eof—ground—transpottation Use—eof—a—personalb-owied
vehiele—on—a—milenge basis—shallset-bepermitted Jor—official
business—where—a—sehool—distriet-owned—or—leased—vehicle—is

avatlable:

(—i—}—PvHe&ge _allewance—in—len—ef —actual—expenses—of
transporiation-shall-be-allowed at the rate-anthorized -by-the

ﬂﬁﬂﬂﬂ-f—s-t&tc—ﬁkpiﬁeflﬁﬁﬁeﬂ-q—hﬁt—er—a—i%! ~Fetbe—H—tRe
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Bea%d—a—d&egeﬁe&—kﬂ%&ﬂ—emp{eﬁe—m;%eafd—mmﬂbe}

traveling by histher—persenally-ownedvehicle—on—official
bbb rres st

i i : T
contliet—with—the—eircular—such—as—the—mileage
reimbursement ratethe provision-of the-contract-will
prevadh

Gﬂ}—Pﬂﬂﬂﬁg—ﬁﬂd—tﬂu—bh&kgeQ#ha%—be—ﬂﬂﬁ%d—m:&dﬁﬁIﬁﬂ
to-mileage-allowsanee:
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‘hool distict-ewned orleasedvehicles—shall-be
whilized i accordanec with N ACEA3A612:

be{:ween—h&tel—&nd—evem—s%&haﬂ—be—e{mﬁﬁed—tﬂ

transpotiation:
_ a— Al travel-shall-be-bythe mest-dircet-ceonomieal—snd-usually-

d&eet—ee-ﬂﬂmmeal—&nd usually traveled route:

1 Pursuant—to—the—OMB-Cireulars—one-day—trips—thatdo—not—invole
overnight lodging shall-not-be-cligible for—subsistenecretmbursement;
exceptfor-meals—expressly—authorized-by — - in-accordanece—with—the
provisions of N LA C6A23ATA 2,

2 Pursnantto-the OMB-Circulars, senerally—ovemight travel shall-not-be
abisbbe _{or subsistence roimbuorsemont—if —ravel —is—within—the
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h%%@veﬁﬁﬂhﬁmel—ﬁ—peﬁmﬁedﬂls&eh%%&&mwg

o NLTAC 6A3A T HHe) or-is—a—tequired—compenent—oia—grant
éﬂnaﬁﬂﬁ—m—&h&#mﬁdﬂ&g—aﬁeﬁﬁwt—vﬂHlm—é&Hm—}h& speethe
regited wem&ghm-érm{e%ekweﬂ%khe—éﬁaﬂed—m—the—dpﬁfewd
ﬁm%w%mww%mm—ﬂ*
sumber—of —employee M}M—meyﬁ%efés}——aﬂé—mﬁ&—eea%
mlmbﬁﬁenm&m—aﬁre &ubfeektﬂ—t&eswulﬁ—&%a—ﬂie—t&&é&ﬁg—%tw

conferencesiR-ACCOE
W—bﬁhﬁ—%%mﬂﬁ—}é%—pﬂ%%&fﬁ—hm
%MW}WHW%W%

Fc;'rﬂ-l‘t:'lfﬂﬂmui‘hi i FAPTEY IR OO o L ¥ fvl e ol otopr ol 1']-1_.3.
HaotHE Sty —r—oaover LT Ol B Ty ||u_u. to-—te—Stait—ar

5 The United States-General-ServieesAdmi nisization-publishestschedule
MIWWMWIWFWE%@H
#avﬂ—%e—w%ieﬁﬁen—%ﬁeﬂ—bedaﬁkpa—é@m%—m%&ﬂe
for-lodaing—meals-and-incidental-expensesb

Hederalperdiem satesforthe—eventlocation— Registration—and
conterenee W]%@W@MW{%H
the_event location-is-not listed—tho-maxinmm-per-diem-aHowanee
shall be-$31 for-meallincidental expenses—and-S60-for-JodgmeorF
appouris listed-inanysuperseding NIOMB-eireular:
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Wla&m%%%{%e%&éﬂﬂ—p&—éﬂmﬂ&%#ﬂw
hotelis-the site of the-convention,conference seminnror-meetng;

H&Hhmh&ekﬁheﬁﬂ&ﬂf—ﬁ&e—@a#eﬁbml—w&m—m—ﬂm
aturate potio-excecd-the-hotelrne at-the-site-of the-cutrent
event:

for-lodging shall not-execed the-Hederal per-diem rate:

Feéeml—pe%#ﬁe—fe%ﬂm—ee&e&umd&ag—mual—&hal#he
%@M}W}H—ﬁﬂwﬁ——m&é—&&d—ﬁﬂdﬁe

thaﬁ—?he—Fe&eraJ—p@l;d%em#ateﬁrﬂ}Ha&s—shaﬂ—be—eﬂ%i&ﬁed
excessive-in-the absence of substantial justification-aceompayhg
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ihe travelvouchersubmitted by the employee or Bourd member—n

| ¥ baneh i in kit ; O RN

b,—%e#eﬁhmems#kwbﬁak&m&y%m%e—pmw&ed—&ﬁﬁﬂmgﬁeﬁﬁeﬂﬂ
laneh-for stullmectings-and-in-service-daysor-for-stati-that-come
¥FW%1MLH%&PM&&FB@—P&%(&E&
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e In accordance—with NLES A 18A L 2a{id)—employee—and
distrietsite-avatable:

4 Subsistence oxpenses—foran-employee-orBeoard—member-shall-not-be
allowed-at the school district or-within aradius-of ten-miles-thereofrexcept
%HM&%%H%%WM&%HMW
of SectionO—of thisPolicy and NJAC—6A23A T 12— Nen-allowed
ﬁpmﬁ&ﬁeludemhﬁwe—nﬂﬂﬂmwd—m—mema—dﬁd&eﬁmhﬁﬁmﬁiﬂr—%ﬂﬁ

a— The meals may be-served to-employees whe-are-required-to-attend
the-event and-where iHs-impractical for the-employeeto-commute
to-and-from hisor horresidenec between-the-end-oftheworleday
to-remain-at the scheol distrietto-preparefor-the event:

b— The school district shall acquire-the Hoht meals-and refreshrments
bﬁqlw—sehe%&tum—ef—q&etm—ﬂ—feq&%d—pﬁsu&ni—tﬂ—ﬂﬁ—#
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emﬁpﬁ&bl&meaﬁ—a%&%%&trmc—ﬁhﬁd—ﬁa%@eeﬁeﬁﬂ}kshaﬁ
btk -

d— Theaverage-costper-mealshall-notexeeed 310

Ficientto-provide cach-Beoard memberdigaitaryn on-employee
mke&eHl-mm%ﬁmﬂLmemher—eﬂe—mMﬂ}s—mm—be
<o o -t ! coirpilice Bsilitit

L1
[4 7

WMWI{%@XMH&M&W}&
&néthe#eue}m;is—&&pﬂwed.—ﬁweymuelwﬁshaﬂ%e—mppﬁ&ed
by-receipti-showing the-quantity-and-unitprice:

P Recordsand Suppertins Documentation
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l—Aﬂﬁeﬁ@&Sﬂﬁhmﬁ&Hﬂ—imekan—humss—muaHeeep—Hnemm&néum
ﬁfﬁp&ﬁdﬁﬂﬁ%ﬂﬁﬁ@ﬂﬂﬂﬂ—ﬂ%&hbﬁﬁﬂ%ﬂﬁ#i%@ﬁ—@&bﬁ—ﬁ@m%ﬂ}e
tirne the expense-is-ineurred - togetherwith-the-date-incurred:

2 Thetavelvouchershall-be-completed by the-cmployec-or Board-member
to-document-the-details-of the travel-event—Theteavel voncher-must-be
&gﬂ@d—hy&h&%fﬂﬁ%g&éﬁﬂ&ﬂ%b@?%ﬁ%ﬁ&k&%ﬂhwﬁhe

mﬁmﬂﬁﬁﬁ%ﬂwﬂﬂﬁﬂ—mﬁﬂﬂ{ﬁ%
S%g&&hﬁ%&ﬁ—ﬂ#dpf&%&l—@ﬁ&&lﬂlﬁ—f@—ﬁlaﬁﬂ&ﬁﬁ}g—

3 Syufficientdocumentationshall-bemaintained-contrally by—the-sehool
districtto-subportpayment-and-approval-ef the travel voucher:

%Edbh—ﬁ&%&ﬁ%hﬁ%d—%%#h&ﬂ—%ﬁ}ﬂﬂ—&bﬂ@#ﬁp&%ﬁ&ﬂd&ﬂ

the—usual route—bebween—these points—the vea sen-—for the—reater

. The heurs-of the nosmal worlday and-actial hours-worked-must
be-shown when requestingmeal reimbursement-for nen-overnight
ek

d— Original recoipis-shall-be-requiredforall reimbutsable-expenses;
ﬁbﬂﬁ{—fﬂ%ﬂi&&g—mﬂ{—q&&}kﬁqﬁaﬁ—diﬁﬂ—mﬂﬁb&—ﬂﬂdﬂfﬂf

patkire meters;

o Actual vendorreceipts forpersonal-credit-curd-charges-shall-be
siothe-necepted-as-documentation-of expenses;
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L Personalcharseson-ahotel-billshall be dedueted-and-shown-on
Hhebith

youcher:

h— Where—travel is—not-by—the—mosteconomicalusaally-traveled
soute the-employoc-or Board member reimbursement request-shall
sottorth the details-of the route—the-exponsesactually-nenrred the
hovrof depurturethe hourofarrival and-an-explanationfor theuse

i When travels-anthorized-in-the employee'sor Boardmembers
own—automobileona mileage basis—the points—bebween—which
avelwas-made and-the distance traveled-between-each-place must
hC—ﬁh%ﬂ—A—ﬂtﬂteH}Eﬁt—ﬂ-ﬁ—tﬂ—%‘ﬁeFﬂh ip—olthe aute—er—other

oll-as-a-certifieation-that lability insuranee
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Any sections of State travel regulations as established by the OMB presented as OMB Travel,
Enteriainment, Meals, and Refreshiments Circulars, that confliclt with N.J.S.A. 18A:1-1 ¢t
seq. shall not be included in Policy and Regulation 6471 nor authorized under N.LA.C,
6A:23A-7. This includes, but is not limited to, the authorily to issue travel charge cards as
allowed under the OMB Circulars, but which is not authorized for school districts under
New Jersey school law,

The Board of Education shall ensure, through Policy and Regulation 6471, that all
travel by its employces and Board of Education members is educationally necessary
and fiscally prudent. Policy and Regulation 6471 shall include the requirement that
all school district travel expendilures are:

1. Dircetly related to and within the scope of the employee's or district Board
member's current responsibilitics and, for school district employees, the
school district's professional development plan, the school professional
development plan, and emplovee’s individual professional development
plan;

2. For travel that is critical to the instructional needs of the school district or
furthers the efficient operation of the school district; and

3. In compliance with State travel payment guidelines as established by the
OMB and with guidclines established by the Federal Office of Management
and Budget; except any State or Federal regulations and gnidelines that
conflict with the provisions of Title 18A of the New Jersey Statutes shall
not be applicable, including, but not limited to, the authority to issue travel
charge cards. The Board of Education shall specify in its travel policy the
applicable restrictions and requirements set forth in the State and Federal
guidelines, including, but not limited to, types of travel, methods of
transportation, mileage allowance, subsistence allowance, and submission

of supporting documentation including receipts, checks, o1 vouchers.

School district travel expenditures shall include, but shall not be limited to, all costs
for transportation, meals, lodging, and registration or conference fees directly related
{o participation in the cvent,

School district travel expenditures subject to NJ A, 6A:23A-7 shall include costs for all
required training and all travel authorized in school district emplovee contracts and Policy
and Repulation 6471. This includes, but is not limited to, required professional development,
uther employee training and required training [or Board members, and attendance ai
specific conferences authorized in existing employvee contracts, provided the travel meets the
regquirements of N.JLA,C. 60A:23A-7.  All such expenditures are subject to the rules in
N.JAC. 6A:23A-7, including, but not limited to, inclusion in the annaal travel limit, prior
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Board of Education approval, separate trackine as described at N.J.S.A. 18A:11-12.q., and
per diem reimbursements,

Travel reimbursements will only be paid upon compliance with all provisions of N.JLA.C.
6A:23A-7 and Policy and Regulation 6471. The Board of Education will not ratify or
approve payments or reimbursements for travel after completion of the éravel event, cxcept
as provided at N.JA.C. 6A:23A-7.4(d).

The Board of Education shall establish a maximum travel budget in accordance with
the requirements ouilined in N.J.A.C, 6A:23A-7.3,

OPTION

——The—Boaed—al Education authorizes—an—ammual maximum amount—per
empevestor—resahu—busbress—eavel-anly e which—Baard—of Education
approval—is—not—required— The —aaaual —maximum shall et —execed
$— — {Wo—mere—than—5— 500N and —shall-be—subject (o the
spproval-requiremenis - Nol S A AL

All travel requests must be submitted and approved in writing by the Superintendent
of Schools and the majority of the Board of Education’s full voting membership of
the Board, except if the Bourd of Education has excluded regular business travel from
prior approval pursuant to N.LA.C. 6A:23A-7.3(b), prior to abligating the school
district to pay related expenses and prior to attendance at the travel event.

All travel requests for Board members shall require prior approval by a majority of
the Board of Education's full voting membership, except where the Board of
Kducation has excluded reoular business travel from prior approval pursuani fo
N.LALC. 6A:23A-7.3(b), and the travel shall be in compliance with N.J.S.A. 18A:132-
24 and 24.1.

A Board member must recuse himself or herself from voting on travel if the Board member,
a member of his or her immediate family, or a business orpanization in which he or she has
an interest has a dirvect or indirvect financial involvement thal may reasonably he expected to
impair_his or_her objectivity or independence of judgment, Policy and Regulation 6471
prohibit a Board member firom acting in his or her official capacity in any matter in which
he or she or 4 member of his or her immediate family has a personal involvement that is or
creates some benefit to the school district Board member 01 member of his or her immediate
family: or undertaking any employment or service, whether compensated or not, that may
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reasonably be expected to prejudice his or her independence of judgment in the execution of
his or her official dulics.

OPTION

— —FheBonrdof Edueation excludesdrom the requirements-of prior Bosrd
of Education appeoval any travel-esused by or subjeet to existing
conteactual pravisiens—including geants and—denations, andother
statutory —requirements, —or—Federal repulatory requirements—in
aceordaneewith the provisions o NJAC6AIIAT Hd)

The Board of liducation requircs documentation required in N.J.A.C. 6A:123A-7.5(b)
that justifies the number of emplovees attending an event and the benefits derived
from their attendance. Pursuant to N.JA.C. 6A:23A-7.5(c). the school district shall
maintain documentation on file that demonstrates compliance with the Board of
Fducation's travel policy, including travel approvals, reports, and reccipts for all
school distviet funded expenditures, as appropriate,

The School Business Administrator/Board Secretary shall be responsible for the accounting
requirements for travel in accordance with the provisions of N.LAC. 6A:23A-7.6,

[Select One Option]
The Superintendent of Schools is the final approval authority for

travel.
X The School Business Administrator/Board Sceretary is the final

approval authority for trayvel.

The Superintendent of Schools and the School Business Administrator are the
final approval authorities for travel.]

Sanctions for a violation of the provisions of N.J.A.C. 6A:23A-7 or this Policy are
outlined in N.J.A.C. 6A:23A-7.7 and Regulalion 6471.

The Board of Education prohibits the types of travel cxpenditures not eligible tor
reimhursement as listed in N.J.A.C. 6A:23A-7.8. and Regulation 6471.

T'ravel methods shall be in accordance with the provisions of N.JLA.C. 6A:23A-7.0
and Regulation 6471 and the vouting of travel shall be in accordance with the
provisions of N.LA.C. 6A:23A-7.10 and Regulation 6471,
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Any subsistence allowance shall be in_accordance with the provisions of N.JA.C,
6A:23A-7.11 and Regulation 6471. Meal allowances and incidental expenditures shall
be in accordance with N.JLA.C. 6A:23A-7.12 and Regulation 6471,

Reimbursement for out-of-State and hich-cost travel shall be made pursuant to
NS AL I8A:11-12, N.J.A.C. 6A:23A-5.9, and Policy and Regulation 6471.

Records and _supporting documentation must be completed and maintained as
required in N.J.A.C, 6A:23A-7.13 and outlined in Regulation 6471,

The Board of Education shall approve the mileage reimbursement amount to be paid {o an
employee who has been approved by the Supcriniendent or designee (o use their personal
vehicle for school-related business.

NIS.A, 1BA:11-12 et seq.
NIAC 6A:23A-5.9; 6A:23A-7 el seq,

Adopted: 14 June 2011
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R 6471 S3CHOOL DISTRICT TRAVEL PROCEDE s

A —Approvatof Travel Expense Reimburserment

The following procedure shall- be-implementedforall- Board-of Hducation-stalf
members-und-Boardmemberssecking toreceive-travel expenserermbursement
m-aecordaneewith-the provisions-of NaAC-6A-23A T and Policy-647-

11— Allreguests-fortrrvelmust-be submitted to the Superintendent ot schools

or-designeepriorto-the roquestedtraveldatels)—vithin—the-timeframe

sstablished by the Superintendentfor the regquest-to-be-considered-and-for
submission-oftherequest-to-the Board for Board appreval:

2 The Superiniendent—may require—avel requests—be—submitied—to—a
staffmembers-immedinte—supervisor—forpreliminury—approval-before

purpose—related —to—the programs—or—serviees—currently—bemng
delivered-orsoonto beimplementednthe school district; orrelated
to-ghstrietaperations;
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loeuk:
E——Lﬁhabm&eﬁamn&&e%ﬂthﬁe&a&—anendﬂﬁee—md—beﬁﬁwma

S&p&iﬂ%@ndeﬁkeilé;ehﬂﬂ%s—aﬂdaﬁlkhe—fequeﬁed—t&v Jes-a

inreompliance with-theguidelines-outlined-above the-travel request

m—eemplm&ee%wth—ﬂ&c—guide&nes—ﬂwdiﬂed—abewrﬂw—seheﬂl
Business-Administator/Board-Seeretary-will retrnthe requesto
the-Superinterdentof Sehools:

{1} TheSuperintendont—may-deny—he- request—approve—the
recucsteonditioned—upon—thestaff-member asstmine—the
finaneinlresponsibilin for those-travel expenses-thature not
to-the schoolstaffmember to berevisedin-accordaneewith
the-suidelinesoutlined-above:
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S——he —éfuﬁwmenéem—e#—éehealﬁ—mdier—th&—beheel——ﬁaﬁﬂe&
Administrator/Board Sceretary-shall-review cach-fravel request-submitted

WW@M&MVWWIWm
MISAI8ATI12 NTAC6A2IA-T the current-State-travel
ﬂaymeﬁkgméelﬂie&esxahkﬁheekbﬁqhe@epﬁmmmﬁﬂmiﬁm
i the currentonidelines—established-bytheFederal Officeof

b I the requested—travel -expenses—for o Board—memberare—in
e&a&ph&%%e—%d&hﬂew&ﬂmed—ﬂ%*&—hm—twﬁ—mqw
will besubmitted-to-the Board-of Edueationforapproval:

eI any travelexpenses-requested-by—a Bourd-membertre-not-in
eempha&ee—wﬁh—{he—améelaﬁes—m@e—&be%ﬂae#ehﬂal
Business-AdministratorBosrd Secretary-withretum-the request-to
H&E—B%ér&eﬁ&be%ﬂmewﬁed—mﬁeefd&%ﬁﬁ&h—thc—guﬂe}%

membeﬁhﬂp—@ﬂhe—ﬁ&ﬁ}d—%a%amd—m%ﬁg—uﬂle%—pﬁepﬁemé—uﬁﬁw
Bnetregred in-aceordance with-provisions-oE NFAC6A23A T and
Eeafd—Pel%y G

B Reimbursementof Travel-Hxpenses

Al ﬁﬁp&%&@ﬁ%&*ﬁbﬁ%ﬂ%ﬁdﬂ—b&lﬁﬁ&bﬁﬁ%é%ﬂlﬂ—ﬂ%&%ﬁh%
necordancc-with-the provisions of NA-C-6A:23A- T and-Board-Pohey-6471

implementing the followdng procedures:

1 The SchoolBusiness-AdministratorBoard-Secrctaryor—desigree-shatl
review-all requestsfortravel-expenditurereimbursement-submitied—or
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expens%emmé—ﬂﬁh&mu%e{lsehﬂakmepbuﬂﬁes%wm
support-documentationrequired by NhA-C A3 A

2 The School Business-Administrater/Board Secretary-shallnotapprove-of
lmwmmrww%
reguired documentation-und-information has been-submitied to-supportthe
paymentand-shall not-upproveany-travel-expenditure-that wher-added to
%@mlﬁﬁpf@%%d%ﬁ—ﬁﬂ%ﬂdf&&éﬂ%ﬂd—ﬁe%d—ﬂw—ﬁ%d—&ﬁpfﬁ%é
mmdmam-travel expenditure-ameountfor-the budget-year:

23— The School BusiessAdministrator/Beard-Secretary shall-be responsible
forthe adequacy-ofdocumontation-of transuctonsprocessed-by thei staff
and-the retention-of that docwmentation to-permit audits-of thelerecords:

L%W&ﬁd—a—gﬁﬁdﬂ%&—%ﬁ&%m&
receive—payment—either parttel—er—fall—fortravel —umnd—travel-related
expenses—in—advance—ofthetravelpursuant- DS A HEAHS ot
ﬂqihe—pﬂymen%n#—wﬂﬁekand—ﬁwfeh&lﬂtm—&pe%—shﬂﬂ—bﬂrm&ée

sersonally by a seheol districtemployecor Beard- member and-reimbursed
al—the—conclusion—of the—travelevent—This—apphies—to—travelrelated

w%iﬁ%ﬂ%%&mww
docs—not-preclude-the-district from-paying-the-vendor- direethwith-the
properuse-ofa-purchasc-order{e-gforregistration; -michne-tieketshotel:

5:-—;@&%%%%%@%&%&%%%—%{&&&“%&9@%
memberora Board-memberwill be-made-to-the statf member-or Board
memberinaceordance with-thedistriet’spolicy reparding payviment-of
clatns

A Definitions (N.JLS.A. 6A:234-1.2)

1, Tor the purpaose of this Policy, “travel cxpenditures” means thosc costs
paid by the school district using local, State, or Federal funds, whether
directly by the school disirict or by employee reimbursement, for (ravel
bv school district emplovees and district Board of Education members,
to the following five types of fravel events:
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Traininge and seminars — means all regularly scheduled, formal

residential or non-resideniial training functions conducted at a
hotel, motel, convention center, residential facility, or at any
cducational insiitution or facility;

Convenlions and confercnces — means gencral programs,

L.

sponsored by professional associations on a regular basis, which
address subjects of particular interest Lo a school district or are
comvened to conduct associalion business. The primary purpose
of employee aitendance at conferences and conventions is the
development of new skills and knowledge or the reinforcement
of those skills and knowledge in a particular ficld related to
school distriet operations. I'hese are distinet from formal staff
{raining and seminars, although some training may take place
at such events;

School  distriet  sponsored _evenis  — means conlerenccs,

conventions, receptions, or special meetings, where the school
plans, develops, implements, and coordinates the event and is
the event’s primary financial backer. School district employees
are actively involved in working the event and other employees
may attend as parlicipants;

Regular school distriet business travel — means all resular

official husiness travel, including attendance at meetings,
conferences, and any other gatherings which are not covercd by
{he definitions included in a., b., and ¢. above, Regular school
district business travel also includes altendance at regularly
scheduled in-Stale county meetings and Department-sponsored
or association-sponsorcd events provided free of charge and
regularly scheduled in-State professional development activities
with a registration fee that does not exceed $150 per employee
or district Board member, The $150 limit per employee or
district Board member may be adjusted by inflation; and

Retreats — means meetings with school district employees and

school Board members, held away from the normal work
cnvironment al which organizational goals and objectlives arc
discussed. [If available, school district facilities shall be utilized
for this type of event.

Maximum 1ravel Budget (NJAC. 0A:23A-7.3)
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1. Annually in the prebudget vear, the Board of Iducation shall esiablish
by resolution a maximum (ravel expenditure amount for the budget
vear, which the school district shall not exceed. The resolution shall
also include the maximum amount established for the prebudget year
and the amount spent Lo date,

a. The maximum school district travel expendiiure amouni shall
include all cravel supported by local and State funds.

b. The Board may exclude travel expenditures supported by
liederal funds from the maximum travel expenditure amount.
{1 If Federal funds are cxcluded from the established

maximum amount, the Board shall include in the
resolution the total amount of travel supported by
Federal funds from the prior year, prebudget vear, and
projected for the budget vear.

C. Exclusion of Federal funds from the annual maximum travel
budget shall not cxempt such travel from the reguirements
applicable to State and local funds.

R The Board of Education may authorize an annual maximum amount

per employee for regular business travel only for which Board of

Fducation approval is not required.

.

The annual maximum shall not execed $1.500 and _shall be

b.

subject to the approval requirements in N.JLS.A. 184:19-1.

Regular school district business travel as defined in N.LA.C.

€.

6A:23A-1.2 and in this Regulation shall inelude attendance at
regularly scheduled in-State county meetings and Department-
sponsored or association-sponsored events provided free of
charge. It also shall include repularly scheduled in-State
professional development activities for which the registration
fee does not exceed $150 per employee or Board member,

Regular school district business iravel shall require approval of

the Superintendent prior to obligating the school disirict to pay
related expenses and prior to attendance at the travel event,
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(1) The Superintendent shall designate an__alternate
approval authority to approve travel requests in his or
her abscnce when necessary io obtain timely district
Board of Education approval.

i2) The Superintendent shall establish, in writing, the
internal levels of approval required prior to his or her
approval of the travel event, as applicable.

. Travel Approval Procedures (N.JA.C, 6A:23A-7.4)

All travel requests for cmployees of the school district shall be

submitted to the Superintendent or designce and approved in wriling
hy the Superintendent and approved by a majority of the Board of
Education's full voting membership, except if the Board of Kducation
has excluded regular business travel from prior approval in Policy 6471
pursuant to N.JA.C. 6A:23A-7.3(b), prior to obligating the school
district to pay related expenses and prior (o attendance at the travel
event.

A, The Superintendent shall desigmate an alternate approval
authority to approve travel requests in his or her abscnce when
necessary to obtain timely Board approval.

b. The Superintendent shall establish, in writing, the internal
levels of preliminary approval required prior to the
Superintendent’s approval of the travel event, as applicable.

(1) The School Business Administrator/Board Sccretary or
designee shall review all (ravel requests gither before or
after the Superintendent’s approval and prior (o
submission of the Board for approval to determine if the
expenses as outlined in the request are in compliance
with _the requirements of N.J.8.A. 18A:11-12, N.LA.C,
6A:23A-7, the current State travel payment guidelines
established by the Department of the Treasury, and the
current puidelines established by the Federal Office of
Management and Budget.

(a) If any travel expenses requested are not in
compliance with_the guidelines outlined above,
the School Business  Adminjstrator/Board
Secretary or designee will return the request to be
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revised in aceordance with the guidelines outlined
abaove,

(i The Superintendent may deny the request,
approve the request conditioned upon the staff
member assuming the financial responsibility tor
those travel expenses that are not in compliance
with the guidelines, or may return the request to
the school staff member to he revised in
accordance with the suidelines outlined above.

All travel requests for Board members shall require prior approval by

a majority of the Board's full voting membership, except where the
Board has excluded regular business travel from prior approval
pursusnt (o NJ.A.C. 6A:234-7.3(b), and the travel shall be in
compliance with N.I.5. A, 18A:12-24 and 24.1.

The Board of Education may approve, at any time prior to the event,

travel for multiple months as long as the approval detailed in Board of
Education minutes itemizes the approval by event, total cosi, and
number of emplovees and/or Board members attending the event.
General or blanlket pre-approval shall not be authorized.

All travel requests shall reccive prior_approval of the Board of

Edueation except if the Board has excluded from the requirements
prior Board approval of any (ravel caused by or subjeci to existing
contractual provisions, including grants and donations, and other
statutory requirements, or Federal regulatory requirements in Policy
6471 pursuant to N.LA.C. 6A:23A-7.4(d). For the exclusion of prior
Board approval to apply, the required travel event shall be detailed,
with number of cmployee(s), Board member(s), and lotal cost in the
applicable contract, srant, donation, statute, or Federal regulation.

a, This shall not include general grant guidelines or regulations
that are permissive, but do not require the travel event, unless
the specific travel event, number of employee(s), Board
member(s), and total cost is detailed in the approved grant,
donation, or other fund saceeplance agreement.

. This shall not include gencral contractual provisions in
cmployment contracts for continuing education or professional
development, excepl it the Board has included in its policy a
maximum amouni per employee for regular business travel that
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does not require prior Board of Education approval pursaant to
NJLAC. 6A:23A-7.3.

5, If neeasional unforescen situations arisc whercin a travel reguest
cannol obtain prior approval of the Board of Kducation, justification
shall be included in the text of the travel request.

a. Such requests shall require prior written approval of the
Superintendent _or  designee, and the Executive County
Superintendent or designee.

b. The Board shall ratify the request atits nexi regularly scheduled
mecting,

o Travel to confercnees, conventions, and symposiums shall not be
considered emergencies and shall not be approved after the fact,

0. Subsequent Lo _pre-approval by a majority of the full voting

membership of the Board of Edueation, reimbursement of prospective
emplovee travel cxpense shall be pre-approved by the IExecutive
County Superintendent.

Required Documentation for Travel (N.JALC. 6A:23A-7.5)

1. The Board of Iducation requires the documentation listed in_I).2.
below to justify the number of emplovees attending an event and the
henefits to be derived from their attendance;

2 Neither the Superintendent or designee, nor the Board of Education

shall approve a travel request unless it includes, at a minimum, the
following information:

a. The name and date(s) of the event;

h. A list of Board members andfor employces to atiend, cither by
name and title:

[ The estimated cost associated with travel;

d. A justification and_brief statement that includes the primary
purpose for the travel, the key issues that will be addressed at
the event. and their relevance to_improving instruction or the
operation of the school district,
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(1) Ilor training events, the statement must include whether
the training is for a ecrtification required for continued
employment, continuing education reguirements,
requirements of Federal or Slate law, or other purpose
related to the prosrams and services currently heing
delivered or soon to be implemented in the school
district: or related to sehool district operations;

L. The account number and funding source - Federal, State,
private, or local; and

1. For annual events, the total attendance and cost for the previous
vear.

The school disirict shall maintain documentation on  [file that

demonstrates compliance with the Board of Education's travel policy,
including travel approvals, reports, and receipts for all school district

funded expenditures, as approp riake.

School Business Administrator/Board Secrelary Responsibilities Regarding

Accounting for Travel (N.JA.C. 6A:23A-7.6)

The School Business Administrator/Board Secretary or designee shall

nrepare itemized travel budgets by function and ebjcet of expense for
cach cost center, department, or localion maintained in the school
district's accounting system, ag applicable, as part of the preparation

of and documentation for the annual school district hudget,
a. The aggregate amonnt of all travel budgets shall not exceed the

Roard of Eduocation approved mazimum travel expendifure
amount for the budget vear as required by N.J.A.C. 6A:23A-T.3,

The School Business Administrator/Board Secretary shall maintain

separate accounting _for school district travel expenditures, as
necessary, to cnsure compliance with the school district's mazimum
travel expenditure amount, The separale accounting tracking system
may include, but need not be limited to, a geparate or offline accounting
of such cxpenditures or expanding the school district's accounting
system,  The tracking system shall be sufficient 1o demonsiratc
compliance with Policy and Regulation 6471 and N.JLA.C. 6A:23A-T,
and shall be in a detailed (ormat suitable for andit.
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The School Business Administrator/Board Seeretary or designee shall

review and approve the cost and supporting documentation requived
by N.LA.C. 6A:23A-7 and submitted by the person(s) having incurred
travel expense, The School Business Administrator shall nol approve
or issue payment of travel expenditures or reimbursement requests
until all reguired documentation and information to support the
payment has _been submitied, and shall not approve any travel
expenditure that, when added to already approved travel expendilures,
would exceed the Board of Education approved maximum travel
expenditure amount for the budget year.

The School Business Administrator/Board Scceretary  shall be

responsible for the adeguacy of documentation of transaclions
processed by his or her staff and the retention of the documentation to
permit andits of the records,

A Board of Education employee, a Board member, or an organization

shall not receive partial or full payment for travel and travel-related
expenses in advance of the travel. pursuant (o N.J.S. A, 18A:19-1 ct seq.
The payment of travel and travel-related expenses, including travel-
related purchases for which a purchase order is not applicable, shall be
made personally by a school disirict employee or Board member and
reimhursed at the conclusion of the travel event. N.J.A.C. 6A:23A-7.6,
Policy 6471, and_this Regulation do not preclude the school district
tfrom paying the vendor directly with the proper use of a purchase

order {(for example, for registration, airline tickets, hotel).

F. Sanctions for Violations of Travel Requirements (N JAC 6A:23A-7.T)

A Board of Education_that violates its cstablished maximum travel

expenditure, as sct forth in N.LA.C. 6A:23A-7.3, or that otherwise is
not in compliance with N.J.A.C. 6A:23A-7 travel limitations, may be
subject to sanctions by the Com missioner as authorized pursuant to
N.LS.A. 184:4-23 and 24, including reduction of State aid in an amount
equal to any excess expenditure pursuant to N.JLS.A. 184:11-12 and
18A:7F-60,

The statf member designated as the final approval authority for travel

who approves any fravel request or reimburscment in_violation of
N.J.A.C. 6A4:23A-7 and Policy and Regulation 6471 shall reimburse the
school district in an amount equal to three times the cost associated
with attending the event, pursuant to N.J.S.A. 18A:11-12.
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An employee or Board member who violates the provisions of N.J.A.C.

GA=23A-7 and Policy and Repulation 6471 shall be reguired to
reimburse the school district in an amount equal to three times the cost
associated with attending the event, pursuant to N.J KA 18A:T1-12,

In accordance with NJ.A.C. 6A:23A-7.7{d). therc must be procedures

to monitor compliance and application of the penalty, as outlined in
N.TAC. 6A:23A-7.7, upon determination a violation _has occurred
after Board of Education payment of the event.

P In addition to the annual audit test procedures to ensure
compliance as veguired in N.J.A.C. 6A:23A-7.7(e) and F.5.
below, the School Buginess Administrator/Board Secrelary will
designce a staff member to review (rayel payments that are
being recommended to the Board [or payment prior to Board
approval and travel payments previnusly approved by the
Board for payment and paid for any violations.

(1) In the event the annual audit test procedures or the
review by the staff member designated by the School
Business Administrator/Board Scerelary determines a
travel pavment recommended to the Board [or pavment
or a iravel payment previously approved by the Board
and was paid in violaton of NJLA.C. 6A:23A-7 and
Policy and Regulation 6471, the school district auditor or
the staft_member designated by the School Business
Administrator/Board  Secrctary__shall _inform _the
Superintendent of Schools of the yiolalion in wriling,

(2) The Superintendent shall determine if a violation of
N.LA.C. 6A:23A-7 requires a penalty in accordance with
N.JIAC, 6A:23A-T.7.

{3 If a violation is determined prior to payment or
reimhursement of the travel event, the Superintendent
mav exelude application of any additional penalties.

The annual audit eonducted pursuant lo NJS A, 18A:23-1 shall

include test procedures to_ensure compliance with the Board of
Fducation's policy and travel limitations set forth in this section and
NLLS.A, 1BA:11-12,
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G. Prohibitive ‘I'vavel Reimbursements (N.J.A.C. G6A:23A-7.8)

1. The following types of expenditures arc not gligible for reimbursement:

a.

Subsistence reimburscment for one-day trips, except for meals

cxpressly _authorized by and in accordance with MN.J.A.C.

6A:23A-TAL:

Suhsistence reimbursement for overnight travel within the

State, except where anthorized by the Commissioner in
accordance with N.JA.C. 6A:23A-7.11¢

Travel by Board members or cmployees whose dulies are

unrelated to the purpose of the travel event or who are mot
reguired to attend to meet continuing cducations reguirements
or to comply with law or regulationg

Travel hyv spouses, civil union pariners, domeslic partners,

£,

immediate family members, and other relatives:

Costs for employee attendance for coordinating other attendees’

accommuadations at the travel cvent:

Lunch or refreshments for training gessions and retreats held

within the school district, including in-service days and for
emplovee participants traveling from other lncations within the
school district;

T'raining to maintain a certification that is not required as a

condition of ecmployment {For example: CPE credits to maintain
4 CPA license if the emplovee is not req gired to be a CPA for
continued school district cmployment);

Churges for laundry, valet service, and entertainment;

Limousine scrvices and chauffeuring costs to, or during, the

1-

event:

Car rentals, cither utilized for airport (ransportation or

transportation at_a  conference. convention, ete.,  unless
ahsolutcly necessary for the conduct of school district business.
Justification shall accompany any reguest for car rentals. If
approved, the most ceonnmical car rental is to be used, including
the use of subcompacts and discounted and ypecial rales. An
example of the justified use of a car rental is when an employee
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is oul of State, making inspections ui various locations, and the
ase of public transportation is impracticable. When car renial
is authorized, the employee shall not be issued an advance
payment for the anticipated expense associated with the rental;

k. Alenholic beverases:

L Enilertainment costs, including amusemcnl, diversion, social
activities, and any costs directly associated with such costs (such
as tickets to shows or sports cvents, meals, lodging, rentals,
transportation, and grajuities);

. Gratuilies or tips in excess of those permitted by Federal per

dicm rates;

. Reverse telephone charges or third party calls;

. 1ospitality rooms;

p. Souvenirs. memorabilia, promotional items, or gitts:

4. Ajr fare without documentation of gquotes from at least three

airlines and/or on-line scrvices; and

I, Other travel expenditures that  are nnnecessary and/or

Travel Methods (N.J.A.C. 6A:23A-7.9)

For the purpose of section H. of this Regulation and N.JAC, 6A23A-

7.8, "transportation” means necessary official travel on railroads,
airlines, shuttles, buses, taxicabs, ridesharcs, school district-owned or
leased vehicles, and personal vehicles,

The purchase or payment of related transportation expenses shall be

made by purchase order or personally by a school district cmployee or
Board member and reimbursed at the conclusion of the travel event.
An actual invoice or reeeipt for each purchase or expense shall be
submitted with a claim for reimbursement.

Pursuant to Office of Management and Budgel {ONMB) Travel

Cirenlars and NJLAC. 6A:23A-7.1 ct seq., the following travel methods
reguircments shall apply:
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a. Air and rail dekets shall be purchased via the Internet, il

possible, _using airline or online travel services_such as
Travelocity, Expedia, or Hotwire,

b. Air travel shall be authorized only when determined that it is

necessary and advantageous to conduct school district husiness.

(1

The most cconomical air travel should be used, including

{2)

the use of discounted and special rates.

The following options should be considered when

(3]

booking tiglkets:

{a) Connecting versus nonstop flights:

{h Departing earlier or later compared to the
preferred deparinre timeg

(¢)  Utilizing_alternative airports within a city, for
example, Chicago, Illinois-Midwayv Adrport
versus O'Hare Airport;

{d) Utlizing alternative cities, for example, Newark
versus Philadelphia;

) Utilizing "low cost" airlines: and

(1) Exploving alternate arrival and/or  departure
days.

No emplovee or Board member can ¢ari benefits as a

(4)

vesult of school district funded travel. Employees and
Board members shall be prohibited from receiving
nfrequent flver" or other henefits acerving from school
district funded travel.

Airfare other than economy (that is. busincss or first

class) shall not be fully reimbursed by the school district
except when travel in such classes:

(a) 1s less expensive than economy;

(h) Avoids circuitous routlings or excessive flicht

duration; or
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{c) Would result in  overall (ransportation cost
savings,

All airfare other than ceonomy and not covercd by the

(6)

above exceptiunsg purchased by an emplovee or Roard
member shall be reimbursed only at the economy rate for
the approved destination.

Cost cslimates on  travel requests and associated

(7

authorizations shall he consistent with current airline
tariffs. with_consideration of available special fares or
discounis, for the requested destination.

Airline tickets shall not be booked unntil all necessary

(8)

approvals have been obtained.

Additional expenses over _and above the suthorized

(9

travel request shall be considered only for factors outside
the purchaser’s control. The burden of proofl shall be
placed upon the purchaser and any additiona] expenses
incurred  without _ sufficient  justification and
documentation, as determined by the School Business
Administrator/Board Sceretary, shall not be reimbursed.

Justification shall accompany requests for airline ticket

reimbursement when purchased by employees or Bourd
members contrary to H.3.Db.(1) through (8) abave,
Sufficient jusdfication shall be considered only for
factors outside the purchaser's control. Noncompliant
purchases without sufficient justification shall not be
reimbursed,

Rail travel shall be authorized only when determined that it is

necessary and advantageons to conduct school distriel hbusiness,

{1} The mosi economical scheduling of rail travel shall be
utilized, including excursion and government discounts,
whenever applicable.

(2 The use of hiph-speed rail seryices, such as Acela, shall

naod he authorized.
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All rail travel shall be processed in the same manney A8

preseribed for air travel in H_3.b. ahove,

Use of a school district-owned or -leased vehicte shall be the first

means of sround transportation. Use of a personally owned

vehicle on a mileage basis shall not be permitted for official

business where a school district-owned or -leased vichicle ix

available.

{1}

Mileuge allowance in lieu of actual expenscs  of

iransportation shall be approved by the Board and
allowed at the rate authorized by the annual Siate
Appropriations Act, or a lesser rate at the Board's
discretion for an employee or Board member traveling
by his or her personally owned vehicle on_olficial
business.

(a) It any condilion in an existing negotiated contract
is in conflict with the OMB Travel Circulars, such
as lhe mileage reimbursement rates. the
provisions of the existing contract shall prevail,

Parking and ioll charges shall be allowed in addition to

mileage allowance.

Reimbursement for travel to points outside the State by

(4)

automaobile shall be permitted when such arrangements
prove to_be more cfficient and cconomical than other
means of public transportation.

In determining the relative cosis of private and public

{5)

transportation, all associated costs {thatis. tolls, taxicabs,
airport or station transfers. ete.) shull be considered.

All employees and Board members using privately

owned cars in the performance of their duties for the
school district shall present a New Jerscy Insurance
Identifieation Card indicating that insurance coverage is
in full force and effect with companies approved by the
State Department of Banking and Insurance. The card
shall be made ayailable to the Supcrintendent or
designee before _avthorization to use privatcly _owned
CArs,
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{(6) Emplovees and district Board members who are oul-of-
State regidents shall provide appropriate insurancc
identification in lien of the New Jersey Insurance
Tdentification Card.

School district-owned or -leased vehicles shall be ufilized in

accordance with N.JLA.C. 6A:23A-6.12.

Necessary taxicab or rideshare charges shall be permitted.

However, travel to and from airports, downtown areas. and
between hotel and event site shall be confined (o regularly
scheduled  shuttle  service, whencver such  service is
complimentary or is less costly, It shuttle service is not available,
taxicabs or rideshares may be nsed.

Cruises shall not be permilted  for  travel events or

iransportation.

. Routing of Travel (N.J.A.C. 6A:23A-7.10)

Pursuani to State travel puidelines as established by the New Jerscy

Department of the Treasury, Office of Management and Budget, and

presented in the OMB Travel Circulars:

A

All travel shall follow the most direct, economical, and usually

b.

traveled route. Travel by other routes as a result of official
necessity shall be eligible for payment or reimbursement only if
satisfactorily established in advance of such travel.

If a person travels by indirvect route for personal convenience,

the extra expense shall be borne by the individual,

Reimbursement for expenses shall be based only on charges that

do not exceed what would have been incurred by using the most
direct, cconomical, and vsually traveled route.

J, Subsistence Allowance — Overnight Travel (NJ.A.C, 6A:23A-7.11)

Pursuant to the State travel suidelines as established by the New Jerscy

Department of the Treasury, Office of Management and Budget, and

presented in the OMB Travel Circulars, one-dav frips that do not

snvolve overnight lodeing shall not be eligible for suhsistence
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reimbursement, except for meals expressly authorized by and in
accordance with the provisions of N.LA.C. 6A:23A-T12.

Pursuant to the OMB Travel Circulars, generally, overnirht iravel

shall not be eligible for subsistence reimbursement if travel is within
the State. Overnight travel is permitted if it is authorized pursuant o
3. below, or is a reguired component by the entity issuing a grant,
donation, or other funding agrecment with the school district, The
specific required overnighl in-State trayel event shall be detailed in the
final grant, donation, or other fund accepiance agreement along wilh
the number of authorized travelers and total cost. All reimbursements
shall be subjeet to N.J.A.C, 6A:234-7 unless the funding acceptance
apreement specifies otherwise.

Pursuant to the State travel regulations as established by the New

Tersey Department of the Treasury, Otfice of Management and Budget,
and presented in the OMB Travel Circulars, the Commissioner shall
be authorized to grant waivers for overnight travel for Board members
and school district emplovees to attend in-State contercnces,

a. Such waivers will be granted in only extremely limited
circnmstances when the sponsoring organization can
demonstrate the conference is broad and multi-diseiplinary in
scope., incorporates content offerings from pumerous specialty
areas, and includes important professional development
opportunities and/or required training.

b. T'he sponsoring erganization shall demonstrale the confercnce's
content, structure, scheduling, and anticipated attendance
necessitute that it be held on multiple consecutive days with
overnight lodging. When such waivers are granted, individual
school districts or individuals shall not be required to submit
waiver requests for attendance at these conferences.

C. Sponsors  of _in-State conferences may sunbmit to_ the
Commissioner a reguest for a waiver of this prohibition by
providing information regarding the conference as Tollows:

(1) The name and dates of the event;
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Justification for the length of the conference and the

{3

necessity to hold events for each day beyond the first day
of the conflerence;

Identification of all other confercnces sponsored or co-

(4)

sponsored by the organization (whether single or mulii-
day) in the previous year;

A description_of the tavgel audicnce by position title

()

and/or educational certificate and cndorsement;

Justitication of the importance of the target audicnce

(6)

altending the event;

The cosi of registration;

(7)

A detailed list and description ol any activities to be

(8)

charged to the participants by the sponsor separate from
the registration fece, such as luncheons, waorlishops,
entertainment, ete., inclnding:

{a) The cost of the sclivity;

() Whether participation is  mandatory or
voluntary; and

() The purpose such _as social, guest speaker,
working gession, elc,

A copy of agenda or program for the cvent;

(9]

A brief statement that includes the primary purpose of

(10}

the event, the key issues that will he addressed at the
event, and their relevance to improving instruction or the
operation of a school or school district;

For training events, whether the training is nceded for a

(11}

certification  required for _continued cmployment,
continuing education requirements, or reguirements of
Federal or State law: and

For annual events, total attendance, and registralion cost

for the previous year,
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If 2 waiver of the prohibition on_overnight travel is granted pursuant

to NJLA.C. 6A:23A-7.11. it shall permit reimbursement for iravel
expenses only for individuals whose honic-to-convention ¢ommute
exceeds fitty miles.,

Overnizht travel within_the State shall not be clicible for subsistence

reimbursement if travel is on _the day prior to the start of the
confercnce. Reimbursement shall be prohibited for lodoing prior to
check-in time for (he first day of the event or after check-out time on
the last day of the event.

The United States General Services Administration publishes 2

schedule nf Federal per diem raies in the Federal Register for approved
avernight travel by the event location. The latest Federal per dicm
rates schedule for lodging, meals, and incidental expenses by location
can_be found at www.gsagov. The following restrictions apply (o
allowable per diem reimbursemcnts:

a. Allowable per diem reimbursement for lodging, meals, and
incidentals shall be actual reasonable costs, not to exceed the

IFederal per diem rates for the event location, Regisiration and
conference fees are nol subjcet Lo the Federal per diem rate caps.
If the cvent location is not listed, the maximum per diem
allowance shall be egqual to the standard Continental United
States (CONUS) per diem rates published by the Generul
Services Administration for meals, incidental expenses, and

lodging.
b. Pursuant to N.L8.A. 18A:11-12.0.. reimbursement for lodging

expenses for overnight travel, out-of-State or in-State _as
authorized by the Commissioner, may exceed the Federal per
diem rates if the hotel is the site of the convention, conference,
seminar, or meeling and the going rate of the hotel is in exeess
of Federal per diem rates.

{1} If the hotel at the site of the current travel event is not
available, lodging  may be paid for similar
aceommuodations at a rate not to exceed the hotel rate at
the site of the current event.

{2 If there is no hotel at the site of the current (ravel event
(for example, Atlantic City Convention Center), then
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reimbursement for lodging shall not exceed the Federal
per diem rate.

If the meal is not parl of a one-sum fee for a travel event,

reimbursement may he approved for the full cost of an official
convention meal that the emplovee or Board member attends,
when such meal is scheduled as an integral part of the
convention or conference proccedings.  Receipis shall be
submitted to_obiain reimbursement in such situations. The
amount of the Federal per diem rale for the corresponding meal
shall be deducted from that dayv's subsistence allowance.

The allowance for a meal(s) ot incidentals shall not be eligible

£,

for reimbursement when included and paid in the reeistration
fee, the cost of lodging, or trapsporiation charge,

Reccipts shall be required for all hotel and incidental expenses.

Meul expenses under the Federal per diem allowance limits shall
not require receipts pursuant to N.JLS. A, 18A: [1-12.0.(3). unless
required by the Board of Education.

1f the total per diem reimburscment is greater than the "'ederal

£

per diem rates, the costs shall be considered excessive in the
abscnce of substantial justification accompanving the travel
voucher submitied by the employec or district Board member.
In such cases, reccipts shall be submitted for all costs, including
meals.

Employees and Board members ghall patronize hotels and

h.

motels that offer special rates to government cmployees unless
alternative lodging offers greater cost benefits or is maore
advantageous to the conduct of school districi busincss,

Actual subsistence expenses shall not be reimbursable if paid by

ihe traveler to a member of his or her family, to another school
district employee, or to a_family member of another school
district emplovee.

K. Meal Allowance — Special Conditions — and Allowable Incidental Travel

Expenditures (N.JAC. 6A:23A-7,12)

1. Meals for in-State travel shall not be eligible for reimbursemoent excepl

as expressly authorized within N.J.A.C, fiA:23A-T.
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A meal allowance may be provided to employees or Board members in

velation_to_one-day, out-of-State trips required for school business
purposes that do not require an gvernight stay. The reimbursement
[or breakiast, lunch, and/or dinner
chall not excecd the amounts authorized in State travel regulations as
published by the New Jersey Department of the Treasury, Office of
Manacement and Budgel, and presented in the OMB Travel Circulars.

Lunch for oft-site training sessions may be authorized for an amount

up to $7 per person only when it is necessary that emplovees or Board
memhbers remain al a site other than their school district and there are
no viable options for lunch at the off-site location,

a. Per N.IS.A. 18A:11-12.a.(1)d), employee and Board member
retreats shall be held onsite unless there is no school districl site
ayuailable.

b, If lunch is included in a lump-sum registration fee for an off-site
training session, the full amount is eligible for reimbursement,
if reasonable. Providing lunch for on-site staff meetings and in-
service davs or for emplovees who come {rom other parts of the
school districi shall not be permitted. (See K.4. below.)

. Refreshments for breaks may also be provided at training
sessions held at a site other than the school district.

Subsistence expenscs for an employee or Roard member shall not be

allowed within the school district or within a radius aof ten milcs thereof,
except for meals expressly authorized by and in accordance with
N.JALC. 6A:23A-7.12. Non-allowed expenses include, but are not
limited to, meals and rvefreshments for on-site staff mectings and in-

Reimbursement may be approved for the eost of an official luncheon or

dinner, up to 310 and $15, respectively, that an employvee or Board
member is authorized to attend, if the meal is scheduled as an integral
part of an_official proceeding or program related to school district
husiness and the employee's or Boaril member's responsibilities.

1. School district business _above refers (o the manuagement
operations of the school district and does not refer to activitics
that benefit stndenis and are part af the instructional program.
Pursuant lo N.JAC, 6A:23A-5.8(4, all reasonable
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expenditures related lo school district employees that _arce
cssential to the conduct of a studeni activity are permitted,

Regular meetings, special meetings, and work sessions of the Board of

Education shall be limited to light meals and refreshiments for all Board

members.

a,

The meals mav be served to employees who are required to

attend the evemnt and if it ix impractical for the employec to
commute to and from his or her residence between the end of
the work day and the beginning of the event, or it the emplovee
is required to remain at the school district to prepare for the
event.

The _school _district shall acquire the light meals and

.

refreshmenis by the solicitation of quotes, if required pursuant
to N.JL.S.A. 18A:18A-1 et seq.

If the school district's food service program ¢an prepare

comparable meals at a lower cost, the food service program shall
be used,

The averace cost per meal shall not exceed $10.

£,

The school district shall purchase or prepare food that is

sufticient to provide each district Board member, dignitary,
non-emplovee speaker, or allowable staff member one mcal.
Meals should be carefully ordered to avoid excess. Unintended
left over food should be donated to a charitable shelter or
similar [acility. if al all possible,

Reimbursement may be approved for allowable telephone _and

incidental travel expenscs that are essential to transacting official

business.

.

Charges for telephone calls on official business may be allowed,

The voucher shall show the dates on which such calls were made,
the points between which each call was made, and the cost per
call.

Employees and Board members using their personally owned

telephone for business may request reimbursement, less I'ederal
Communications Tax, Calls for business are tax exempt and the
telephone company_will make allowances for the tax il the
employee or Board member certifics to the telephone company
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when paving bills for personally owned phones that said calls
were business calls.

c. Incidental expenses, defined as "non-mcal tips" by the State
travel regulations. when necessarily incurred by the traveler in
connection with the transaction of official business, may be
submitted for reimbursement only when the necessity and
nature of the cxpense are clearly and fully explained on the
travel voucher and the voucher is approved, 'l'ravel vouchers
shall be supported by receipts showing the guantiity and unit

price.

Records and Supporting Documents (N.J.A.C, 6A:23A-7.13)

1.

All persons authorized to travel on business shall lkeep 1« memorandum

of expenditures chargeable to the school district, noting each item at
the time and date the expense is incurred.

The travel voucher shall be completed by the employee or Board

member to document the details of the travel event, The travel voucher
shall be sioned by the employee or Board member to certity the validity
of the charges tor which reimbursement is sought., The form also shall
hear the sienatures of approval officials for processing.

Sutficicnt documentation shall be maintained centrally by the school

district to support pavment and approval of the iravel voucher.

In addition to the documentation required for reimbursement, each

person authorized Lo fravel shall submit a brief report that includes the
primary purpose for the travel, the key issues addressed at the event,
and their relevance to improving instruction or the operations of the
school distriet. This report shall be submitted prior to receiving
reimhursement,

Documentation for requesis for travel reimbursement shall show:

a. The date(s) and individual points of travel, number of miles
traveled between such points, and kind of conveyance used;

h. If the distance traveled between individual points is greater than

the usual route between the points, the reason for the grreater
distance shall be stated;
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The hours of the normal work day and actval hours worlked

shall be shown when requesting meal reimbursement for non-
overnight travel:

Original receipts shall be required for all reimbursable

expenses, except for meals that gqualify for per diem allowances
and for parkine meters:

Actual vendor receipts for personal eredit card charges shall be

attached fo reimbursement requests, Credit eard statements
shall not be aceepted as documentation of expenses;

Persanal charces on a hotel bill shall be deduocted and shown on

the bill;

—

When lodging is shared jointly. the fact shall be stated on the

travel voucher;

Where travel is not by the most economical, usnally traveled

i

route, the employee or Board member reimbursement request
shall set forth the details of the route, the expenses actually
incurred, the hour of departure, the hour of arrival, and an
explanation for the use of costlier travel arrangemen(s;

When travel is authorized for the employee's or Board

member's own automobile on a mileage basis, the points
between which travel was made, and the distance (raveled
hetween each pluce shall be shown. A statement as (o ownership
of the auto or other convevance used, as well as a certification
that liahility insurance is in effect, shall be documented;

Reimbursement requests shall be supported by other receipts as

k.

required:

The voucher shall be itemized; and

Reimbursement reguests shall be rendered monthly when in

excess of 525, Travel for a single travel event shall be reported
as s00in as possible after the trip.

All outstanding travel vouchers for the school year ending June 30 shall

he snbmitted as soon as possible afier June 30 regardless of amount,

notwithstanding 5.1. above.
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Travel mileage reimbursement requests of the just-completed school

vear that are not submitted by July 30 or the date approved by the
school district for the closing of hooks, whichever is earlier, for the just-
completed sehool vear shall not be approved or paid,

M. Out-nf-State and High-Cost Travel Events (N.J.A.C. 6A:23A-5.9)

Reimbursement for all in-State and out-of-State (ravel shall be made

2

pursuant {o N.JS.A, 18A:11-12.

Qut-of-Siate travel evenis shall be limited to the fewest number of

Board members or affected employees needed to acquire and prescnt
the content offered to all Board members or staff, as applicable, at the
conclusion of the event, Lodging may be provided only if the cvent
occurs on two or more consceutive days and if home-to-event commute
exceeds fifiy miles,

When a travel event has a total cost that exceeds $5,000, regardless of

the number of attendees, or when more than five individuals from the
school district are to attend a travel event out-of-Siaie, the school
district shall obtain prior written approval of the Executive County

Superintcndent.

i, The Executive County Supcriniendent shall prompily review
ihe request and render a written decision within ten business

days,

For all emplovee and Board member travel events out of the country,

Adopted:

repardliess of cost or number of attendees, the school district shall
obtain prior written approval of the Exccutive County Superintendent,

a Such requesis shall be supported by detailed justitication.

b. The Executive County Superintendent shall prompily review
the request and render a written decision within ten business
days.

2 It is expecied that approvals will be rare.

|4 June 2011
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New Jersey Department of Education
Monmouth County Office of Education

Request to Establish a Special Education Program or Service DOCUMENT O

District: Manasquan Public School School Name: Manasquan High School

Section 1: Program Type (6A: 14-4.6 and 4.7)
Instructions: Sefect Program Type and Grade Level Served

Resource Program
| Select Grade Level: ! ! Preschool/Elementary X Secondary

I
Ll
O

X

In-class Resource
Pull-out Resource
Supplementary Instruction, in-class
Supplementary Instruction, pull-out
Ll Single subject
T Multiple subjects
Replacement, pull-out

| Mote: Secondary resource programs are for grades 6-12 where instruction is departmentalized

L
O
1

n

=

q

Special Class Program
Sefect Grade Level: | | Preschool/Elementary X Secondary

Auditory Impairments
Autism
Intellectual Disability

C Mild

M Moderate

Il Severe
Emaotional Regulation Impairment
Learning/Language Disabilities

1 Mild/Moderate

Severe

Multiple Disabilities
Visual Impairment
Preschool Disahilities
Secondary Special Class Program [see N.1.A.C. 6A:14-4.7(f-g) for program requirements)

Other

X
I

Extended S5chool Year Program
Other program/service, please specify:

Revized Fobruary 2021



New Jersey Department of Education
Monmouth County Office of Education

Request to Establish a Special Education Program or Service DOCUMENT O

Section 2: Description of Change Request
instructions: Provide responses to alf questions below. Response must be submitted as an attachment to this

form.

1. Document the unmet student needs that will be addressed by the proposed program.
The establishment of our program will permit us as a district to provide maony opportunities for
community-based instruction as well os work-based learning opportunities for students in order to
significantly improve on the post-secondary outcomes for these students through the development
of functional skills and behaviors.

2. Describe the proposed program and explain how it will meet student needs:

d.

Identify the age range and number of students to be served.
14-21

How will the New Jersey Student Learning Standards be addressed?

The program will be using evidence-based practices to teach students with special needs to
the standards with an emphasis on the development of functional skills. The learning
opportunities will provide our students meaningful experiences in their home town and
neighboring communities to promote independence, Goals and objectives will be based on
functionality. Generalization will be programmed for with scheduled opportunities for
maintenance.

How does this program address least restrictive environment?

This program will be on the campus of our high school with multiple opportunities to engage
with peers in the high school as well as the communities in which they live when on CBl trips
or placed in a work-based learning site. In addition, based on preferences, students will be
able to access programs, classes and extra curriculars with high school peers.

d. What opportunities will be available for interaction with non-disabled peers?

Our peer leader program will be an integral port of our proposed program. Our students will
be dining ot lunch in our HS cafeteria with peers/peer leader buddies when not eating out in
the community: students will be able to ottend an elective class in the HS with a peer leader
buddy; we would like to have our peer buddies accompany students on CBI outings ond
when appropriate, provide some support to students at work-based learning sites, We are
planning a welcome tour for our new students and families- tours will be led by students in

the peer leader program.

e, State the number of professional and paraprofessional staff. For paraprofessional staff submit
the locally developed job description and standards for approval (N.J.A.C. 6:11-4.6(c}.

1 experienced teacher
5 paraprofessionals

1 SLE coordinator

1 BCBA

ievised February 2021



MNew Jersey Department of Education
Monmouth County Office of Education

Request to Establish a Special Education Program or Service DOCUMENT O

0T, Speech ond PT in accordance with students’ 1EPs.

3. Alist of professional staff who will provide the services for the new program. If existing staff are
being utilized provide an explanation of the scheduling changes made to accommodate the new
nrogram. If new staff are being hired, provide documentation that a criminal history review
pursuant to N.J.S.A, 18A:6-7.1 has been completed for each new hire.

Special Education teacher- New position and in the process of hiring

SLE coordinator- was % day but moved to full time position to support CBI/WBL

BCBA- currently full time; time will be put in schedule for observation/consultation
OT, Speech and PT in accordance with students’ IEPs.- schedules will reflect time in program
to address student needs/goals. The hiring process is underway. New staff will undergo a
criminal history review pursuant to N.J.5.A. 18A:6-7.1.

Section 3: Facilities Requirements

Fach newly proposed resource program, special class program and service must be located in a space that has
been approved by the County Superintendent of Schools.

Forms for substandard use are avallable in the county office.
Facility approval must be obtained before approval of the request to establish a new program can be granted.
Will facility approval be required for this additional program?

L Yes

X Mo

Section 4: Statement of Assurance and Board Approval

| assure that any change in a student’s program/placement necessitated by establishing the special education
program/service described in the attached proposal will be implemented in accordance with N.J.A.C. 6A:14,
Special Education.

Board Approval Date: __ June 15, 2021 Signed:

{Chief School Administrator)
Date Submitted June 16, 2021

Revised February 2021



New Jersey Department of Education
Monmouth County Office of Education

Request to Establish a Special Education Program or Service DOCUMENT O

Section 5: Review and Submission

The following items must be submitted with your application. Please check the items that you are submitting
with the application.

Submitted ltem
X Section 1: Program Type
b Section 2: Description of Change Reguest
b Section 3: Facilities Approval
X Signed and dated Statement of Assurance
e Copy of Board Resolution

Return the completed form by emall the County Office of Education

For NJDOE Use Only

Approved Denied

Signed: Date
(County Special Education Specialist)

Revised February 2021



