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Document H

- POLICY GUIDE

STUDENTS

5460.02/page 1 of 2
Bridge Year Pilot Program
May 21

M

[See POLICY ALERT No. 223)

346002 BRIDGE YEAR PIT.OT PROGRAM

The New Jersey Commissioner of Education has established a three-year "Bridge
Year Pilot Program,” under which each school district with a high school shall
offer students in the graduating classes of 2021 and 2022 the opportunity to
pursue a Bridge Year during the year immediately following their senior vear of
high school, in aceordance with the provisions of P.L. 2020 ¢.41. The purpose of
the Bridge Year Pilot Program shall be to provide participating students an
additional year to address learning loss and missed opportunities in extracurricular
activities, including spring spotts programs, as a result of the public health state of
emergency caused by the COVID-19 pandemic.

For the purpose of this Policy, "host high school” means the high school that a
student, who pursues a Bridge Year pursuant fo the provisions of P.L. 2020 ¢.41,
attended as a junior in high school.

Under the Bridge Year Pilot Program, each high school in a school district shall
designate a school staff member as a Bridge Year Lialson to serve as the school's
central point of contact for students interested in pursuing a Bridge Year and for
students participating in a Bridge Year. Nothing in P.L. 2020 ¢.41 shall be
construed to require a school district to hire an individual to serve as a Bridge
Year Liaison.

To be eligible to participate in the Bridge Year Pilot Progiam, a student shall be
nineteen years of age or younger and shall not turn twenty years of age at any
time during the Bridge Year, except that a classified student shall be eligible to
participate if the student will turn twenty years of age during the Bridge Year due
to 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 February 15 of their senior year.

The Bridge Year Liaison shall develop, in consultation with Bridge Year students,
an Individnal Learning Plan {ILP} for ¢ach student. To ensure ample time to plan
for the implementation of services outlined in the ILP, each Bridge Year student’s
ILP shall be completed by May 15, but no later than June 1 of the student’s senior
year.

[ ] ® Copyright 2021 =  Sieuss Esmay Astociales, LLP  « 1886 Hinds Aoed » Suite1 +  Tome Rlver, NJ 87538109+ 7R2-265-1600
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Bridge Year Pilot Propram

During the fall semester of the student's Bridge Year, the student shall fake
between mine and twelve credits at the host high school, the county colleges that
serves the county of the hest high school, or 1 combination thereof. During the
spring semester of the student’s Bridge Year, the student shall take between nine
and twelve credits at the county college that serves the county of the host high
school. During either semester of the Bridge Year, a student may also take up to
three credits offered by a four-year institution of higher education at any high
school in the State or at any other location to fulfill the student's credit
requiremnent. At the conclusion of each semester of the Bridge Year, the host high
school shall update the student's high school transcript to reflect any high school
credits carned during the Bridge Year.

In the event that a student initially decides to pursue a Bridge Year in the fall
semester, but does not continue the Bridge Year in the spring semester, the
student's host high school shall release all final transcripts and other records as
necessary and as may be requested. A student who decides not to continue the
Bridge Year in the spring semester shall not be eligible to participats i a spring
sports program o extraciricular activities pursuant to P.L. 2020 ¢ 41,

The State Board of Education shall promulgate regulations pursuant to the
"Administrafive Procedure Act," P.L.1968, ¢.410 (C.52:14B -1 et seq.}, necessary
to effectuate the provisions of P.L. 2020 c.41,

The Higher Education Student Assistance Authority shall promulgate regulations,
pursiant to the "Administrative Procedure Act,” P.L.1968, ¢.410 (C.52:14B -1

et seq.), necessary to effectuate the provisions of subsection d. of section 2 of this
Act.

P.L. 2020 ¢.4]

Adopted:

- B Copyright 2021«  Sl@ues Eemay Asgoclales, LLF » 7866 Hnde Roed  » Suibe1 « Toms River. MJ OBFE3-2169 + 7I2-265-1600
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M

[See POLICY ALERT No. 223]

R 5460.02 BRIDGE YEAR PILOT PROGRAM

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

To participate in the Bridge Year Pilot Program, eligible students must notify
their host high school’s Bridee Year Lisison of their intent to parficipate by
Eebruary 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 gchaool in a school distriet shall
desipnate a school staff member as a Bridge Year Liaison.

2. The school’s Bridge Year Liaison shall serve as the school’s point
of contact for students interested in participating in the Bridge
Year Pilot Program, facilitate planning of the Bridge Year
students’ academic services, and regolarly communicate with the
respective county college regarding students’ academic progress,

3. Bridge Year Linisons shall develop, in consultation with Bridge
Year students, an Individual Learning Plan {ILP) for each student.

4, The Bridge Year Liaison:

a. Shall collect and repot attendance in accordance with the
school district’s policy for those students participating in
classes oot at the host high school consistent with N.JA.C.
6A:16-7.6. Attendance for classes at the host high school
shali be collected and recorded in the normal courss;

b. Must receive reports from the instiftion of higher
education that a Bridge Year student attends at least
quarterly. The reports must demonstrate, In a mannetr
specified by the student’s ILP, the student’s academic

progress and performances; and

i @ Copydght 2021« Stravse Estnay Asgoclatas, WP = 1888 Hinde Road = Sulle1 o Tome Rlver, M DEFS3-BT82
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Shall ensure that at the conclusion of each semester of the
Bridge Year, the student’s high school transcript reflects
any high school and collepe credits earned during the
Biidge Year in accordance with Policy and Reeulation
546002,

B, Student Eligibility

1.

To be eligible w participate in Bridge Year Pilot Program, a
student must:

Be in the graduating classes of 2021 or 2022;

Meet all applicable high school graduation requirements by
the end of their senior year of high school;

Be nineteen years old or younger during the entirety of the
Bridge Year, a student that would tuin twenty years old
before the end of their Bridge Year is not eligible to
participate;

(1) A student with dizabilities is eligible to participate if
the student will turn twenty years old duting the
Bridge Year dus to services provided under the
gtudent’s individvalized education program (IEPY;
and

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

Students with dizabilities who receive special education and related
services under the Individuals with Disabilities Education Act
(IDEA) must be granted the opportunity to participate in a school
district’s Bridge Year Pilot Program in accordance with Federal
and State special education requirements,

a.

Begarding the Bridpe Year’'s age regoirements in B.l.c.
above, school districts that have students with disabilities
who have satisfied their State and local graduation
requirements, but may need an extra year of services, and

@ Sopyripht 2021 = Siravss Esmey Seaocisbes, LLP « 1086 Hinds Rosd ¢ Suile 1 » Toms River, M 06875 3-019%
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Bridge Year Pilot Program

will not turn twenty-one vears old before June 30, may
receive services for another year as defermined by the
student’s TEP team, which includes the stndent and the
student’s parent(s).

The school district’s Bridge Year Liaison should
collaborate with the studeni’s IEP feam as the services
provided to students with disabilities should be focused on
transition services. Services shall be delivered via the IEP.

1. Individual Learning Plans {ILP})

.

Each Bridge Year student’s academic and co-curricular
poals for the Bridge Year shall be defined in an ILP. A
student’s ILP shall detail the activities and strategies for
accomplishing these goals, including, but not limited to,
counseling, academic  sopport, coursework, and
co-curricular or athletic participation. The New Jersey
Department of Education (NJDOE) developed an ILP
template for school districts, which will be available on the
NIDOE s webpage.

(1} In developing a student’s ILP, a school district
should utilize the considerations outlined in Bridge
Year Pilot  Propram  (P.L. 2020 c.4l)
[mplementation Guidance.

To ensure ample fime to plan for the implementation of
services outlhned in the ILP, each Bridge Year student’s
ILP shall be completed by May 15, but no Jater than June 1
of the student’s senior year,

2. Academic and Course Requirements

4.

Students participating in the Bridge Year Pilot Program
shall meet the following academic and course
requirements:

@ Copyright 2024+ Shiawse Esmay Aeaociates, LLP » 1886 Himds Road  « Sulle 1 »  Tones River, W Q8753-61599
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{2)
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(3)

(6)

STUDENTS
R 5460.02/page 4 of 7
Bridge Year Pilot Propram

During the fall semester, students shall take
between nine and twelve credits at the host high
school, comnty college in the county in which the
host high achool iz located, or a combination
theraof;

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

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

Students who pursugs & Bridge Year and participaie
in & spring spoit sanctioned by the New Jersey State
Interscholastic Athletic Association (NJSIAAY shall
enroll in less than twelve college credits, or
otherwise be enrolled in a number of éollege credits
as to not be considered a full-time college student,
in each of the fall and spring semesters during the
student’s Pridge Year;

During the Bridge Year, students do not need to
participate in health, safety, and physical educaticn
as required by N.JSA. 183A:35-5 7, and B
(N.JAC 6A8-5.1(a)] .¥i} and

A Bridge Year student shall be considered a
non-matriculated student of the respective county
college.

@ Coppright 2021 = Slraues Eemay Aesoclates, LLP & 1BBE HindeRoed « Suile1 + Toms River, NJ 8753-8199  « 7322551500
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Bridge Year Pilot Program

Schaol distriets that do not operate on the basis of fall and
spring semesters should meet the spirit of the academic and
course requircments outlined in C.2.a. above and ensure
that Bridge Year students meet their total credit
requiternents for the entirety of the Bridge Year Pilot
Program.

Graduation

Ag stated in B.l.b. above, all students must meet all
applicable high school graduation requircmenis by the end
of their senior vear of high school before participating in
the Bridge Year Pilot Program.

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

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 only held to the
graduation requirements of their senior year and are
not required to meet the graduation requirements of
their Brides Year in order fo receive their high
school diploma.

{a) For example, 12 graders in the graduating
class of 2021 — whose Bridge Year would
take place during the 2021-2022 school
year — will be held only to the graduation
requirements applicable to the class of 2021,
as modified pursuant to Executive Order 214
by the Governor of New Jersey, and not to
the praduation requirements for the class of
2027

[ | & Capyrlight 2021
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Bridge Year Pilot Program

At the conclusion of cach semester of the Bridge Year Pilot
Program, the host high scheol shall update the student’s
high schoel transcript to reflect any high school credits
samed during the Bridge Year.

If a student decides to pursue a Bridpe Year in the fall
semester, but does not continue the Bridge Year in the
spring semester, the student’s host high school shall release
all final transcripts and other records as necessary and as
may be requested.

D. Data Beporting

1. NJSMART

The NIDOE will add a new field in the NJ SMART SID
Management to indicate whether 12" graders are planning
to participate in the Bridge Year Pilot Program in the
following year (beginning in the 2020-2021 school year) or
whether a 12" orader is currently participating in a Bridge
Year Pilot Program (heginning in the 2021-2022 school
year).

School distriets will be required to begin entering this
information for all 12 graders beginning with the June
2021 snapshot.

2. School and District Accountability

d.

Students participating in the Bridge Year Pilot Program
will continue to be included in the accountability
caleulations for both Every Smudent Succeeds Act school
accountability and New  Jersey  Quality  Singls
Accountability Continunm (QSAC) district acconntability
during their Bridge Year.

(1)  This would include graduation rate and chronic
absettesism calculations for both school and district
accountability.

& Copyripht 2021« Slreuss Esmey Assocdabes, LLP + 1886 Minds Road = Suils 1« Toms River, M) DE753-B130 -
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Bridge Year Pilot Program

(2  Students participating in the Bridge Year Pilot
Program will not count as graduates for graduation
rafe calculations until they receive a diploma at the
end of the Bridpe Year.

E. Athletic Requirements

1

Tssned.

Students participating in the Bridge Year Pilot Program are eligible
to participate in NJSIAA sanctioned sports af their host high school
— and only at their host high school — during the spring seasen of
their Bridge Year.

a. Bridge Year students are not eligible to participats in fall or
winter sports during their Bridge Year.

Students must meet the eligibility requiremenis cutlined by the
WISIAA.

A student who decides not to continue their Bridge Year in the
spring semester shall not be eligible to participate in a spring sports
program or extracurricular activities.

Bridge Year students participating in spring athleties are subject to
the athletic code of conduct, and any other applicable codes, rules,
or school district policies as other students participating in the
spring sport.

[ ] i Cegnrlght 2021 =
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Bylaws, and-Policies, and Regulations
May 21

[See POLICY ALERT Na. 223]

0131 BYLAWS, AND POLICIES, AND REGULATIONS

The Board of Education shall exercise iis rule-making power by adopting,
revising, snd 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 vequired to be adopted by the Board.

Adoption, Amendment, and Abolishment REepeal

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

revision amendment-orrepeal has been proposedand approved by the Board at

a previgus meeting of the Board.
Bylaws, policies, or regulations may be abolished at any meeting of the Hoard
[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 previons
meeting of the Board.]

Optienal
JThe Board shall ma¥ ai its organization meeting or annually at a meeting of the

Board and by a majority vote of those present and voling, readopt existing
bylaws, andpolicies, and regulations without prior notice.}
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Bylaws, end Policies, and Regulations

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

The adaption, revision amendment, abolishment repeal, or suspension of a
bylaw, e policy, or regulation shall be recorded in the minutes of the Board.
Any bylaw, policy, or regalation or part of a bylaw, policy, or regulation that is
superseded by a term in a negotinted agreement or by a subsequently adopted
bylaw, policy, or regulation shall no longer be in force and effect as a bylaw,
pelicy, or regulation and shall be abolished by the Board in accordance with
this Bylaw.

Promulgation and Distribution

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

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

The manual of bylaws, aed policies, and regulations shall be considered a public
record open to inspection in the office of the Superintendent. The mamnual
refmned by the Assistant Supenntcndcnt sha]l be mnmdered the master copy uf

f i Copyright 2021+ Siliause Esay Associales, LLP « 086 Hiwks Road = Suils 1+ Toms River, NJ DH7ED -8198 «  Fa2-265-1500
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Consideration Develepment of Bylaws, and Policies, and Regulations

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

1.

A recommendation for a new or revised bylaw, er policy, or
regulation shall may be recommended sngzestedto the Board

andfor Superintendent by ——any—Beard —member—the

A recommendation suggestion for a new or revised bylaw, er
policy, or regulation may be referred, at the discretion of the
Board Presidemt and as appropriaie to the subject, to the
Supexrinfendent, a Board committes, or a public advisory
commuttee for study and fonnulation of a recommendation to the
Board. Any study of a new or revised recommended bylaw,
policy, or regulaiion soggestion will sheuld consider whether the
matter 15 adequately addressad in emhng Bnard bylaw, pnhc}r, or
regn]atmn ard-wheth

b ad : ] ion:

If a recommendation for a new or revised bylaw, eF policy, or
regulation results from referral for study, & proposed draft will be
referred to the Superintendent and at the discretion of the
Bnard Presidﬂnt am:l as apprnpriate to the su]:-]er:t tu a Buard

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

[ ] @ Copyrghl2021 =
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54.  The proposed draft; hylaw, policy, or regalation approved by the
Board on first reading; will be submitted for adoption at a thenext
succeeding regular meeting of the Board. Revisions Changes in
the draft may be made at any meeting prior to adoption by a
simple majority vote of the Board. A revision at any succeeding
meefing chanpe that alters the subsiantive meaning of the draft
will constitute a new first readmg, and the draft must be presented
for adoption at a the-pext succeading Board meeting. A chanpe
that ig merely editorial may be followed by a vote to adept the new
or revised bylaw, er policy, or regulation on second reading.

N.IS.A. 18A:11-1

Adopted:
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(See POLICY ALERT No. 223]
3134 ASSIGNMENT OF EXTRA ADDITIONAL DUTIES

The professional responsibilities of teaching staff membets inciude such extra
duties as may be assigned by the Superintendent ©f designee

i The Superintendent or designes will, in accordance with the
Board of Education’s managerial prerogaiive, Beard will-eppeint assigh
teaching staff members cxtra duties duty—positions that are in accordance
with applicatle kaw and Nective bargaining agreement nclndings bt

--------------

All aspects of assipnment 1o, retention in, dizmissal from, and any terms and
conditions of employment concerning extra-eurricular activities shall be
deemed mandatory suhjects for collective negotiations in accordance with the
provisions of NLES.A, 34:134-23.

Performance in any & exta Juties duty-pesitien may wilt be considered in a
teachering otaff meinber’s waluatian;_iﬁ_émmifmg—wh&ﬂﬁ%—w—'eﬁew_&

»  Toens Fiver, B pETS3-B199 = Tar-Z65-150H
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N.IS.A. 18A:27-4
N.J.8.A, 34:13A-23

Adopted:
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POLICY GUIDE

TEACHING STAFF MEMBERS

Nonrenewal of Nontenured Teaching Staff Member

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

3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER

3142fpage 1 of 2

May 21

The Board of Bducation recognizes its obligation to employ only those staff
members best trained and equipped to meet the sducational needs of the siudents
of this district. The Board shall discharge that obligation by retaining in service

only those nontenuted teaching staff members whe meet

Board will renew the employment confract of a nontenured teaching staft
member only upon the recornmendation of the Superintendent and by a recorded
roll call majority vote of the full membership of the Board. The Board shall not
withhold its approval for arbitrary and capricious reasons. A nontenured teaching

staff member whe is not recommended for renewal by
deemed nonrenewed,

When the nontenured teaching staff member's performance does not meet the
standards of the school district, the Superintendent shall recommeid not to Tensw
the teaching staff member’s contract. Prior to notifying the nontenured teaching
otaff member of the nonrenewal, the Superintendent will notify the Board of the
recommendation not o renew the nontenured teaching staff member’s contract
and the reasons for the reconmmendation.  The Superintendent may notify the
Board in a written notice or in execntive session at a full Board Meeting. In the
event the Board is notified in execyutive session, the Superintendent will comply
with the requirements of the Open Public Meetings Act and provide reasonable

sotice to the montenured icaching staffi member their

discussed in execative session In arder Tor the nontenured teaching staff member
to exercise their statutory right to request a public discussion.

On or hefore May 13 of each year, each nontenured teaching staff member

continuonsly employed by a Board of Education
September 30 shall receive a written notice from the

such employment will not be offered if the Superintendent recommends the

nontenured teaching staff member not be renewed.
1 aReh e o L oL oot b e e by

1o

1y
AT R T = = e
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eﬁ&l’""‘ ok vl s Pl I 721 [ PSP TR W o T LY. PR _lé
(v v gl s e Ll oy il vrl py ez TSt L wp gl e LT i
'

teaching staff member receiving swhe-pecetved weitish 1

contract for the sueceeding school year will not be offered may, within fifteen
e i thereafter, request i writing

calendar days

those standards. The

the Superintendent is

employment will be

since the preceding
Superintendent that

Any nontenured
otice that a teaching

|
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TEACHING STAFF MEMEERS
3142/page 203 2
Nonrenewal of Nontenured Teaching Staff Member

a statement of the reasons for nenzencwel such non-employment which shall be
given to the aontenured staff member in writing within thirty calendar days
after the receipt of sach request i § i i

Whenever the montenured teaching statf member has tequested I writing and
received a writien stafement of reasons for non-reemployment pursaant to
N.J.8.A. 18A:27-3.2, the nontenured teaching staff mermber may request in
writing shell-havethe-rightte an informal appearance before the Board. The
written reguest shall be submitted to the Board within fen calendar days of
the nontenured teaching staff member's receipt of the Board's statement of
reacons. 'The informal appearance shall be scheduled within thirty calendar
days from the pnontenured teaching giaff member's receipt of the Board’s

The Board is not yequired to ofier reemployment or vote on reemployment after
an jnformal appearance with & pontenured teaching staff member who was not
reconumended for reemployment by the Superintendent. The Board may, with a
majority vote of IS fyll membership in public qession and without the
recommendation of the Superintendent, offer the nontenured teaching staff
member reemployment after the informal appearance hefore the Board. Within
three working days following the informal appearance, the Board shall notify

the affected nontenuied final

teaching staff member, in Wwriting, of its

N.J5.A. 18A:273.1; 18A:27-3.2; 18A27-4.15 18A:27-10 et seq.
N.JAC 6A:10-98.1

Adopted:

{ @ Copyright 2027+ Sh—aussEamayAsmdalEE.U..P «  {BEE Hind: Aoed * guite1 = Torns Rbver, M GETEI-8A0E « Ta2-255-1500




TEACHING STAFF MEMBERS

» 3142/page 1 of 6

WNonrenewal of Nontenured Teaching Gaff Member
May 21

[See POLICY ALERT Nos. 166, 173, 2411 and 223]
B 3142 NDHRENBW;%L OF NONTENURED TEACHING STAFFE MEMBER
A Byalhuations

1. Rach nontenured teaching stafl member shall be evaluated in sirict
compliance with stakttes W.IS.A, 18A:27-3.1, mules—of-the-Siate
iom; NJLAC. gA:10-1.1 et seq. and the policies

and procedures of this district.
B. Nonrenewal Recommendation

1. When a nontenured teaching staff member’s performance does not
mmeet the standards of the school district, employment will not be
offered to the nontenured teaching gtaff member for the

suceeeding Prineipe—E he—ROEtenuTed g nmediite

g R
g aam il F Rk .

year.

2. On or before May 15 of each year, each nontenured teaching
staff member continmousty employed by 2 Roard of Education
cince the preceding September 3 shall receive 2 wrilten notice

from the Superintendeut that such employment will not be
offered if the Superintendent recommends the nontenured

teaching staff member not be T newed
e f ey ber St e iF Py e

.....
- CHC prre Fro

3. A recommendation by the Gupermtendent to not yenew for
a nontenured teaching staff member’s contract for
the succeeding gchool year may e based upon the nontenured
teaching  staff member’s observations, evaluations, job
performance, of arry Tactor affecting his/her employment in the this

school district.

@Cﬂp‘yﬂg‘ﬁt?_ﬂm . stramsEﬂna','hanncﬁntas,LLF' « 0BG Hina Road = Supe 10" Tans Fiver, N ORFSA - A19% ¢ 722-256-1600
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R 3142/page 2 of 6
Nonrenewal of Neontenured Teaching Staff Member

A mMNontenured teaching staff members® employment contracts
can enty be renewed only upon the Superintendent’s
recommendation and a recorded vol! call majority vote of the fall
membership of the Board. The Board shall may not withhold its
approval for arbitrary and capticious réasons.

Monrenewal Action

Prior to noiifying the pontenured teaching staff member of the
nonrenewal, the Superintendent shall notify the Board of the
recommendation not to renew the nontenured teaching staff
member’s contract and the reasons for the recommendation.

Tl Oy netob s clraed Pera il et e A Py, 1) af +'|-1.e
TS =g VAT Ry e HHE T ¥k =51
mﬂmiﬂawr‘lni-:hﬂ PSS F-NE .t 1L TR arsafartiead faeni i otetE
S fRenddaoi—hoT o= r—Reen el e
b o1 bt Y afForo “nti""l_l:ﬁ ooinbart n-s.ll fagmabhrae

R = ol .-+.-.;1_i1_‘
TN T o rLILE = E ) ey W) R LY 11 I.J'J-JJE 1= » L3 I.J-UIJ.WJ-JDIL =1 le].lll& el

memberofthe recommendation to-not TEREW: The Superintendent
may notify the Board menbers of the recommendation not to
renew the nontenured teaching ctaff member's contract and the

reasons for the recommendation in a written notice to the Board
prior to May 15—1r or in the alicrative, the-SuperintendentFany

notify-the-Board-mepabers ot the recommendatiof ot o TeREW

i in an executive session. Heing
this-eptien I notification is provided to the Board in execufive
sesgion, the Superintendent and the Board will meet in executive
session prior to May 13 1o review the Superintendent’s
recominendation(s) fer-nentenewa nontertred—tenching—otad
members.

11
=

N Notice of the executive session shall be given in
accordance with N.J.8.A. 10:4-13 and individual notice
shall be given, not less than torty-eight hours in adyance of
the meeting, to those nontenured teaching staff’ members
whose possible nontenewal will be discussed ai the
meeting. If any such nontenured teaching staff member
empleyee requests the discussion take place in public, the
recommendation for histher nontenewal will be severed
from any other nonrenewal recommendation(s) and will be
seheduled for discussion at public meeting prior {0 May
15.

n|
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TEACHING STAFF MEMBERS
R 3142/page 3 of'6
Nonrenswal of Nontenured Teaching Staff Member

2. A nontenured teaching staff member not recommended for renewal
by the Superintendent is doemed not renewed. A Board's of
Educaiion vote 15 7ot yequired on the Supetiniendent’s
recommendation{s) to not renew 2 nontenured teaching staff
member’s contract.

Notice of Nonrenewal

i RARS =Ta £ +lha =1 et Eor Lot Ao 1o ek T edEpaniek ghal
= 3 ia e ar i s e S e Eo-pefit oot

v
-
5.

12.  The nonrenewal notice chall be m—weitng-and provided to the
nontenured teaching staff member not recommended for renewal
by the Superintendent on o1 hefore May 15. If hand delivered, 2
record shall be made of the date on which delivery was made. If
sent by mail, the notice ¢hall be sent registered mail, yeturn receipt
requested, w the nontenured teaching siaff member’s address of

record.
Request for Statement of Reasons

L. Any nontenured teaching gtaff member receiving notice that a
teaching contract for the smeceeding school year will not he
affered may, within fifteen calenday days thereafter, request in
writing, a stafement of the reasons for such non-employment
which shall be given to the nonienured teaching staff member
in writing within thirty calendar days after the receipt of such
I'qulﬁst. Ay ot RS PR T P ey ey oo ottty

peion P i L e o i wiveh hnlﬁhﬂ‘;&g—ﬁet—faﬂe*\f&d
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TEACHING STAFF MEMBERS
R 3142/page 4 of 6
Nenrenewal of Nontenured Teaching Staff Member

2. The statement of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons for the
nonienewal. Where the nonrenswal is based on performance
deficiencies recorded in the nontenured employee’s teaching
staff member’s observations and evaluations and the
nontenured teaching staff member empleyee has been given a
copy of those observations and evaluations, the statement of
reasons may incorporate the observations amd evaluations by
reference.

3. The written statement nf reasons will be prepar:::d b}f the
Supermtendv.ﬂ_:nt th P

F. Neonrenswal Appearance

1. Whenever the nontenured teaching staff member has
requested in writing and received a written statement of
reasons for mon-reemployment pursmant to NJS.A
184:27-3.2, the nontenured teaching staff member may request
in writing an informal appearance before the Board. The
written request shall be submitted fo the Board within ten
calendar days of the nontennred teaching staff member's
recmpt of the Board’s statemmt of reasons. A—Eeaﬂhmg—smﬁ

2. The A-—duate-for-the informal appearance shall be scheduled within
thirty calendar days from the nomtenured teaching staff member’s

receipt of the Board’s statement of reasons, Fhe-appeasance-shall

B TR R 4% 8 m ) W K P PR E A STy - t = v
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53,

64.

TEACHING STAFF MEMBERS
R 3142/page 5 of &
Naonrenewal of Nontenured Teaching Staff Member

The Board will exercise discretion in determining detertine a
reasonable length of time for the proceeding to-be-devetedto-the
appeatatee, depending  upon  each  instance’s  specific
circumstances.

The proceeding of an informal appearance before the Board may
be conducted imn executive session pursuant fo N.JS.A
10:4-12(b)(8). If condueted in executive session, notice must be
given in accordance with N.J.S. A, 10:4-13.

The Board shall provide the nontenured teaching staff member
adequate written notice regarding the date and time of the

in furma.l ap pearance Fhe-teaching steff member requestingthe

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
staff member the opportunity to convince Board of Education

memhers to offer mﬂmplnyment. ;Ehe—p{a%pa&&ef—ﬂ&e—ﬁppeaﬁﬂee

The procesding of an informal appearance before the Board shall
be conducted ‘W]th the Premdant ﬂf the Baard presiding and—the

The nontenured teaching staff member may be represented by an
attorney or by one individual of histher choosing. He/She The
nontenured teaching staff member may piesent, on his or her

behalf, witnesses te—testif-on-hisfherbehalf —Witaesses who do

[ ] & Copyright 2021
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R 3142/page 6 of 6
Nonrenewal of Nontenured Teaching Staff Member

not need to present testimony under cath and theirstetementsmay
ee—eeeeeéed—'l?he shall not be Cross- exam:ned by the Board will

Witnesses shall
eal{ be ealled one at a tlme lnt.e the rneetmg to addrees the Board
ane-at-a-time and shall be excused from the meefing after maling
their statcients.

¢3 Final Detarmination

| Fh e B R e - R 1) F e e
= g o = b .

& A Beard vete is net
requn‘ed on the Snpermtendent § recemmendannn(s} to not renew
a nontenured teaching staff member. However, after an informal
appearance before the Board, the Superintendent may make a
recommendation for reemployment of the nontenured teaching
staff member to the vetmg mernhem ef the Beard fllhe—veﬂeg

Supeeintendent’s—recommendation: 1T the Superintendent
recommends the nontenured teaching staff member for
reemployment, the vofing members of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the Superiniendent’s recommendation for
reemployment.

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

3. Within three working days following the informal appearance,

the Board shall notity the affectedd nontenured teaching staff
member, in writing, of its final determination. The Board may
delegate notification of its final determination to the
Superintendent or Bnard Seeretarf lhe—ﬁeﬂ—deeeimenaeee

- = 2

Issued:
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TEACHING STAFF MEMBERS

B 3142/ pape 1 of &

Nonrenewal of Nontenured Teaching Staff Member
May 21

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

R 3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER

A Evaluations

L. Each nontenured teaching staff member shall be evaluated in strict
complisnce with stabte; NJ.S.AL 18A:27-3.1, seles—efthe State

Board-of Edueations N.J A C. 6A:10-1.1 et seq., and the policies
and procedures of this district.

B. Nontenswal Recommendation

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

sacceeding  Pring

year.
2. On or before May 15 of each vear, each nontenured feaching
staff member continuously employed by a Board of Education
since the preceding September 3 shall receive a written notice
from the Superintendent that such employment will not be
offered if the Superintendent recommends the nontennred
teaching staff member not be renewed Thenontenured-teaching

El

3. A recommendation by the Superintendent to mot renew for
norrenewsl a nontenured teaching staff member’s contract for
the succeeding school year may be based upon the nontenured
teaching  staff member’s  observations, evaluations, job
performance, or any factor affecting histher employment in the this
school district.
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Nonrenewsal of Nontenured Teaching Statf Member

4, A niNontenured teaching staff members® employment contracts
can enly be rtenewed only upon the Superintendent’s
recommendation and a recorded voll eall majority vote of the full
membership of the Board. The Board shall ssey not withhold its
approval for arbitrary and capricious reasons.

C. MNonrenewal Action

1. Prior to notifying the nontenured teaching staff member of the
nonrenewal, the Superintendent shall notify the Roard of the
recommendation not to venew the nontenured teaching staff
member’s mntract and the reasons for the remmmendatmn

meith th FHRAEH -1 e The Supermtcndﬁnt
may notify the Bﬂard mﬂmbers of the recommendation not to
renew the nontenured teaching staff member's contract and the
reasons for the recommendation in a written notice to the Board

prmr to Majr 15—1# or in the alternative, %he—S&permteﬂéeﬂi—m&y

nﬁmmmd—ﬁe&eh%ﬂg—ﬁ&ﬁﬁmembef n an Exmuuve Session. I:lsmg
this-option If nofification is provided fo the Board in executive

session, the Superintendent and the Board will meet in execufive
session prior to May 15 to r1eview the Superintendent’s

recommendation(s) fornenrenenal ef nontenured—teaching staff
mmerthers.

a Notice of the execufive session shall be given in
accordance with N.J.S.A, 10:4-13 and individual notlee
shall be given, not less than forty-eight hours in advance of

. the meeting, to those nontenured teaching staff members
whose possible nonrencwal will be discussed at the
meeting. If any such nontenured teaching staff member
employes requests the discussion take place in public, the
recommendation for his’her nonrenewal will be severed
from any other nonrenewal recommendation(s) and will be
scheduled for discussion at a public meeting prior to May
15.
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Nonrenewal of Nontenured Teaching Staff Member

2. A nontenured teaching staff member not recommended for reneswal
by the Superintendent is deemed not renewed. A Board’s of
Education wvofe iz not required on the Superintendent’s
recommendafion(s) to not renew & nontenured teaching staff
member’s contract.

D. MNotice of Monrenewal

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

E. Request for Statement of Reasons

1. Auny nontenured teaching staff member receiving nofice that a
teaching contract for the succeeding school year will not he
offered may, within fifteen calendar days thereafter, request in
writing, a statement of the reasons for such nom-employment
which shall be given to the nontenured teaching staff member
in writing within thirty calendar days after the receipt of such
request. A nonrenes cad feachins ciaft erannber il te—ednen g

= ! H ~a
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The statement of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons for the
nonrenewal. Where the nonrenewal is based on performance
deficiencies recorded in the nontenured empleyee’s teaching
staff member’s observafions and evaluations and the
nontenured teaching staff member emplevee has been given a
copy of those observations and evaluations, the statement of
reasons may incorporate the observations and evaluations by
reference.

The written statement of reasons will be pl‘ﬁpa;lﬂd I::-}r the
Sulz-zanntf:ndent apd—sh o —dehvers the B

F. Nonrencwal Appearance

L.

Whenever the nontenured teaching staff member has
requested in writing and received a written statement of
reasons for non-reemployment pursnant fo N.JS.A.
18A:27-3.2, the nontenured teaching staff member may request
in writing an informal appearance before the Board. The
written request shall be submitted to the Board within ten
calendar days of the nontenured teaching staff member’s
recelpt of the Buard’s statement of reasons. A—Ee&ehwg—smﬁ

The A-dateforthe informal appearance shall be scheduled within
thirty calendar days from the nontenured teaching staff member’s

receipt of the Board’s statement of reasons. The-appearance-shall

’ & Copyright 2021 =
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Nonrenewa! of Nontenured Teaching Staff Member

3. The Board will exercise discretion in determining determine 4
reasonable length of time for the proceeding ta-be-devotedto-the
appestance, depending  upon each  instance’s  specific
circumstances.

4, The proceeding of an informal appearance before the Board may
be conducied in  executive session pursuant o NJISA,
10:4-12(b)(8). If conducied in executive session, notice must be
given in accordance with N.LS.A. 10:4-13.

53, The Board shall provide the nontenured teaching staff memher
adequate writien notice regarding the daie and time of the
informal appearance. i i

. - !
PN 1 - I SN TR FFIE P Tt B T LY
e oot By e iatels TR

64.  '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
staff member the opportunity to convince Board of Education

members to offer reemployment, Fhe-purpose-ofthe-appearancs

'Eli'ﬂ'l'll' g b gngpredt e oo ey A +arnalinee. g roan e o
Ee—Ho— F—FRCHRecT e

o+ TEL iy
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7. The proceeding of an informal appearance befors the Board shall
be conducted with the President of the Board presiding and-the

B e d o By o =)

85.  The nontenured teaching staff member may be represented by an
attorney or by one individual of histher choosing. HefShe The
nontenured teaching staff memher may present, on his ar her
behalf, witnesses to-tostify on-histher behalf—Wimesses who do
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not need to present testimony under cath and their statememts-may
be—feeﬁtded—?he shalI not be cruss-exammed by the Board wil

; 4 mine-thesr. Withesses shall
w&} I:-e callf:d one at a ﬂme mm the meetmg to address the Board
ene-at-a-time and shall be excused from the meeting after making
their statements,

G. Final Dretermination

by the-S : ,ABn:-ardmtr:tsmt
requxred on thc Supcnntendent s recommendation(s) to not rensw
a nontenured teaching staff member. Howewver, after an informal
appearance before the Board, the Superintendent may make a
recomimendation for reemployment of the nontenured teaching
staﬂ' member to the *rmfrlng mf:mbﬁrs of thc Board fEhHLeHﬂg

-

. FOH: If the Supertnt&ndent
recommends the nontenured teaching staff member for
reemployment, the voting members of the Board must, by a
majority vote of the full Board at a public sesgion, approve or
not approve the Superintendent’s recommendation for
reemployment.

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

3. Within three working days following the informal appearance,
the Hoard shall notify the affected nontennred teaching staff
member, in writing, of iis final determination, The Board may
delegate motification of its fimal determination to the
Supermtendeut or Board Secretarf ’-’Phe—ﬁnal—demfmma;em

Izsued:
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Ewvaluation of Teachers

May 21

iy |

[See POLICY ALERT Nos. 172, 181, 201, 207, 212 and 223
3221 EVALUATION OF TEACHERS

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

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

ean;maﬁm@n-}mﬁ—zeﬂr}mwu coIlectwe bargammg ﬂgr&emﬂnt ﬁntcrr::d
into after July 1, 2013, shall contlict with the educator evaluation system

established pursuant to N.J.A.C. 6A:10-1.1 ef seq. or any other specific statute or
repulation, nor shall topics subject to bargaining involve matters of educational
policy or managerial prerogatives.  All information contained in annual
performance reports and all information collected, compiled, and/er 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, NLLS. AL 47.1A-] et seq.

The Board shall anmually adopt evaluation rubrics for all teachers which shall be
submitted to the Commissioner of Education by August June | for approval by
August 151 of cach year. The evalvation rbrics shall have four defined annual
ratings: ineffective, partially effective, effective, and highly effective. The Board
shall meei the requirements as outlined in N.JA.C. 6A:10-2.2(a) for the annual
evalvation of teachers and shall ensure the training procedores as outlined in
MNIA.C. 6A:10-2.2(b) are followed when implementing the evalvation rubrics for
all teachers. A District Evaluation Advisory Committee may shall be established
in accordance with the requirements of M.J.A.C. 6A:10-2.3.

TEACHING STAFF MEMBERS
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The minimum requirements for the evaluation procedures for teachers as outlined
in N.JLA.C. 6A:10-2.4 shall be followed. For each teacher rated ineffective or
partially effective on the annual summative evaluation rating, as measured by the
evaluation rubrics, a corrective action plan shall be developed in accordance with
the provisions of N.J.LA.C. 6A:10-2.5. A School Improvement Panel shall be
established in accordance with N.JA.C. 6A:10-3.]1 and with the respensibilities
outlined in NLTLA.C. 6A.:10-3.2,

The compenents of the teacher evaluation rubric as described in N.JLAC. 6A:10-
4.1 shall apply to teachers. Measures of student achievement, as cutlined in
NI A.C. 6A:10-4.2, shall be used to determine impact on student learning. Teacher
observations shall be conducted in accordance with the provisions of MJA.C.
GA:10-4.4 and N.LS.A, 184:27-3.1, Observers shall conduct the observations
pursuant to N.I.S.A. 18A:6-123.6.{8) and NJAC. 6A:10-2.5 and 3.2, and they
shall be trained pursuant to NJ A.C. 64:10-2.2(b).

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

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

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

NJAC. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
NJALC 64:10-3.]1 and 3.2; NLJLAC. 6A:10-4.1 through 4.4
NJA.C. 6A:10-7.1 and 7.2

Adopted:
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[See POLICY ALERT Nos. 181, 201, 207, 212 and 223]

R 3221 EVALUATION OF TEACHERS

A, Definitions - WJ AL 6A:10-1.2

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

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

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

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

“Calibration™ in the context of educator evaluation means a4 process to
menitor the competency of a trained evalvator to ensure the evalvator
continues to apply an educator practice instrument accuwrately and
conststently according to the standards and definitions of the specific
Instroment.

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

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

“Co-observation™ means two or maore supervisors who are trained on the
practice instriment who observe simultaneously, or af alternate fimes, the
samée lesson or porticn of a lesson for the purpose of training.
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“Corrective Action Plan™ means a written plan developed by the
designated supervisor in collaboration with the teacher to address
deficiencies as outlined in an evaluation. The corrective action plan shall
include timelines for corrective action, responsibilities of the individual
teacher and the school district for implementing the plan, and specific
suppott that the district shall provide as defined in N.LS.A. T8A:6-119.

“Department” means the New Jersey Department of Edncation.

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

“District Evaluation Advisory Committes” means a group created to
overses and puide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.JAC.
64:10-2.3.

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

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

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

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

“Individual professional development plan” iz as defined in N.J.S.A.
18A:6-119.

“Job description” mesans a written specification of the function of a
position, duties and responaibilities, the extent and limits of autherity, and
work relationships within and outside the school and seheol district.

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

“Post-obzervation conference” mesns a meeting, either in-person or
remotely, between the supervisor who conducted the observation and the
teacher for the purpose of evaluation to discoss the data collected in the
observation.

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

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

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

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

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

“Supervisor” means an appropristely certified teaching staff member, as
defined m NJS.A. 18A:1-1, or Superintendent emploved in the school
district in a supervisory role and capacity, and possessing a school
administrator, Principal, or supervisor endorsement as defined in N.JAC,
6A:9B-12.

“Teacher” means a teaching staff member who holds the appropriate
standard, provisional, or emergency instructional certificate issued by the
Board of Examiners and 15 assigned a class roster of students for at least
one particular course,

“Unannounced observation” means an observation in which the person
conducting an observation for the purpose of evaluation will not notify the
teacher of the date or time the observation will be conducted.
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B. Applicability of Rules on Collective Bargaining Agreements ~ NJA.C,
6A:10-1.3

collective bargaining agreement entered inte after July 1, 2013, shall
conflict with the educator evaluation system established pursuant to
N.JA.C. 6A4:10-1.1 et seq. or any other specific statute or regulation, nor
shall topics subject to bargaining involve matters of educational policy or
managerial prerogatives.

C. Bducator Evaluation Data, Information, and Annual Performance Reports
—N.JAC 64 10-1.4

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

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

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

highly effective.

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

3. Evaluation rubrics shall be submitted to the Commissioner by

August June-1 for approval by Avgust 13 1 of sach year.

[ ] B Copyrght2021 «  Siauss Eamay Asecclstss, LLP + 1885 Hinds Road  + Suile 1+ Toms Rboer, W) 08753 -B998 «  T33-255-1500




REGULATION GUIDE

TEACHING STAFF MEMBERS
R 3221/page 6 of 24
Evaluation of Teachers -

E. Duties of the Board of Education - W.J.A.C. 6A:10-2.2

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

a Establish a District Evaluation Advisory Committee to
oversee and puide the planning and implementation of the
Board of Edocation's evaluation policies and procedures as
get forth in N LA C. 6A10-2 ef seq.;

b. Annually adopt policies and procedures developed by the
Superintendent pursuant to N.LAC, 6A:10-2.4, including
the evaluation rubrics approved by the Commissioner
pursuant to ML AC, 6A-10-2.1{c):

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

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

e. Ensure the Principal of each school within the school
district has established a School Improvement Panel
pursuant to N.JAC. 6A:10-3.1. The panel shall be
esfublished annually by August 31 and shall carry out the
duties and functions degcribed in N.J.A.C, 6A4:10-3.2;

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

g Ensure the Superintendent or designee certifies to the
Department that any ohserver who conducis an observation
of a teacher for the purpose of evaluation as described in
NJALC. 6A:10-4.4; NJAC 64:10-54; and N.JAC
64:10-6.2, shall meet the statutory observation
requirements of NS A, 18A:6-119; 18A:6-123.b(8); and
N.JS.A, 184:27-3.1 and the teacher member of the School
Improvement Panel requirements of N.LA.C, 6A:10-3.2.

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

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

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

G Annually require each supervisor who will conduct
observations for the purpose of evaluation of a teacher to
complete at least two co-observations during the schaol
year,

{l1)  Co-ocbservers shall use the co-observation to
promote accuracy and consigtency in scoring.

{2y A co-observation may count as one required

observation for the purpose of evaluation pursuant

Cto NJAC, 6A:1044, as long as the observer

meets the requirements set forth in N.JA.C

fA-10-4.3 and 4.4, but the co-observation shall not

count as two or mare required observations. If a co-

observation counts as one required observation, the

score shall be determined by the teacher's
desipnated supervisor.

d. The Superintendent shall annually certify to  the
Department that all supervisors of teachers in the school
district who are utilizing evaluation rubrics have completed
raining on and demonstrated competency i applying the
evaluaticn rubrics,
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F. Diistrict Evaluation Advisory Committee — N.JA.C. 6A10-2.3

1.

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

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

A Begnning in 20182019 —the Disirict Evalugtion Advisery

Commitiees is not shellbroJenger be required and the Board of
Edueation shall have the discretion to establish a continnethe

Digtrict Evaluation Advisory Cominities.

G. Ewvaluation Proceduras for Teachers — N.JLA.C. 6A:10-2 4

1.

The provisions ouotlined in Policy and Regulation 3221 and
N.JAC 6A:1024 shall be the minimum requirements for the
evaluation of teachers.

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

a. Roles and responsibilities for implementation of evaluation
policies and procedures;
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Job descriptions, evaluation rubrics for teachers, the
process for calculating the summative ratings and each
component, and the evaluation regulations set forth in

N.JA.C. 6A:10 et seq.;

Methods of data colleciion and reporting appropriate o
each job description, including, but not limited fo, the
process for student attribution to teachers, Principals,
Assistant Principals, and Vice Principals for caleulating the
median and school-wide student growth percentils;

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

Process for developing and scoring student growth
ohjectives;

The process for preparation of individual professional
development plans; and

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

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

B

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

{l}  The educator’s teneher’s practice instrument; and
{2y Available indicators or sudent achievement

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

c. The preliminary anmual performance report.

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

5. The annual performance report shall be prepared by the teacher’s
designated supervisor and shall include, but nat be limnited to:

a. A summative rating based on the evaluation rubric,
meluding, when applicable, a total score for each
component as deseribed in NLLA.C. 6A:10-4;

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

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

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

7. The Board of Education shall include all performance reports and
supporting data, including, but not limited to, written ohservation
teports and additional components of the summative evaluation
rating as part of the teachet’s personnel file, or in an alternative,
confidential location. If reports snd data are stored in an
alternative locafion, the personnel file shall clearly indicate the
report’s location and how it can be easily accessed. The records
shall be confidential and shall not be subject fo public inspection ox
copying pursuant to the Open Public Records Act, NJSA.
4T 1A-T et seq.
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H Corrective Action Plans for Teachers — N.J.A.C. 6A:10-2.5

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

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

a. [f the ineffective or partially effective summative
evaluation rating is received after October 1 of the scheol
year following the year of evaluation, a corrective action
plan shall be developed, and the teacher and his or her
designated supervisor shall meet to discuss the corrective
action plan within twenty-five teacher wording days
following the school district’s receipt of the teacher's
surmmative rating.

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

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

b, Include specific, demonstrable goals for improvement,

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

d. Include tinelines for meeting the goal(s).
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4, The teacher’s designated supervisor and the teacher on 1 corrective
action plan shall discuss the teacher’s propress toward the goals
ouvtlined in the corrective action plan during each required post-
observation conference, pursvant to N.JS.A. 18A2731 or
NJAC. 6A:10-44. The teacher and his or her designated
supervisor may update the goals outlined in the corrective action
plan to reflect any change(s) in the teacher’s propress, position, or

rale.

3. Progress toward the teacher’s goals outlined in the corrective
action plan;

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

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

8. Responsibilities of the evaluated teacher on 4 corrsctive action

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

7. The School Improvement Panel shall ensure teachets with a
gorrective action plan receive a mid-year evaluation as required by
MNISA 18A6-120.c.  The mid-year evaloation shall ocour
approximately midway between the development of the corrective
action plan and the expected receipt of the next annual summative
rating. The mid-year evaluation shall include, at 8 minimum, a
conference to discuss progress toward the teacher’s goals outlined
in the corrective action plan. The mid-year evaluation conference
may be combined with a post-chservation conference.
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The School Improvement Panel shall ensure teachers with a
corrective action plan receive one observation, including a post-
observation conference, in addition to the observations required in
N.J.A.C. 8A:10-4.4 for the purpose of evaluation as described m
NJLA.C. 6A:10-1.2 and 4.4(a).

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

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

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

L School Improvement Panel —MN.J.A C. 6A:10-3 et saq.

1.

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

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

b. The Principal annually shall choose the teacher(s) on the
School Improvement Panel through the following process:
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(1)

(2)

(3)

TEACHING STATFF MEMBERS
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Evaluation of Teachers

The teacher member shall be 4 person with a
demonstrated record of success in the classroom. A
demonstrated record of success in the clasgroom
means the teacher member shall have been rated
effective or highly effective in the most recent
available annual summative rating.

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

The Principal shall have final decision-making
authority and is not bound by the majority
representative’s list of nominees.

C. The teacher member shall seive a full school year, except
in case of illness or awthorized leave, but may not be
gppointed more than three consecutive school years.

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

2. School Improvement Panel Responsibilities — N.J A C. 6A:10-3.2

a, The School Improvement Panel shall:

(L

{2}

&)

Oversee the mentoring of teachers according to
NIAC, 6A9C-53()2. and support  the
implementation of the school district memntoring
plan;

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

Fnsure corrective action plans for teachers are
created in accordance to NJA.C. 6A:10-2.53; and
ensure mid-year evaluations are conducted for
teachers who are om a corrective action plan; and
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Identify professional development opportunities for
all teachers based on the review of aggregate
school-level data, including, but not limited to,
teacher evaluation and student performance data to
support  school-level professional  development
plans described in N.J.A.C. 6A:9C-42.

To conduet observations for the purpose of evaluation, the
teacher member shall have:

(0
(2)
(3)

Agreement of the majority representative;
An appropriate superyisory certificate; and

Approval of the Principal iwho supervises the
teacher being observed.

The teacher member who participates in the evaluation

process shall not serve concurrently as a mentor under
NJAC, 6A:9C-5.2(2)3.

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

1.

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

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

da.

Measures of student achievement pursuant to N.JAC.
6A:10-4.2; and

Measures of teacher practice pursuant to NJAC
6A:10-4.3 and 4.4,
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To earn a summative rating, 4 teacher shall have a student
achievement score, including median student srowth percentile
and/or student growth objectives(s) scores, and a teacher practice
score purstant to N.JA.C. 6A:10-4.4,

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

a. If, according to N.JAC, 8A:10-4.2(b), a teacher receives a
median student growth percentile, the student achievement
component shall be at least thirty percent and no more than
fifty percent of a feacher’s evaluation rubmic rafing as
determined by the Department,

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

t. Measures of teacher practice described in NJA.C.
6A:10-4.3 and 4.4 shall be at least fifty percent and no
more than eighty-five percent of a teacher’s evaluation
rubric rating as determined by the Depaitment.

Standardized tests, used as a measure of student progress, shall not
be the predominant factor in determining a teacher’s annual
sutmmative rating,

K. Student Achisvemnent Components — N.JA.C. 6A:10-4.2

1.

Measures of student achievement shall be used to determine
impact on student leaming. The stodent achievement measure
shall include the following components:

’ @ Copyright 2021

Slreuss Earnay Asaociales, LLE + 188G Hinds Road « Suile 1+ Toms Biver, MJ 00753 - 8798

TIZ-ZR5-1600




REGU!

LATION GUIDE

2.

TEACHING STAFF MEMBEERS
R 3221/page 18 of 24
Evaluation of Teachers

If the teacher meets the requirements of 2. below, the
median stadent growth percentile of all students assigned to
a teacher, which shall be caleulated asz sst forth in 4. below,;
and

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

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

The medisn student growth percentile shall be mcluded in the
annual summative rating of a teacher who:

a.

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

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

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

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

The Depariment shall ealeulate the median stodent growth
percentile for teachers using students assigned to the teacher by the
school district. For teachers who have a student growth percentile

SCOTE.

The Board of Education shall submit to the Department
final ratings for all components, other than the student
growth percentile, for the annval summative rating; and

The Department then shall report to the employing district
Board of Education the annual summative rating, including
the median student growth percentile for each tzacher who
receives a median student growth percentile.

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

a.

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

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

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

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

(Iy  If the Student Growth Objective (SGO) covers only
the secand semester of the school year, or if the
tegcher beging work after October 1, adjustments
shall be recorded before the mid-point of the second
semester.

f. The teacher’s designated supervisor shall approve each
teacher’s studenti growth objective score. The teacher’s
student growth objective score, if available, shall be
discussed af the teacher’s annual summary conference and
recorded in the teacher’s persormel file.

- ® Copyioht 2027 = Siraose Earvey AssocEts, UPF » 18BGHinds Read = Sulle 1« Toms Rlver, Bl 06752 - 8192« 7322551600




REGULATION GUIDE

L. Teacher Practice Components — N.J.A.C. 0A:10-4.3

1.

M. Teacher Observations — N.JA.C. 6A:10-4.4

1.

TEACHING STAFF MEMBERS
R 3221/page 21 of 24
Ewaluation of Teachers

The teacher practice component rating shall be based on the
measurement of the teacher’s performance according to the school
digtriet’s Commissioner-approved teacher practice mstrument.
Observations pursnant to N.J.AC. 6A:10-4.4 shall be used as one
fortn of evidence for the measurement.

For the purpose of teacher evaluation, observers shall conduct the
observations pursuant to N.J.S.A. 184A:6-123.b.(8) and N.LA.C,
6A:10-2.5 and 3.2, and they shall be trained pursuant to NJ.A.C.
6A:10-2.2(b).

Chbservation conferences shall include the following procedures:

a. A supervisor who is present af the observation shall
conduct a4 post-chservation conference with the teacher
being observed. A post-observation conference shall occur
no more than fifteen teacher working days following each
observation.

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

c. If agreed to by the teacher, one required post-observation
conference and any pre-observation conference(s) for
observations of tenured teachers who are not on a
corrective action plan may be conducted by ¥tie written
commuiication, including electronic.
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d. One post-observation conference may be combined with a
teacher's annual summary conference, as long 4s it occurs
within the required fifteen teacher working days following
the observation for the purpose of evaluation.

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

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

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

b. Naoatenured teachers shall be observed at least three times
gach school vear, bot not less than once each semester. The
observations shall be conducted in accordance with the
timeframe set forth in N.J.S.A. T8A:27-3.1.

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

. Tenured teachers shall be observed at least two times

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

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

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

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

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

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

a. If & nontenured teacher is present for less than forty percent
of the total stodent school days in a school year, he or she
shall receive at least two observations to earn a teacher
practice score.
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M. Teacher Practice Instrument— N.JA.C. 6A:10-7.2

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

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

b. Include scoring puides for assessing teacher practice that
differentiate among a minimum of four levels of
performance, and the differentiation has been shown in
practice and/or research studies. Each scoring puide shall:

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

{2)  Provide a conversion to four rating categories;

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

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

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

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

Adopted:
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Evaluation of Teaching Staff Members, Excluding
Teachers and Administrators
May 21
M
[See POLICY ALERT Nos. 175, 201, 207, 212 and 223]

3222 EVALUATION OF TEACHING STAFEF MEMBERS, FXCLUDING
TEACHERS AND ADMINISTRATORS

The Board of Education recognizes the importance of teaching staff’ member
effectivencss to further the development of & professional corps of educators and to
increase student achievement. The Board of Education adopts Policy and
Regulation 3222 for the evaluation of teaching staff members consistent with the
Teacher Effectiveness and Accountability for the Children of New Jersey Act
{TEACHNTY) and the AchieveN] administeative codes. This Policy and Regulation
provides the provisions and requirements for teaching staff member evaluations
cansistent with TEACHNI and AchieveN].

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

0 collectwe bargmmng agmemmt cnt::red
mto after July [, 2013, shall conflict with the cducator evaluation system
established pursuant to N.J.A.C. 6A:10-1.1 et seq, or any other specific statute or
regulation, nor shall topics subject io bargaining involve matters of educational
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.JA.C. 6A:10-1.1 et seq., including, but not limited to, digital
records, shall be confidential and shall not be subjeet to public inspection or
copying pursuant to the Open Public Records Act, N.J.B.A. 47:1A-1 et s2q.

The Baard shall annually adopt evaluation rubrics for all teaching staff members
which shall be submitted to the Commissioner of Education by August Fane 1 for
approval by August 15 + of each year. The evaluation rubrics shall bave four
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Evaluation of Teaching Staff Members, Exeluding
Teachers and Administrators

defined annual ratings: incffective, partially effective, effective, and highly
effective. The Board shall meet the requirements as outlined in N.J.A.C. 6A:10-
2.2(a) for the annual evaluation of teaching staff members and shall ensure the
training procedures as outlined in NJA.C. 6A4:10-22(b) are followed when
implementing the evaluation rubrics for all teaching staff members. A District
Ewvaluation Advisory Commitiee may shal be established in accordance with the
requirements of N.JA.C. 6A:10-23.

The minimum requirements for the evalvation procedures for teaching staff
members as outlined in N.J.A.C. 64:;10-2 4 shall be followed. For cach teaching
staff member rated ineffective or partially effective on the annual summative
evaluation rating, as measured by the evaluation rubrics, a corrective action plan
shall be developed in accordance with the provisions of NLJJA C. 6A:10-2.5.

Observations and evaluaticns for nontenured teaching staff members shall be in
accordance with the provisions of N.IL8.A. 18A:27-3.1 and N.J.A.C, 6A:10-6.2,
Evaluations for nontenured teaching staff members shall take place before  April
30 each year prior to the May 13 notice requirement date for confinued
employment. Evaluations for tenured tesnching staff members shall be completed
prior to June 30,

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

NJISA 18A:6-117 ef seq.; N.LE.A. 18A:27-3.1
NIA.C.8A:10-1.1 through 1.4; 6A:10-2.1 through 2.5; 6A:10-6.2

Adopted:
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M
[See POLICY ALERT Nos. 181, 201, 207, 212 and 223]

R 3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING
TEACHERS AND ADMIMISTRATORS

A Definitions — N.JA.C. 6A:10-1.2

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

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

“Annual summative evaluation rating” means an annual evaluation rafing
that is based on appraisals of educator practice and student performance, if
applicable, and includes all measures capfured in a teaching staff
member’s evaluation rubtic. The four summative performance categories
are ineffective, partially effective, effective, and highly effective.

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

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

“Comective Action Plan™ means a wiitten plan developed by the
designated supervisor in collaboration with the teaching staff member to
address deficiencies as outlined in an evaluation. The corrective acticn
plan shall include timelines for corrective action, respensibilities of the
individual teaching staff member and the school district for implementing
the plan, and specific support that the district shall provide as defined in
NJES.A. TBA6-119.

“Department” means the New Jersey Department of Educatien,
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“Desipnated  supervisor” means the supervisor designated by the
Superintendent of Schools ot designee as the teaching staff member’s
SUPETVISQT.

“District Bvaluation Advisory Committes™ means a group created to
overses and goide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in N.JA.C.
6A:10-2.5.

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

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

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

“Indicators of student progiess and prowth” means the resulis of
assessment(s) of students as defined in N.JA.C. 6A:8, Standards and
Asgsessment.

“Individual professional development plan”™ is as defined in N.LS.A.
18A:6-115.
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“Job description” means a written specification of the function of a
position, duties and responsibilities, the extent and limits of anthority, and
work relationships within and outside the school and schoo! district.

“(Yhservation™ means a method of collecting data on the performance of a
teaching staff member's assigned duties and responsibilities.  An
abservation for the purpose of evaluation will be included in the
determination of the annoal summative evaluation rating and shall be
conducied by an individual employed in the school district in a
supervisory role and capacity and possessing a scheol administrator,
Principal, or supervisor endorsement as defined in N.JLA.C. 6A:9-2.1.

“Post-observation conference” means a mecting, either in-person or
remotely, between the supervisor who conducted the observation and the
teaching staff member for the purpose of evaluation to discuss the data
collected in the observation.

“Scoring guide” means a set of rules or criterla vsed fo evalvate a
performance, product, or projeet.  The purpese of 1 scoring guide is to
provide a transparent and reliable evaluation process. Educator practice
instruments include a scoring guide that an evaluator uses to structure his
or her assessments and ratings of professional practice.

“Semester” means half of the school year.

“Signed” means the name of one physically written by oneself’ or an
electronic code, sound, syinbol, or process aftached to or logically
associated with a record and executed or adopted by a person with the
intent to gign the record.

“Student growth objective” means an academic goal that teaching staff’
members and designated supervisors set for groups of students.

“Superintendent” means Superintendent of Schools or Chief Scheel
Administrator.
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“Supervisor” means an appropriately certified teaching staff member, as
defined in N.J.8.A. 18A:1-1, or Superintendent employed in the school
district in a supervisory role and capacity, and possessing a schoal
administrator, Principal, or supervisor endorsement as defined in N.JLA.C.
64:9B-12,

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

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

collective bargaining agreement entered into after July 1, 2013, shall
conflict with the educator evaluation systemn established pursuvant to
MNJAC. 6A:10-1.1 et seq. or any other specific stafute or regulation, nor
shall topies subject to bargaining invelve matters of educaticnal policy or
managerial prerogatives.

C. Educator Evaluation Data, Information, and Annual Performance Reports
—NJA.C. 6A:10-1.4

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by emplovees of the
Board of Education for the purposes of condueting the educator evaluation
process pursuant to N.JA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Such information shall not be
subject to public inspection or copying pursuant to the Open Public
Records Act, N.LS.A. 47:.1A-1 et seq. Nothing contained in N.JA.C,
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64:10-1.1 et seq. shall be consirued to prohibit the Department or a school
district from, at ifs discretion, collecting evalvation data pursuant to
NJIS.A, 18A:6-123.e. or distributing aggregate statistics regarding
evaluation data.

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

l. The Roard of Education shall annually shell adopt evaluation
rubsrics for all teaching staff members. The evaluation rubrics shall
have four defined annual ratings: ineffective, partially effective,
effective, and highly effective.

2. Evaluation rubrics shall be submitied to the Commissioner by
August Fane-1 for approval by August 15 1 of each year.

Duties of the Board of Education - N.JLA.C. 6A:10-2.2

1. The Board of Education shail meet the following requirements for
the annnal evaluation of teaching statf members, unlegs otherwise
specifiad:

a. Establish a District Evaluation Advisory Committes to
oversee and guide the planning and implementation of the
Board of Eduecation's evalugtion policies and procedures as
get forth in N.JA.C. 6A:10-2 &t seq.;

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

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

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

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

Enszure the Principal of cach school within the school
digtrict has established a School Improvement Panel
pursuant to N.JAC. 6A:10-3.1. The pansl shall be
gstablished annually by August 31 and shall carry out the
duties and functions described in N.JA.C. 64:10-3.2;

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

Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of a feaching staff member for the purpose of evaluation as
described in NJA.C. 64:104.4; NJA.C. 6A:10-5.4, and
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N.JA.C. 6A:10-6.2, shall meet the statntory observation
requirements of N.LS.A. 18A4:6-119; 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.JLAC. 6A:10-3 2,

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

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

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

c. The Soperintendent shall annually certify to the
Department that all supervisors of teaching staff members
i the school district who are utilizing evaluation rubrics
have completed training on and demonstrated competency
i applying the evaluation rubrics.
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E. Digtriet Evaluation Advisory Committee — N.J.AC. 8A:10-2.3

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

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

3 A Begwning—in2H8-2003—the [istrict Evaloation Advisory
Committees is not shall nelongesbe required and the Board of
Education shall have the discretion to establish a continve—the
District Evaluation Advisory Committee.

. Evaluation Procedures for Teaching Staff Members — N.JLLA.C. 6A:10-2 4

1. The provisions onflined in Poliecy and Regulation 3222 and
N.JAC. 6A:10-2,4 shall be the minimum requircments for the
evalnation of teaching staff members.

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

a. Roles and responsibilities for implementation of evaluation
policies and procedures;
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Job deseriptions, evaluation rubrics for all teaching staff
members, the pracess for caleulating the summative ratings
and each component, and the evalvation regulations set
forth in N.JAC. 6A:10 ef seq.;

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

Processes for observations for the purpose of evaluation
and post-observation conference{s) by & supervisor;

Process for developing =nd scoring student growth
chjectives;

The process for preparation of individual professional
development plang; and

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

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

.

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

(1)  The educator’s tceching staff momber’s practice

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

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

C. The preliminary annual performance report.

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

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

a. A summative rating based on the evaluation rubric;

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

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

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

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

47:1A-1 et seq.
H. Corrective Action Plans for Teaching Staff Members — N.JAC
6A:10-2.5
1. For each teaching statf member rated ineffective or partially

effective on the annual summative evaloation, as measured by the
evaluation rubrics, & corrective action plan shall be developed by
the teaching staff member and the teaching staff member’s
designated supervisor. If the teaching staff member does not agree
with the corrective action plan’s content, the designated supervisor
shall make a final determination.

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

a. If the ineffective or partially effective summative
evaluation rating 15 received after Oetober 1 of the school
year following the vear of evaluation, a corrective action
plan shall be developed, and the teaching staff member and
his or her designated supervisor shall meet to discuss the
corrective action plan within twenty-five teaching staff
member woiking days following the school distriet’s
receipt of the teaching staff member’s summative rating,

3. The content of the coirective action plan shall replace the content
of the individual professional development plan required pursuant
to N.J.A.C. 64:9C-4.3(a) and 4.4(a) and shall:

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

school district for the plan’s implementation; and
d. Include timelines for mesting the goal(s).

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

3. Propress toward the feaching staff member’s goals outlined in the
cotrective action plan:

A Shall be documented in the feaching staff member's
persormel file and reviewed at the annual summary
conference and the mid-vear evaluation. Both the teaching
staff member on a corrective action plan and his or her
desipnated supervisor may collect data and evidence to
demonstrate the teaching staff member’s progress toward
his or her cotrective action plan goals; and

b. May be nsed as evidence in the teaching staff member’s
next annval summative evaloation; however, such progress
shall not puarantee an effective rating on the next
symmative evaluation.

8. Responsibilities of the evaluated teaching staff member on a
cotrective action plan shall not be exclusionary of other plans for
improvement determined to be necessary by the feaching staff
member’s designated supervigor.

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

L Required Observations for Teaching Staff Members Observations—and
Evalustions — N.JLA.C. 6A:10-0.2

1

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

a. Be ai least twenty mimstes in length;

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

C. Be followed by both parties to such & conference signing
the written or electronic observation report and each
retaining a copy of his or her recards; and

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

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

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

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

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

Adopted.

- & Copyright 2021 »  Sireuae Esmey Associales, LLP + 18086 HindsRoad «  Swite 1 = Tomsz Rlver, MJ 08753 -B186 = ¥32-X55-1500




POLICY GUIDE

TEACHING STAFF MEMBERS
3223/page 1 of 2
Evaluation of Administrators, Excluding Principals,
Vice Principals, and Assistant Principals
May 21
M
[See POLICY ALERT Nos. 175, 201, 207, 212 and 223]

3223 EVALUATION OF ADMINISTRATORS, EXCLUDING PRINCIPALS,
VICE PRINCTPAL S, AND ASSISTANT PRINCIPALS

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

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

eontractsineffectontuly 12013 and alNo collective bargaining agreement entered
into after July 1, 2013, shall conflict with the educator evaluation system
established pursnant to N.JLA.C. 6A:10-1.1 et seq. or any other specific statute or
regulation, nor shall topics subject to bargaining involve matters of educational
policy or managerial prerogatives.  All information contamed in  annwal
performance reports and all information collected, compiled, and/or maintained by
employees for the purpose of conducting the educator evaluation process
pursuant 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 to the Open Public Records Act, N.J.S. A, 47:1A-] et seq.
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The Board shall annually adopt evaluation mbrics tor all administrators which shall
be submitted to the Commissioner of Education by Amgust June 1 for approval by
Augnst 15 1 of each year. The evaluation rubrics shall have four defined annual
ratings: ineffective, partially effective, effective, and highly effective. The Board
shall meet the requirements as outlined in N.JJ.AC,  6A:10-2.2(a) for the annual
evaluation of administrators and shall ensure the training procedures as outlined in
N.J.A.C. 6A:10-2.2{b) are followed when implementing the evaluation rubrics for
all administrators. A District Evaluation Advisory Committee may shall be
established in accordance with the requirements of N.JA.C. 6A:10-2.3,

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

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

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

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

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

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

A Definitions — N.J.A.C. 6A:10-1.2

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

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

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

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

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

“Commissioner” means Commissioner of the New Jersey Department of
Education,
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“Corrective Action Plan® means a written plan developed by the
administrator’s  designated sopervisor in  collaboration with the
administrator to address deficiencies as outlined in an evaluation. The
corrective action plan shall include timelines for corrective action,
responsibilities of the individual administrator and the school disirict for
implementing the plan, and specific support that the district shall provide
as defined in N.J.S. A, 1BA:6-119.

“Department” means the New Jersey Department of Education.

“Degignated supervisor™ means the supervisor designated by the
Superintendent of Schools or designee as the adiministrator’s superyisor.

“Distriet Bwaluation Advisery Committee” means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedures as set forth in NJA.C.
GA:10-2.3.

“Educator practice instrument” means an assessment tool that provides:
scales or dimensions that capture competenciss of professional
performance; and differentistion of a range of professional performanee as
described by the scales, which must be shown in practice andfor research
studigs. The scores from educator practice instruments for
administrators teachingsinff rnembess other than ieachess; Principals,
Vice Principals, and Assistant Principals may be applied to the
administrator’s sununative evaluation rating in a manner determined by
the school distriet.

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

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

' ® Copyright 2021 »  Slreuss Esmay Assodates, LLP =+ 1888 Hinds Read = Sulla 1 = Tome River, M 08753 - 8189 »  7X2-255-1500




LGULATION GUIDE

TEACHING STAFF MEMEERS
R3223/page 3 of 14

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

of Education will have an evaluation rubric specifically for feachers,
anather specifically for Principals, Viee Principals, and Assistant
Principals, and evaleation rubrics for other categories of staff members.

“Indicators of student progress snd prowth” means the results of
assessment(s) of students as defined in NJAC. 6A:8, Standards and
Assessment.

“Individual professional development plan” is as defined in N.ISA,
1RA6-119.

“lob description” mesns a writien specification of the funciion of a
position, duties and responsibilities, the extent and limits of authority, and
work relationships within and outside the school and school district

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

“Post-observation conference™ means a meeting, either in-persom or
remotely, between the supervisor who conducted the observation and the
administrator for the purpose of evaluation fo discuss the data collected in
the observation.

“Scoring guide” means a set of rules or ciiteria nsed to evaluate a
performance, product, or project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Educator practice
mstruments include a scoring guide that an evaluator uses to strocture his
or her assessments and ratings of professional practice.

“Semester” means half of the school year.
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“Sipned” means the name of one physically written by oneself or an
electronic code, sound, symbol, or process attached to or logically
agsociated with a record and executed or adopted by a person with the
mtent to sign the recoid.

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

“Superintendent” means Suoperintendent of Scheools or Chief’ School
Administrator.

“Supervisor” means an appropriately certified stafl member, as defined in
MN.JS.A. 18A:1-1, or Superintendent employed in the school district in a
supervisory role and capacity, and possessing a school admintstrator,
Principal, or supervisor endorsement, as defined in N.JLAC. 6A9B-12,

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

COTERCEERtered L L ey S S —oh—H 4 - No
collective bargaining agreement entered into r July 1, 2{3, shall
conflict with the educator evaluation system established pursuant to
MNIAC. 6A10-1.1 ¢t seq. or any other specific statute or regulation, nor
shall topics subject to bargaining involve matters of educational policy or
managerial prerogatives.

C. Educator Evaluation Data, Information, and Annual Parformance Reports
—NJALC 64:10-1.4

All information contained in anmual performance reports and  all
information collected, compiled, and/or maintained by employees of the
Board of Education for the purposes of conducting the educator evaluation
process pursnant to N.JLA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential, Such information shall not be
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subject to public inspection or copymng pursuant to the Open Public
Records Act, NJ.S.A. 47:14-1 et seq. Nothing confained in NJAC,
6A:10-1.1 et seq. shall be construed to prohibit the Department or a school
district from, at its discretion, collecting evaluation data pursusnt to
N.JS.A. 18A:6-123e. or distributing aggregate statistics regarding
evaluation data.

Evaloation of Administrators — N.J.AC. 6410201

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

2. Evalugtion rubtics shall be submitted to the Commissioner by
August Jure 1 for approval by August 15 1 of each year.

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

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

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

b. Annually adopt policies and procedures developed by the
Superntendent pursuant to NJA.C. 6A:10-2.4, including
the evaluation robrics approved by the Commissioner
pursuant to N.JLAC, 6A:10-2.1{c):

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

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

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

e. Ensure the Principal of each school within the school
district has established a School Improvement Panel
pursuant to N.J.AC, 6A:10-3.1. The panel shall be
established annually by August 31 and shall carry out the
duties and functions described m N.J.A.C. 6A4:10-3.2;

f. Ensure data elements are collected and stored I an
accessible and usable format. Data ¢lements shall include,
but not be limited to, scores or evidence from abservations
for the purpose of evaluation and student prowth objective
data; and

f © Coppight 2021 = Sireuss Esmey Associsles, LF »  {1B06 Hinds Road  »  Gufte 1 = Tome Rlver, B OEFSS - 8198« 7E2-255-1500




REGULATION GUIDE

TEACHING STAFF MEMBERS

R 3223/page 7 of 14

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

a. Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of an administrator for the purpose of evalvation as
descrbed in NJA.C. 6A:104.4; NJA.C. 6A:10-5.4; and
N.JA.C. 6A:10-62 shall meet the statutery observation
requirements of N.J.S.A. 18A:6-119; 18A:6-123.b.(8); and
MN.J.SA, 184:27-3.] and the teacher member of the School
Improvement Panel requirements of N.J.A C. 6A:10-3.2,

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

a. Annually provide training on and descriptions of each
component of the evaluation robric for all administrators
who are being evaluated in the school distriet and provide
mote thorough training for any administrator who is being
evaluated for the first time. Training shall include detailed
descriptions of all evaluation rubric compenents including,
when applicable, detailed descriptions of student
achievement measures and all aspects of the educator
practice instriuments;

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

c. The Supetintendent shall anmually certify to  the
Department that all supervisors of administrators in the
school district who are utilizing evaluation rubrics have
completed fraining on and demonstrated competency in
applying the evaluation rubrics.
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F. District Evaluation Advisory Committes — N.JJAC. 6A:T0-23

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

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

3. A Bepinning—m 20182000 —he District Evaluation Advisory
Committees is not shall nolenger-be required and the Board of
Education shall have the discretion to establish a continuethe
District Evaluation Advisory Commities.

G, Evalnation Procedures for Administrators — WN.J.AC. 6A:10-2.4

1. The provisions outlined in Policy and Regulation 3223 and
NJAC. 6A:102.4 shall be the minimum requirements for the
evaluation of administrators.

2. Evaluation policies and procedures requiring the annual evalnation

of all administrators shall be developed under the direction of the
Superintendent, who may consult with the Distdet Evaluation
Advisory Committee or representatives from School Jmprovement
Panels, and shall include, but not be limited to, a deseription of:

4. Roles and responsibilities for implementation of evaluation
policies and procedures;
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b. Job descriptions, evaluation rubrics for administrators, the
process for caleulating the summative ratings and each
component, and the evaluation regulations set forth in
NJAC 6A:10 et seq.;

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

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

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

development plans; and

ga. The process for preparation of an anoual performance
report by the Superintendent or designated supervisor and
an annual summary conference between the admuinistrator
and his or her designated supervisor.

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

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

(1)  The educator’s sdrinistretas’s practice insirument;
and
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{2y  Available indicators or stodent achievement
measures such as student growth ohjective scores
and studant prowth percentile scores.

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

C. The preliminary annual performance repart,

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

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

a. A summative rating based on the evaluation rubric;

h. Performance area{s) of strength and area(s) needing
improvement based vupen the job  description  and
components of the administrator’ s evaluation rubrie; and

t. The administiator’s individual professional development
plan or corrective action plan from the evaluation year
being reviewed in the report.

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

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

H. Corrective Action Plans for Administrators — NUJA.C. 6A:10-2.5

L.

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

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

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

The content of the corrective action plan shall replace the content
of the individual professional development plan required pursoant
to N.TA.C. 6A:9C-4.3(a} and 4,4(a) and shall:

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

b. Include specific, demonstrable goals for improvement;
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C. Include responsibilities of the evalvated employes and the
school district for the plan’s implementation; and

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

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

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

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

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

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

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

3. There shall be no minimum number of administrator working days
an administrator’s corrective action plan can be in place.
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L Administrator Observations and Evaluations — N.ILA.C. 0A:10-6.2

1. The Superintendent shall determine the duration of cbseivations
required pursuant to N.JS.A. 18A:27-31 for nontenured
adminigtrators,  QObgervations include, but are not limiied io,
observations of meetings, student instruction, parent conferences,
and case-study analysis of a significant stadent issne. The
observation shall:

H. Be at least twenty minutes in length;

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

c. Be followed by both parties to such a conference signing
the written or elecironic ohservation report and each
retaining a copy of his or her records, and

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

2. All tenured admimstrators shall receive at least one observation per
school year.
3. All nontenured administrators shall receive at least three

observations, as required purswant to N.J.S.A. 18A:27-3.1.

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

4. Evaluations for tenured administrators shall be complated prior to
June 340

Adopted:
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M
[See POLICY ALERT Nos. 201, 207, 212 and 223]

3224 EVALUATION OF PRINCTPALS, VICE PRINCIPAT.S, AND
ASSISTANT PRINCIPALS

The Board of Education recognizes the importance of Principal, Vice Principal, and
Assistant Principal effectiveness to further the development of a professional corps
of educators and to increase student achievement. The Board of Education adopts
Paolicy and Repulation 3224 for the evaluation of Principals, Viee Principals, and
Asgistant Principals consistent with the Teacher Effectiveness and Accountability
for the Children of New Jersey Act {TEACHNT) and the AchievelNJ administrative
codes. This Policy and Regulation provides the provisions and requiremnents for
Principal, Vice Principal, and Assistant Principal evaluations consistent wwith
TEACHNI and AchieveNT.

)

artlioticue seornateed g ot enllantira bapse i e o orrgoeq cihar Bl arcae s
sentraets-ineffoct on Julyd—201 3 and nNo collective bargaining agresment enterad
into after July 1, 2013, shall conflict with the educator evaluation system
established pursvant to N.J.A.C. 6A:10-1.] et seq. or any other specific statute or
regulation, nor shall topics subject fo bargaining involve matters of educational
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 condocting the educator evaluation process
pursuant to N.J.A.C. 6A:10-1.1 ¢t seq., ineluding, but not limited to, digital
records, shall be confidential and shall not be subject to public spection or
copying pursuant to the Open Public Records Act, N.J.S A 47:1TA-1 et seq.

The Board shall annually adopt evalvation rubrics for all Principals, Vice
Principals, and Assistant Principals which shall be submifted to the Commissioner
of Education by Aupust June 1 for approval by August 15 ¥ of each year. The
evaluation rubnics shall have four defined annual ratings: ineffective, partially
effective, effective, and highly effective. The Board shall meet the requirements as
outlined in N.JA.C. 6A:10-2.2(a) for the annual evaluation of Principals, Vice
Principals, and Assistant Principals and shall ensure the fraining procedures as
ouilined in N.J.A.C. 64:10-2.2(b) are followed when implementing the evaluation
rubrics for all Principals, Vice Principals, or Assistant Principals. A District
Evaluation Advisory Committee may shall be established in accordance with the
requirements of N.J.A.C. 6A:10-2.3.
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The minimum iequirements for the evalvation procedures for Principals, Vice
Principals, and Assistant Principals as outlined in NJA.C. 6A:10-2.4 shall be
followed. For each Principal, Vice Prineipal, or Assistant Principal rated
ineffective or partially effective on the annual summative evaluation rating, as
measured by the evaluation rubrics, a corrective action plan shall be developed in
accordance with the provisions of N.JAC. 6A:10-2.5,

The components of the principal evaluation rubrics as deseribed in N.J.A.C. 6A:10-
5.1 shall apply to Principals, Vice Principals, and Assistant Principals. Measures
of student achievement, as outlined in N.J.A.C. 6A:10-5.2, shall bs used to
determine impact on student learning. Principal, Vice Principal, snd Assistant
Principal observations shall be conducted in accordance with the provisions of
NJA.C. 6A:10-54. The Superintendent or designated supervisor shall conduct
observations for the evaluation of Principals pursuant to N.JLS A 18A:6-121 and
he or she shall be trained pursuvant to N.J.A C, 6A:10-2.2(b). A Principal, or the
Superintendent or designated supervisor, shall conduct observations for the
evaluation of Vice Principals and Assistant Principals purseant to N.JS.A. 18A:6-
121,

The principal practice instrument?appmved by the Department of Education shall
meet the criteria as outlined in N.J.A.C. 6A:10-7.3.

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

N.JS.A. 18A:6-117 et seq.

NJAC. 6A:10-1.1 theough 1.4; 6A:10-2.1 through 2.5
N.JA.C. 6A:10-5.1 through 5.4

NJA.C 6A:10-7.1 and 7.3

Adapted:
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[See POLICY ALERT Nos. 201, 207, 212 and 223]

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

A Definitions —N.JA.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
otherwize:

“Annual performance report” means a written appraisal of the Principal’s,
Vice Principal’s, or Assistant Principal’s performance prepared by the
desienated supervisor based on the evalvation rubric for his or her
position. '

“Anmual summative evaluation rating” means an annual evaluation rating
that is based on apptaisals of educator practice and student performance,
and includes all measures captured in a Prinecipal, Vice Principal, or
Assistant Principal evalvation rubric. The four summative performance
categories are ineffective, partially effective, effective, and highly
effective.

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

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

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

“Department”™ means the New Jersey Department of Education,

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

“District Evaluation Advisory Committes™ means a group created to
oversee and guide the planning and implementation of the Board of
Education's evaluation policies and procedurss as set forth in NJA.C
6A:10-2.3,

“Educator practice instrument” means an assessment tool that provides:
scales or dimensions that capture competencies of professional
performance, and differentiation of & range of professional performance as
described by the scales, which must be shown in practice and/or research
studies.

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

“Evaluation rubric” means a set of criteria, measures, and processes used
to evaluate all Principals, Vice Principals, and Assistant Principals in a
speecific school district or local education agency. Ewvaluation rubrics
comsist of measures of professional practice, based on educator practice
mstruments and student outcomes. Each Board of Education will have an
evaluation rubric specifically for teachers, another specifically for
Principals, Viee Principals, and Assistant Principals, and evaluation
rubrics for other categories of teaching staff members.
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“Indicators of student progress and giowth”™ means the results of
assessment(s) of students as defined in NJA.C. 6A.8, Standards and
Asgessment,

“Individual professional development plan™ is as defined in N.I.S.A.
18A:6-11%.

“Toh description” means a written specification of the function of a
positien, duties and responsibilities, the extent and limits of autherity, and
work relationships within and outside the school and school distriet.

“Observation™ means a method of collecting data on the performance of a
Principal’s, Vice Principal’s, and Assistant Principal’s assigned duties and
responsibilities. An observation for the purpose of evaluation will be
included in the determination of the annual summative evalnation rafing
and shall be conducted by the Superintendent or designee.

“Post-observation conference™ means a meeting, either in-person or
remotely, between the supervisor who conducted the observation and the
Principal, Vice Principal, and Assistant Principal for the purpose of
evaluation to discuss the data collected in the observation.

“Principal practice instrument” means an assessment tool that provides
scales or dimensions fhat capture competencies of professional
performance; and differentiation of a range of professional performance as
described by the scales, which must be shawn in practice andfor research
studies. The scares from the principal practice instrument are components
of the evaluation rubrics and the scores are included in the summative
evaluation rating for the individual.

“Scoring guide” means a set of rules or criteria used to evaluate a
petformance, product, or project. The purpose of a scoring guide is to
provide a transparent and reliable evaluation process. Educator practice
instruments include a scoring guide that an evaluator uses to stivcture his
or her assessments and ratings of professional practice.
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“Semester” means half of the school year.

“Signed” means the name of one physically written by cneself or an
electronic code, sound, symbol, or process attached to or logically
associated swith a record and executed cr adopted by a person with the
intent to sign the record,

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

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

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

“Supervisor” means an appropriately certified teaching staff member as
defined in N.F.8.A. 184;1-1, or Superintendent employed in the district in
a supervisory role and capacity, and possessing a school administrator,
Principal, or supervisor endorsement as defined in NLJ.A.C. 6A:98-12 and
certified to evaluate a Principal, Vice Principal, or Assistant Principal.

E. Applicability of Rules on Collective Bargaining Agreements — N.JA.C,
6A:10-1.3

comtrnetrentered e by e sehoal distriet in offect on-Tuly 12013 No
callective bargaining agreement entered into after July 1, 2013, shall
conflict with the educatar evaluation system established pursuant to
N.JIA.C. 6A:10-1.1 et seq. or any other specific statute or regulation, nor
shall topics subject to bargaining involve mafters of educational policy or
managerial prerogatives.

o] damdtoy by o bever i triet 3 £
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C. Educator Evaluation Data, Information, and Annual Performance Repotts
—NJAC 6A:10-14

All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees of the
Board of Bducation for the purposes of conducting the educator evaluation
process pursuant to N.JA.C. 6A:10-1.1 et seq., including, but not limited
to, digital records, shall be confidential. Such information shall not be
subject fo public inspection or copying pursuant to the Open Public
Records Act, NLJSA. 4T:1A-1 et seq. Nothing contained m N.JA.C
6A:10-1.1 et seq. shall be construed to prohibit the Department or a school
district from, at its discretion, collecting evaluation data pursuant to
N.JSA. 18A:6-123e, or distributing apgregate statistics regarding
evaluation data,

D. Evaluation of Principals, Vice Principals, and Assistant Principals —
NJ.A.C 6A:10-2.1

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

2. The evaluation rubrics for Principals, Viee Priincipals, and
Assistant Principals shall include all other televant minimum
standards set forth in N.J.S.A. T8A:6-123 (P.L. 2012, c. 26, § 17¢).

3. Evaluation rubrics shall be submitted to the Commissioner by
Aungust June 1 for approval by August 13 1 of each year.

E. Duties of the Board of Education - N.JAC. 64:10-22

1. The Board of Education shall meet the following requirements for
the annual evaluation of Principals, Vice Principals, and Assistant
Principals, unless otherwise specified:
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a. Establish a District Bvaluation Advisory Committee to
cverses and puide the planning and implementation of the
Board of Education's evaluation policies and procedures as
set forth in NJJLA.C. 0A:10-2 et seq.;

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

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

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

d. Annually adopt by June 1, any Commissioner-approved
educator practice instruments and, as part of the process
described af N.JIA.C. 6A:10-2.1(¢), notify the Department
which instruments will be used as part of the school
district’s evaluation rubrics;
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Ensure the Principal of each school within the schoal
district has established a School Improvement Panel
pursuant to W.JA.C. 6A:10-3.1. The panel shall be
established annually by Aupust 31 and shall carry out the
duties and functions deseribed in NJAC. 6A:10-3.2;

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

Ensure the Superintendent or designee certifies to the
Department that any observer who conducts an observation
of & Principal, Vice Principal, or Assistant Principal for the
purpose of evaiuation as described in N.JLA.C. 6A:10-4.4;
N.JAC. 6A:10-5.4; and 60A:10-6.2 shall meet the statutory
observation requirements of N.JS.A 18A:0-115;
18A:6-123.b.(8); and N.J.S.A, 18A:27-3.1 and the teacher
member of the School Improvement Panel requiresments of
NIA.C 6A:10-32.

2. The Board of Education shall ensure the following iraining
procedutes are followed when implementing the evaluation rubric
for all Principals, Vice Principals, and Assistant Principals and,
when applicable, applying the Commissioner-approved principal
practice instruments.

a.

Annually provide fraining on and descriptions of each
component of the evaluation robric for all Prineipals, Vice
Principals, and Assistant Principals who are being
evaluated in the school district and provide more thorough
training for any Principals, Vice Principals, and Assistant
Principals who are being evaluated for the first time.
Training shall include detailed descriptions of all
evaluation rubric compeonents inclnding, when applicable,
detailed descriptions of student achievement measures and
all aspects of the principal practice instrument;

@ Copyrighl2021 = Sirauss Bsmay Aosocalse, LLF » 1866 Hinds Road  » Suike 1« Toms Rlwer, NJ 08753 - 4188

o FRI2ER-1G00




REGULATION GUIDE

TEACHING STATFF MEMBERS

R 3224/pags 8 of 22

Evaluation of Principals, Viee Principals,
and Asgsistant Principals

b, Anmually provide updates and refresher training for
supervisors who are conducting evaluations in the school
district and more thorough training for any supervisor who
will evaluate Principals, Vice DPrincipals, or Assistant
Principals for the first time, Training shall be provided on
each component of the evaluated Principal’s, Viee
Principal’s, or Assistant Prineipal’s evaluation rubric
before the evaluation of the Principal, Viee Principal, or
Assistant Principal;

c. The Superintendent shall annually cerfify to  the
Department that all supervisors of Principals, Viee
Principals, and Assistant Principals in the school district
who are utilizing evaluation rubrics have completed
training on and demonstrated competency in applying the
evaluation rubrics.

F. District Evaluaion Advisory Committee —NJ.A.C. 6A:10-2.3

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

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

3. A Beginning—in 2018 2040 +the Districi Evalvation Advisory
Committees is not shal-nedonger be required and the Board of
Education shall have the discretion to establish a eentinne—the
District Evaluation Advisory Committee.
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G. Evaluation Procedures for Principals, Viee Principals, and Assistant
Principals - N.JLA.C. 6A:10-2.4

1. The provigions outlined in Policy and Repulation 3224 and
N.JAC. 6A:10-2.4 shall be the minimum requirements for the
evaluation of Principals, Vice Principals, and Assistant Principals.

2. Evalvation policies and procedures requiring the annual evaluation
of Principals, Vice Principals, and Assistant Principals shall be
developed under the direction of the Superintendent, who may
consult with the Dstrict Bvalyation Advisory Committee or
representatives  from  School Improvement Panels, and shall
include, but not be Limited to, a description of:

a.

Holes and responsibilities for implementation of evaluation
policies and procedures;

Job deseriptions, evalugtion rubrics for Principals, Vice
Principals, and Assistant Principals, the process for
caleulating the summative ratings and each component and
the evaluation regulations sef forth in NJAC
6A:10-1 ef seq.;

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

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

Process for developing and  scoring  student  grosith
objectives;

The process for preparation of individual professional
development plans; and
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g. The process for preparation of an annual performance
report by the Superintendent or designated supervisor, and
an annual summary conference between the Principal, Vice
Principal, or Assistant Principal and the Superintendent or
designated supervisor,

3. The annual summary conference between the desipnated
supervisor and the Principal, Vice Principal, or Assistant Principal
shall be held before the annval performance report is filed. The
conference shall ocour en ar before June 30 of each school year
and shall include, but not be limited to, a review of the following:

a. The performance of the Principal, Vice Principal, or
Agsistant Prineipal based vpon the job description and the
scores or evidence compiled using the evaluation rubrie,
including, when applicable:

(n The educator’s prineipals practice instrument; and

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

h. The progress of the Prineipal, Vice Principal, or Assistant
Principal foward meeting the goals of the individual
professional development plan or, when applicable, the
corrective action plan; and

C. The preliminary annual performance report.

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

s The annoval performance report for the Prineipal, Vice Principal, or
Assistant Principal shall be prepared by the designated supervisor
and shall include, but not be limited to:
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i. A summative rating based on the evaluation rubric,
including, when applicable, a total score for each
component as deseribed in N.J.A.C. 6A:10-3;

b. Performance arca(s} of sfrength and arsafs) needing
improvement based upon the job description and
components of the Principal’s, Viece Principals, or
Assistant Principal’s evaluation rubric; and

c. The Principal’s, Vice Principal’s, or Assistant Principal’s
individual professional development plan or a cortective
action plan from the evaluation year being reviewed in the
report.

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

The Board of Education shall include all performance reports and
supporting data, including, but not limited to, written observation
reports and additional components of the summative evaluation
rating as part of the Principal’s, Vice Principal’s, or Assistant
Principal’s personnel file, or in an alternative, confidential
location. If reports and data are stored in an alternate location, the
personnel file shall clearly indicate the report’s location and how it
can be easily accessed. The records shall be confidential and shall
not be subject to public inspection or copying pursnant to the Open
Public Records Act, NLLS A 47:1A-] et seq.

H. Corrective Action Plans for Principals, Vice Principals, and Assistant
Principals — N.JA.C. 6A:10-2.5

L.

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

The corrective action plan shall be developed and the Principal,
Vice Principal, or Assigtant Principal and his or her designated
supervisor shall meet to discuss the corrective action plan by
October 31 of the school year following the year of evaluation
Excep.

a. If the ineffective or partially effective summative
evaluation rating is received after October 1 of the school
year following the vear of evaluation, a corrective action
plan shall be developed, and the Principal, Vice Principal,
or Assistant Principal and his or her designated supervisor
shall meet to disvuss the corrective action plan within
twenty-five Principal, Vice Principal, or Assistant Principal
working days following the school distriet’s receipt of the
Principal’s, Vice Principal's, or Assistant Principal’s
summative rating.

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

a. Address areas in need of improvement identified in the
principal evaluation rabric; :

b. Include specific, demonstrable goals for improvement,

¢ Include responsibilities of the evaluated employee and the
schoao) district for the plan’s implementation; and

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

|| ® Copyight 2021 =

Sliauss Esmay Asaocielee, LLP  + {86 Hinds Road +  Soile 1+ Toms Rher, WJ QBTS3 - BTR3

»  T32-255-1500




REGULATION GUIDE

TEACHING STAFF MEMBERS

R 3224/page 13 of 22

Ewvaluation of Principals, Vies Principals,
and Asgsistant Principals

4, The designated supervisor and the Principal, Vice Principal, or
Assistant Principal on a corrective action plan shall discuss the
Principal’s, Vice Principal’s, or Assistant Principal’s progress
toward the goals outlined in the corrective action plan during each
post-observation conference, when required by N.ILSA
18A:27-3.1 or NLLA.C. 6A:10-5.4.

5, Progress toward the Principal’s, Vice Principal’s, or Assistant
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 at the
annual summary conference and the mid-year evaluation.
Both the Principal, Vice Principal, or Assistant Principal on
a cotrective action plan and his or her designated
supervisor may collect data and evidence to demonstrate
the Principal’s, Vice Principal’s, or Assistant Principal’s
progress toward his or her corrective action plan goals; and

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

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

7. The Superintendent or his or her designee, and the Principal, as
appropriate, shall conduct a mid-year evaluation of any Principal,
Vice Principal, or Assistant Principal pursuant to N.IS.A.
184:6-121 ¢. The mid-year evaluation shall oceur approximately
midway between the development of the carrective action plan and
the expected receipt of the next annwal summative rating. The
mid-year evaluation shall include, at & minimum a conference to
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discuss progress toward the Principal’s, Vies Frincipal’s, or
Asgsistant Principal’s goals outlined in the corrective action plan.
The mid-vear evaluation conference may be combined with a post-
observation conference.

8. The Superintendent shall ensure Principals, Vice Principals, and
Assistant Principals with a corrective action plan receive one
observation and a post-observation conference i addition to the
observations required in N.JA.C. 6A:10-5.4 for the purpose of
evaluation as described in N.J A C. 6A:10-1.2 and 5.4.

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

10.  There shall be no minimum number of Principal, Vice Principal, or
Asgistant Principal working days a Principal’s, Vice Principal’s, or
Agsistant Principal’s corrective action plan can be in place.

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

1. Unless otherwise noted, the components of the prineipal evaluation
rubrics shall apply to teaching staff members holding the position
of Principal, Yice Principal, or Assistant Principal and holding a
valid and effective standard, provisional, or emergency
administrative certificate.

2. The principal evaluation rubiic shall meet the standards provided
in N.IS.A, 184:6-123, including, but not limited to:

a. Measures of student achievement pursuant to N.JA.C.
fA10-5.2: and
b. Measures of principal practice pursvant to NJA.C.

6A:10-5.3 and 5.4.
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To earn a summative rating, the Principal, Vice Principal, or
Assistant Principal shall have a student achievement score,
pursuant to NJ.A.C. 6A;10-52 and a principal practice score
pursiant to W.JA.C. 6A:10-5.3 and 3.4.

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

a. If, according to N.JLA.C. 6A:10-52(b}, the Principal, Vice
Principal, or Assistant Principal receives a school-wide
student growth percentile score as described in NJ.A.C.
6A:10-5.2(c), the score shall be at least ten percent and no
oreater than forty percent of evaluation rubric rating as
determined by the Department.

b. Measure of average student growth objective for all
teachers, as described in NJA.C. 6A:10-5.2{d}, shall be at
Jeast ten percent and no greater than twenty percent of
evaluation rubric rating as determined by the Department.

c. Measure of administrator goal, as deseribed in N.JA.C.
6A:10-5.2(g), shall be no less than ten percent and no
greater than forty percent of evalvation rubric rating as
determined by the Department.

d. Measure of principal practice, as described in N.JA.C.
6A:10-5.3(b), shall be no less than fifty percent of
evaluation rubric rating.

Standardized assessments, used as a measure of student progress,
shall not be the predominant factor in detsrmining a Principal’s
anmual sumitative rating.
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6. The Department shall periodically collect principal evaluation
rubric data that shall include, but are not limited to, component-
level scores and annual summative ratings.

L. Student Achievement Components of Principal Evaluation Rubries —
NJAC 6A:10-5.2

1. Measures of student achievement shall be used to determine
impact on smdent learning and shall include the following
components:

a. The school-wide student growth percentile of all students
asgigned to the Principal;

b, Average student growth objective scores of every teacher,
ag deseribed in N.JA.C. 6A:10-4.2(e), assiomed 1o the
Principal; and

c. Administrator goals set by Principals, Vice Principals, or
Asgistant Principals in consultation with their supervisor
pursuant to NJA.C. 6A:10-3.2(g), which shall be specific
and measurable, based on student growth and/or
achievement data.

2. The school-wide student growth pereentile score shall be included
in the annual summative rating of Principals, Vice Principals, and
Assistant Principals who are assigned to a school as of October 15
and who are employed in schools where student growth percentiles
are available for students in one or more prades. If the Principal,
Vice Principal, or Assistant Principal iz employed in more than one
school, the Superintendent shall assign to the PFrincipal, Viee
Principal, or Assistant Principal, as appropriate, the school-wide
student growth percentile from one school and shall notify the
Principal, Vice Principal, or Assistant Prncipal at the beginning of
the school year of the student growth percentile assigniment.

3. The Department shall calculate the school-wide stodent growth
percentile for Principals, Vice Principals, and Assistant Principals.
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4, The average student growth objective scores of all teachers, as
described in N.JA.C. 6A:10-4.2{e), shall be a component of the
Principal’s annual summative rating. The average student srowth
objective scores for Vice Principals or Assistant Principals shall be
determined according to the following procedures.

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

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

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

a. The designated supervisor shall determine for all
Principals, Vice Principals, or Assistant Principals, the
number of required administrator goals which shall reflect
the achievement of a significant number of students within
the school. By August 31 prior to the school year in which
the evaluation rubric applies, the Department shall provide
on the Department’s website the minimum and maximum
number of required goals, which will be at least one goal
and no more than four goals.

b. Principals, Vice Frineipals, or Assistant Principals shall
develop, in consultation with their designated supervisor,
each administrator goal. Fach Yice Principal and Assistant
Principal shall set goals specific to his or her job
description or adopt the same goals as his or her Principal.
I the Principal, Vice Principal, or Assistant Prineipal and
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his or her designated supervisor de not agree upon the
administrator goal the Principal’s, Vice Principal’s, or
Assistant Principal’s desipnated supervisor shall make the
final determination.

C. Adminisirator  goals and the criteris for assessing
performance based on those objectives shall be determined,
recorded, and retained by the Principal, Vice Principal, or
Assistant Principal and his or her designated superviser by
October 31 of each school year, or within twenty-five
Principal, Vice Primcipal, and Aszistant Prineipal
working days of the Principal®s, Vice Principal’s, or
Assistant Principal’s start date if he or she begins work
after October 1.

d. The administrator goal score shall be approved by ths
designated supervisor of the Principal, Vice Principal, or
Assistant Principal. The Principal’s, Vice Principal’s, or
Assistant Principal’s administrator goal score, if available,
shall be discussed at his or her anmual summary conference
and recorded in his or her personnel file.

K Principal Practice Component of Evaluation Rubric — N.J A.C. 6A:10-5.3

1. iMeasures of principal practice shall include a measure determined
through a Commissioner-approved principal practice instrument
and may include a leadership measure determined through the
Department-created leadership rubrie.

2. Principal practice component rating shall be based on the
measurement of the Principal’s, Vice Principal’s, or Assistant
Principal’s performance according to the school district’s
Commissioner-approved principal practice instrument.
Observations pursuant to N.J.A.C. 64A:10-5.4 shall be used as one
form of evidence for this measurement.
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3. Lendership practice shall be determined by a score on a leadership
rubric, which will assess the Principal’s, Vice Principal’s, or
Assistant Principal’s ability to improve student achievement and
teaching staff member effectiveness through identified leader
behaviars. The rubric will be posted en the Department’s wehsite

and annually maintained.
L. Principal, Vice Principal, and Assistant Principal Observations — NULAC.
6A:10-54
1. The Superintendent or his or her desipnes, shall conduct

chservations for the evalvation of Principals pursuam to N.ILS.A.
18A:6-121 and he or she shall be trained pursuant to N.JA.C.
64:10-2.2(b},

2. A Principal, or the Superintendent or his or her designee, shall
conduct observations for the evaluation of Vice Principals and
Aszsistant Principals pursuant to NS A, 18A:6-121.

3. For the purpose of collecting data for the evaluation of a Principal,
Vice Principal, or Assistant Principal, an observation, as described
inN.JSA T8A:6-119 and N.J.A.C. 6A:10-1.2, may include, but is
not limited to: building walk-through, staff meeting observation,
parent conference observation, or case study analysis of a
significant student issue.

4, Post-obaervation  confersnces  shall  include the fullowing
procedures:
a. A supervisor who is present at the observaiion shall

conduct 4 post-observation conference with the Principal,
Vice Principal, or Assistant Principal being observed. A
post-observation conference shall occur no more than
fifteen Principal, Vice Principal, or Assistant Principal
working days following each observation.
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b. The post-observation conference shall be for the purpose af
reviewing the data collected at the observation, connecting
the data to the principal practice imstrument and the
Principal’s, Vice Principal’s, or Assistant Principal’s
individual professional development plan, collecting
additional information needed for the evaluation, and
offering areas to improve effectiveness.

c. With the consent of the observed Principal, Vice Principal,
or Assistant Principal, post-observation confersnces for
individuals who are not on & corrective action plan may be
conducted via written communication, including electronic
communication.

d. One post-observation conferenee may be combined with
the Principal’s, Vice Principal’s, or Assistant Principal’s
annoal summmary conference as long as it oceurs within the
required fifteen Principal, Vice Principal, or Asslstant
Principal working days following the observation,

€. A wriften or electronic observation report shall be signed
by the supervisor who conducted the observation and post-
observation and the Prineipal, Vice Principal, or Assistant
Principal who was ohserved.

f. The Principal, Vice Principal, or Assistant Principal shall
submit hig or her written objection(s) of the evalvation
within ten Principal, Viee Principal, and Assistant
Principal working days following the conference. The
objection{s) shall be attached to each party’s copy of the
annual performance report.

Each tenured Principal, Vice Principal, and Assistant Principal
ghall be observed as described in NJAC, 6A:10-54, at least two
times during each school year. Each nountenured Principal, Vice
Principal, and Assistant Principal shall be chserved as described in
NJA.C. 6A:10-5.4 at least three times during each school year, as
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required by N.LS.A. 184:27-3.1. An additicnal chservation shall
be conducted pursuant to NJA.C. 6A:10-2.5(h) for Principals,
Vice Principals, and Assistant Principals who are on a corrective
agtion plan,

M.  Principal Practice Instrument —~N.J.A.C. 6A:10-7.3

1

The principal practice mstrument approved by the Department
shall meet the following critetia:

a.

Incorporate domains of practice and/or performance criteria
that align to the 2015 2008 ISEEC Professional Standards
for Educational Secheslt Leaders developed by the
National Policy Board for Educational Administration

(NPBEA) Interstate—Scheol—Leadership— Licensure
Censortivm incorporated herein by referencesevatlebleat:

Include scoring guides for assessing principal practice that
differentiate among a minimum of four levels of
performance, and the differentiation has been shown in
practice and/or research studies. Each scoring guide shall
clearly define the expectations for each cafegory and
provide a conversion to four rating categories,

Rely on, to the extent possible, multiple sources of
evidence collected throughout the school year, including,
but not limited to, evalvation of a Principal’s leadership
related to:

(I} Implementing high-quality and standards-aligned
curniculum, assessments, and instruction; and

(2) Evaluating the effectiveness of teaching staff
members and supporting their professional growth.
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d. Tnclude  descriptions of  specific  training  and
implementation details required for the instrument to be

effective.

Adopted:
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[See POLICY ALERT Nos. 166, 201 and 223]
4146 NONRENEWAL OF NONTENURED SUPPORT STAFF MEMBER

The Board will renew the employment contract of a nontenured support staff
member only upon the recommendation of the Superintendent and by a recorded
roll call majority vote of the full membership of the Board. The Board will not
withhold its approval for arbitrary and capricious reasons. A nontenured suppoit
staff member who Is not recommended for renewal by the Superintendent is
deemed nonrenewed.

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

The Superintendent shall provide written rotification to retify each nontenured
support staff member to whom reemployment will not be offered im—weiting in
accordance with the terms of any applicable collective bargaining agreement,
individual contract, or &any other agreement between the parties.
Paraprofessionals contimionsly employed since the preceding September 30 as &
school aide or classroom aide in a school district that receives funding under Title
I of the Federal Elementary and Secondary Education Act of 1965 shall be
notified of renevwsal or nonrenewal on or before May 15 in each vear in accordance
with the provisions of N.JS. A, 18A:27-10.2.
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Any nontenured support staft member receiving notice that a contract for the
succeeding year will not be offered, may within fifteen calendar days, request
in writing a statement of the reasons for such nonemployment which shall be

the & nr:rntﬁnurﬁd support sf:aff mcmbar in ertmg wmhm thn't;j,r -;:a[em:'lar days
after the receipt of swch the request.

Whensver a nontenured support staff member has requested in writing and
received a written statement of reasons for non-reemployment pursuant fo
N.JS.A. 18A:27-3.2, the nontenured suppert staff member may request in
writing shel-have-the-sght to an informal appearance before the Board, The
written request shall be submitted to ihe 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
days from the nontenured suppurt staff memher 5 recmpt of the Bmm:'[ 5

The Board is not required to offer reemployment or vote on reemployment after
an informal appearance with a nontenured support staff member who was not
recommended for reemployment by the Superintendent. The Board may, with a
majority vote of its full membership in public session and without the
recommendation of the Superintendent, offer the nontenured support staff
member reemployment after the informal appearance before the Board., Within
three working days following the informal appearance, the Board shall notify
the affer:ted nnnteuureﬂ s’uppurt staff memher, 111 wntmg, nf 1ts final
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The provisions as outlined in Policy and Regulation 4146 may be revised or
adjusted by the Superintendent of Schools to be n accordance with the terms and
timelines of any applicable collective bargaining agreement, individual contract,
or any other agreement between the parties provided the terms are not contrary to
any statute, administeative code, or any management rights of the Board.

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

Moneys, Board Auditor, Board Aftomey or Board Secretary, except 4 Board
Secretary who performs business administration functions.

NIS.A IBA:27-3.2; 18A:27-4 1
NJAC, 6A:10-9.1

Adopted:
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[See FOLICY ALERT Nos. 166, 201 and 223]

R 4146 NONRENEWAL OF NONTENURED SUPPORT STAFF MEMBER

A, Evaluations

1.

Each nonteruired support staff’ member shall be evaluated at least
one time each school year,

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

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

B. MNonrenewsl Recommendation

1.

When 1 nontenured support staff member’'s performance does not
meet the standards of the school district, employment will not be
offered to the nontemured support staff member‘s—immediate
m;}pamser fﬂr the next succeedmg shaH—raeammend—Ea—ﬂqe

aheuld—nﬁt—be-pe-emplayedﬁﬁhe—feﬂaﬂmg schan] jrear

The nontenured support staff member shall be informed by the
Superintendent of Schools, in writing, that employment for the
next succeeding school year will not be offered.  This written
notice shall be provided to the nontenured support staff member in
accordance with the timelines and terms of any applicable
collective bargaining agreement, individual contract, or any other
agreement betiveen the parties.

A recommendation by the Superintendent to not remew the
nontenured support staff member fornonrenewnl may be based
upon the nontenured support staft member’s evaluations, job
performance, of any factor affecting his/her employment in the
school his district.
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4, A nontenured support staff member contract can enby be renewed
only vpon the Superintendent’s recommendation and a majority
vote of the full membership of the Board. The Board shall may
not withhold its approval for arbitrary and capricious reasons.

C. Nonrenewal Action
1. Prior to notifying the nontenured support staff member of the

nonrenewal, the Superintendent shall notify the Board of the
recommendation not o renew the nontenured support staff
member's mntract amdd the reasons for the remmmendatmn

2 The Supanntendant

maj.-’ nﬂtlfy the Bﬂﬁl‘d mf:mbf:rs of the recommendation not to
renew the nontenured support tesching staff member’s contract
and the reasons for the recommendation in a written notice to the

anrd pl'—l-Eﬂ‘—EB—Mﬂr‘leé— In or in the alternative, -ﬂ}@-s'lfpéﬂﬂﬁe‘ﬂdﬁﬂ-t

bk in a6 ﬁ}{ﬁcutl‘i-’ﬁ sesslon.

Uﬁmg—éhﬂ—epﬂﬁ& If notlficatlﬂn iy prnvldfd to the Board in
executive session, the Superintendent and the Board will meet in
executive sessicn in aecordance with the timelines and ferms of
any applicable collective bargaining agreement, individual
contract, or any ofther agreement between parties priorfo-day

. Notice of the executive session shall be given in
accordance with NJSA. 10:4-13 and individual nofice
shall be given, not less than forty-eight hours in advance of
the meeting, to thoss nontenured support staff members
whose possible nonrenewal will be discussed af the
meeting. If any such nontenured support staff member
emplayes requests the discussion take place in public, the
recommendation for histher nonrenewal will be severed
from any other nonrenewa! recommendation and will be
scheduled for discussion at a public meeting,
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The Superintendent will ensure the fimelines for nonrenewal
action are in accordance with the timelines and terms of any
applicable collective bargaining agreement, individual
contract, or any other agreement between the parties.

A nontenured support staff’ member not recommended for renewal
by the Superintendent is deemed not remewed. A Board of
Education vote is not required on the Superintendent’s
recommendation(s) to not renew a nontenured support staff
member’s contract.

D. Motice of Nonrenewal

12.

The nonrenewal notice shall be #n—weiting—eand provided to the
nontenured support staff member not recommended for renewal by
the Superintendent in accordance with the terms of any
applicable collective bargaining agreeinent, individual contract, or
any other agreement between the parties. If hand delivered, a
recard shall be made of the date on which delivery was made. If
sent by mail, the notice shall be sent registered mail, retum receipt
requested, to the nontenured support staff member's address of
record.

E. Request for Statement of Reasens

L.

Any nontenured support staff member receiving notice that a
contract for the succeeding school year will not be offered may,
within fifteen calendar days thereafter, request in writing a
statement of the reasons for such nonemployment which shall
be given to the nontenured support staff member in writing
thirty calendar days after the receipt of such request, A

o g - e 1 r-runy o = el 5 q P -
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The statement of reasons for a nonrenewal will set forth, with as
much particularity as possible, the precise reasons for the
nonrenewal. Where the nonrenewal is based on performance
deficiencies recorded i the nontenored support staff member's
emplovee’s evaluations and the nonfemured swpport staff
member employee has been given a copy of those evaluations, the
statement of reasons may incorporate the evaluations by reference.

The statement of reasons may be prepared by the Superintendent or
the Board Secretary and shall be delivered to the nontenured
support staff member emplevee who requested the statement of
veasons it within thirty calendar days after the receipt of the
nontenured support staff member’s empleyee’s request for the
statement of reasons.

F. Monrenewal Appearance

1.

Whenever the nontenured support staff memher has requested
in writing and received a written statement of reasons for non-
reemployment  purswant o NJSA, 1BA:27-32,  the
nontenured support staff member may request in writing an
informal appearance hefore the Board. The written request
shall be submitted to the Board within ten calendar days of the
nontenured support staff member’s receipt of the Board’s
statement of reasons A-suppertsteffmember-ywwho-hasrequestad-

A-date-for-the The nformal appearance shall be scheduled within
thirty calendar days from the nontenured support staff member’s

receipt of the Board’s statement of reasons. The-appearanee-shatl
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3 The Board will exercise discretion in determining determine a
reasonable length of time for the proceeding to-be-devoted-te-the
appestance;  depending upon  each  instance’s  specific
gircumstances.

4, The proceeding of an informal appearance before the Board may
be conducted im executive session pursuant fo NJA.C.
10:4-12(b¥8). If comducted in executive session notice must be
given in aecordance with N.J.S A, 10:4-13,

53.  The Board shall provide the nontenured support staff member
adeguate written notice regarding the date and time of the

informal appearance ﬂae—sappeﬂ—sfeaff—mﬁmbef—fequeﬁmg—ﬂae

64.  The nontenured support staff member’s appearance before the
Board shall not be an adversary proceeding., The purpose of
the appearance shall be to provide the nontenured support
staff member the opportunity to convinee Board of Education

members to -:uﬂ'er reempluyment. fEhe—pappaae—ef—ﬂie—aﬂae&mﬂee

7. The proceeding of an informal appearance before the Board shall
be mnducted with the Pmmdant of the Board presldmg and-the

85.  The nontenured support staff member may be represented by an
attorney or by one individual of his’her choosing. HefShe The
nontenured support staff member may present, on his or her

behalf, witnesses to—testifyon-hisher behalf—Witnesses who do
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not need to present testimony under oath: an
be—peeef»ded-T—he sha.]l not he eress-exammed by the Board will

R3O a-them. Witnesses shall
wqﬂ be eal]ed one at a tlme mte ‘I:he meetmg to eddrees the Board
ene-gt-a-time and shall be excused fiom the meeting after making
their statements.

Final Dretermination

1.

L

by-the Superintendentis-deemed-natrenowed— A Board vote is not
required on the Supeiintendent’s recommendation{s) to not renew
a nontenured support staff member. However, after an informal
appearance before the Board, the Superintendent may make a
recommendation for reemployinent of the nontenured support
staff member to the vetmg members ef the Beard $he—vehﬁg

Superintendest s—reeormimendation. If the Superintendent
recommenids the nontenuwred teaching staff member for
reemployment, the voting members of the Board must, by a
majority vote of the full Board at a public session, approve or
not approve the reemployment.

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

Within three working days following the informal appearance,
the Board shall notify the affected nontentved support staff
member, in writing, of its final determination. The Board may
delegate  notification of its  final determination to the
Supermtendent or Board Seeretarjr qihe—ﬁeel—deteﬁﬂmmnee
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May 21

M

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

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

#5361 PROCUREMENT PROCEDURES FOR SCHOOIL.
NUTRITION PROGRAMS

The Board of Education adopts this Policy to identify their procurement plan for
the United States Department of Agriculture’s (USDA) School Nutntion
Programs. School Nutrition Programs inchide, but are not limited to:  the
Mational School Lunch Program (NSLP), School Breakfast Program (SEP);
Afterschool Snack Program (ASPY; Special Milk Program (SMP); Fresh Fruit and
Vepetable Program (FFVP); Seamless Summer Option (S50} of the NSLP;
Summer Food Service Program (SFSP), the AtRisk Afterschool Meals
component of the Child and Adult Care Food Program {CACFPY; 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 Beard of Education and/or a food service
management company (FSMC) camply with all Federal regulations, including but
not limited to: 7 CFR Parts 210, 220, 225, 226, 245, 250; 2 CFR 200; State
procurement stalutes and administrative codes and regulations; local Board of
Education procurernent 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 nmust maximize full and
open competition. Source documentation will be maintained by the School
Business Administrator/Board Secretary or designee and will be available to
detertnine open competition, the reasonableness, the allowability, and the
allocation of costs.

The Board of Education infentionally seeks to prohibit conflicts of interest in all
procurement of goods and services.
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Procurement Procedures for School
Nirrition Programs

A, (ieneral Procurement

The procurement procedures will maximize full and open competition,
transparency In iransactions, comparability, and documentation of
procurement activities, The school district’s plan for procuring ih:n%

use in the School Nutrition Programs is as follows: : Q

1.

The School Business Administrator/Board Secretary w@um all
purchases will be in accordance with the Funds

Procurement Method Selection Chart — State Age, rm #358—
Appendix,  Formal procurement proceduresawi# be used as
required by 2 CFR 200.318 through .32 State and local
procurement code and regulations al procurement

proceduores (small purchase) will be for purchases under
the most restrictive small pur eshold,

2. The following procedures v&l 1 hkeﬁa&d for all purchases:
Product’ Estittaled E'm:,um:uauj:- Evzluation  MCantract Coateact
Dollar | Anarered Druration
Bervicea Amovni i thod Type Freqoensy
EFETI] Tiafrrel Bricoxm Lrtenmuned by [
Prwery Factee | Edatufe Pkl
Fapr LFEELTT] Tedwcral Prica = Tatonmined by @rh
oy Facies | Eatube
Emall nere STOHT Tl Prica s Tiatanainad by ﬁy&
Pringary Facknr | Hahde
Egriptnrnt o000 Tl ar Fricam Detomined by Tl-atr i
Formal Eonoowy Factog | Plahuts Ariwa]
Foruirs OG0 Tefreral Pricam [ Dictonmined mm
Lrinmry Factng Slatubi=
- o
B. Micro-P Procedures

1. ‘%gu&licf Charter Schools

o3

Purchases of supplies or services, as defined by 2 CEFR 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(x)
and below thresholds established by the State Treasurer for
informal receipt of quotations. Purchases will be distributed
equitably among qualified suppliers with reasonabie prices.
Records will be kept for micro-purchases.

>
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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
i reasonable. Purchases will be distribnted equitably among
gualified suppliers with reasonable prices. Records will be kept
for mxiere-purchases.

3. Formal bid procedures will be applied on the bagis 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 fallowed.

C. Formal Procorement

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

L. An announcement of an IFB or a RFP will be placed in the Board
designated official newspaper to publicize the intent of the Board
of Education to purchase needed items. The adverfisement for
bids/proposals or legal notice will be published in the official
newspapet for at least one day in accordance with the provisions of
N.JISA. 18A:1BA-21.

& Copyright 2021« Sweyes Esmay Asscciates, LLP « 1866 Hinds Road  » Site=1 » Toma Aiver, W] GETF53-8199  +  732-2RE-1RO0




POLICY GUIDE

OPERATIONS

8561 page 4 of 16

Procurement Procedures for School
Mutrition Programs

An advertisement In. the official newspaper for at least one day is
required for all purchases over the schoal district’s small purchase

threshold as outlined in Appesdis— Federal Funds Procurement

advertisement will contain the following:

Method Section Chart — State Agency Form #3358 '%é(

a.

b.

In an IFB or RTP,
on the same spec]

A peneral description of items to be purchased; 'Q%

date

The deadline for submission of questio
writien responses will be provided, includi
bid specificaiions, ferms, and conditio

The date of the pre-bid meeti

attendance is a reguirement for a :

The deadline for submis% a ed bids or proposals;
\

and \
The address of the ion where complete specifications
and bid forms b ined.

ovided, and if

vendor will be given an opportunity to bid
ons.

The de % of writter specifications or descriptions for
procure; will be prohibited from submitting bids or propesals

fors

ducts or services.

or RFP will clearly define the purchase conditions. The

owing list includes requiremnents, not exclusive, to be addressed

1 the procurement docmmert:

a.

Contract peripd for the base year and renewals as
permmitted;

The Board of Education is responsible for all comtracts
awarded {statement);

Date, time, and location. of IFR/REP opening;

N

L
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d. How the vendar is to be informed of bid acceptance or
rejection;

e Delivery schedule;

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

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

h.”  Statement assuring positive efforts will be made to involve
small and  minority  businesses, women’s  business
enterprises, and labor surplus grea 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;

I Contract provisions as required in Appendix I fo
2 CFR 200:

{1}  Termination for cause and convenience — coniracts
in excess of $10,000;

{2y  Egual Opportunity Employment - “federally
assisted construction contracts™,

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

{4y  Contract work Hours and Safefy Standards -
contracts in excess of $100,000;

(5)  Right to inventions made under a contract or
apreement — if the contract meeis the defimtion of a
“funding agreement” under 37 CFR. 401.2{a);

© Copyright 2021 = Sfrauss Esmay Aesociates, LLP « 1883 Hwds Ropd  « Suite 1 = Toms River, W) 08763-8199 «  732-266-T600
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(6)  Clean Air Act— contracts in excess of $150,000;

&) Debarment and Suspension — all Federal awarded
contracts;

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

(9) Contracts must address admimistrative, contractual,
or lepal remedies in instances where confractors
violate or breach confract 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 confracts;

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;

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

0. Method of evaluation and type of confract to be awarded
(solicitations using an IFB are awarded to the lowest
responsive and responsible bidder; solicitations vsing a
RFP are awarded to the most advantageous bidder/offeror
with price as the pomary factor among factors considered);

i Copyright 2021 »  Sieusa Esmay Aseoclales, LLP » 1880 Hinds Rioad  + Suila 1« Temes Rlver, W) 007526108 »  F32-255-1500
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p. Method of award annouwncement and effective date (if

mtent to award is required by State or local procurement
TRquUirements);

q. 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 lersey
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 io all negotiated

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

records for three years afier final payment and all other
pendimg matters (andits} are closed for all negotiated
contracts;

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

V. Provision regquiring the contractor to recognize mandatory
standards/policics 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

comtract or a copy of search results from the System for
Award Management (SAM);

& Copyright 2021 »  Slauss Esmay Aasociales, LLF = {886 Hinds Road » Sulled «  Tome River, N QET53-8150 Ta2-2E5-1500
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¥. Provizsion reguiring “Buy American™ as outlined in
T CFR Part 21021{d) and USDA CGuidance Memo
SP 38-2017, imcluding specific instructions for prior
approval and docnmentation of utilization of non-domestic
food products only;

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

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

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

Seven days.

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

b. The School Business Administrator/Board Secretary will be
responsible 1o ensore all Board of Education procurements
are conducted in compliance with applicable Federal, State,
and local procurement regulations.

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

7. In awarding & RFP, a set of award criteria m the form of a
weighted evaluation sheet will be provided to each bidder m the
initial bid document materials. Price along is not the sole basis for
award, but remains the primary consideration among all factors
when awarding a contract. Following evaluation and negotiations,
2 firm fixed price or cost refmbursable contract is awarded.

& Copynight 2021 = Blrakms Esmay Associgles, LLP & 1886 Hinds Road »  SuMe1 = Toma River, NJ 08752-8108 - T32-255-1500
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a. The contracts will be awarded to the responsible
bidder/proposer whose bid or proposal 15 responsive 1o the
invitation and is most advantageous to the Board of
Bducation, price as the primary, and other factors
considersd. Any and all bids or proposals may be rejected
in accordance with the law.

b. The School Business Administrator/Board Secretary or
designee 18 required to sign on the bhid tabulation of
competitive sealed bids or the evaluation criterion score
sheet of competitive proposals signifying a review and
approval of the selections,

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

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

€. Any time an accepted itemn is not available, the School
Business Administrator/Board Secretary will select the
acceptable alternate,  The contractor must inform the
Schoel Business Admimstrator/Board Secretary within one
workday if a prodect 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
Amenican Provision.

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

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

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

Selection Chart — State Agency Form #358 See-Appendix, the folldali
small purchase procedures including gnotes will be used. Q’l.lﬂ%

minimum number 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 op ty to provide
a price quote on the same specificati ,Q\ i of three
vendors shall be contacted. ﬁﬂﬁ\ '

3. The Bchool Business Administratpr/B Secretary or designee
will be responsible for con‘al;(@htenﬁal vendors when price

quotes are needed
A
4. The price quotes will R?appmpﬁate confidentiality before
award.

5. Quotes/Bids &g‘; awarded by the School Business

Admlmstmg' ecretary.  Quotes/Bids will be awarded on

the foll criteria. (Quote/Bid price must be the highest

wel riz. Examples of other possible criferia mclude
%&hme delivery, and availability.

School Business Adminisirator/Board Secretary will be
nsih]e for documentation of records to show selection of

% vendor, reasons for selection, names of all vendors contacted, price

,& quotes from each vendor, and written specifications.

0 The School Business Administrafor/Board Secretary or designee
will be responsible for documentation that the actual product

specified is received.

8. Any time an accepted item is not available, the School Business
Administrator/Board Secretary will select the acceptable alternate.
Full documentation will he made available as to the selection of

the acceptable item.

Torns Rbver, MO DETE3-8198  « TI2E5E-4500
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9, The School Business Administator/Board Recretary 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 simgle sonrce when the award of a
contract is not feasible under small purchase, segled bid or competitive
negotiation, noncompetitive proposal procedures will be used:

L.

2.

‘Written specifications will be prepared and provided to the vendor.

The School Business Administrator/Board Secretary will be
responsible for the docuymentation of records to fully explain the
decision to use the noncompetitive proposal. The records will be
available for andit and review.

The School Business Administrator/Board Secretary or designee
will be responsible for documentation that the actual product or
service gpecified was received.

The Schaol Business Admimistrator/Board Secretary will be
responsible for reviewing the procedures to be certain all
requirements for wsing single source or noncompetitive proposals
are met.

The noncompetitive micro-purchage method shall be nsed 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 festing
purposes. A record of noncompetitive negotiation purchase shall
be maintained by the School Business Administrator/Board
Secretary or designes. At & minimum, the record of
noncompetitive purchases ghall include:  ifem name; dollar
amount; vendor; and reason for noncompetitive procurement.

A member or representative of the Board of Education will
approve, in advance, all procurements that result from
noncompettive negotiations.
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F. Mizcellaneous Provisions

1.

New product evaluagtion procedures will include a review of
product labels and ingredients; an evaluation of the nutritional
value; taste tests and sorveys; and any other evaluations to ensure
the naw product would enhanee the program.

The Board of Education agrees the reviewing official of each
transaction will be the School Business Administrator’/Board
Secretary.

Payment will be made to the vendor when the confract has been
met and verified and has met the Board of Education’s procedures
for payment. (If prompt payment is made, discounts, ete., are
accepted.)

Specifications will be updated as needed.

If the product is not as specified, the following procedure,
including, but not limited to, will take place: remove product from
service; contact vendor for approved alternate product; or remove
product from bid.

G. Emergency Purchases

1.

If it is necessary to make a one-time emergency procurement to
continue service or obiain goods, and the public exigency or
emergency will not permit a delay resulting from a competiiive
solicitation, the purchase must be authorized vsing 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 NJ.5.A. 18AI18A-7.
All emergency procurements shall be approved by the School
Business Administrator/Board Secretary. At a minimum, the
following emergency procurement procedures shall be documented
to inclede, but not be limited to: item name; dollar amount;
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
apreements the Board of Education will ensure that competitive
procurements are conducted in accordance with 2 CFR Part
200318 through 326 and applicable program regulations and
guidance.

2. When utilizing the services of a co-op, agent, or third party the
Board of Education will ensure that the following conditions have
been met and considered as one source of pricing in addition to
other prices:

a. All procurements were subject to fill and open competition
and were made in accordance with Federal/Stateflocal
_procurement requirements;

b. The existing contract allows for the inclusion of additional
Board of Educations that were not contemplated in the
original  procurement 1o purchase the  same
suppliesfequipment through the criginal award;

C. The specifications in the existing contract meets their needs
and that the items being ordered are in the coniract;

d. The awarded confract requires all the Federally required
certifications; e.g. Buy American, debarment, restrictions
on lobbymg, 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 matenial change, resulting in the
neads to re-bid the contract;

f, 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 most be specified,
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g 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 Eecords Retention

1. The Board of Education shall agree to retain all hooks, 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 wsnes raised hy
the audit. Specifically, the Board of Education shall maintain, 4t 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 nepotiation history and working papers;
€. The basis for contractor selection;

f Approval from the State agency to support a lack of
competition when competitive bids or offers are not
obtained;

g. The basis for award cost or price;

h. The terms and conditions of the contract,
i. Any changes to the contract and negotiation histary;

J- Rilling 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.LS A, 18A 184 —
Publie School Contracts Law.

J. Code of Conduct for Procurement

L.

All procurements must ensure there is open and free competiion
and adhere to the most restrichive Federal, Stats, and local
requirements. The Board of Education seeks to conduct all
procurement procedures in compliance with stated regulations and
to prohibit conflicts of interest and actions of employees engaged
in the selection, award, and administration of contracis. All
procurements will be in accordance with thiz Policy and all
applicable provisions of N.JS.A. 1BA:18A — Public School
Confracis Law.

No employee, officer, or agent may participate n the selection,
award, or administration of a contract supported by a Federal,
Stute, or local award if he or she has a real or apparent conflict of
inferest.  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 mor accept gratuities, favors, or anything of
monefary value from confractors or parties to subconfracls.
However, non-Federal entities may set standards for situations in
which the financial imterest is noi substantial or the gift is an
unsolicited item of nominal valne.
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The standards of conduct must provide for disciplinary actions o
be applied for violations of such standards by officers, employees,
or agents of the non-Federal entity. Based on the severity of the
infraction, the penalties could include a written reprimand to their
personnel file, a suspension with or without pay, or termination,

All questions and concems 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 disirict’s food service program, the
school district shall ensure that a FSMC complies with the
requirements of the Propram Apreement, 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 apree to offer free, reduced price, and full price
reimbursable meals to all eligible children.

The school district shall monitor the FSMC billing invoices fo
ensure compliance with Federal and State procurement regulations.

In accordance with N.J.S. A, 1BA:18A-5a.(22), RFPs are required
in all solicitations for a FSMC.

N.JS.A. 18A:18A — Public School Contracts Law

New Jersey Department of Agriculture
“Procurement Procedures for School Food
Authorities” Model Policy — September 2018
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6471 SCHOOL DISTRICT TRAVEL

The Board of Education shall implement a Policy and Regnlation pertaining to travel
expenditures for its employees and Board of Education members that is in accordance
with N.JS. A, 18A:11-12 N JAC. 6A:23A-7 and other rules and procedures the
Board of Education deems appropriate pursuant to N.J.A.C. 6A:23A-7.3(a). The
Policy and Regulation pertaining to schoo] district travel expenditures incorporates
either expressly, in whole or in part, and/or by veference, the laws and regulations
contained in N.JS. A 18A:11-12 and N.LA.C. 6A:23A-7,

The Board of Education shall ensureg the effective and efficient use of funds by adopting and
tmplementing policies and procedures that are in accordance with N.J.S A, 18A:11-12 and &State
af New Jersey Departiment of the Treasury, Office of Management and Budget (NJOMB) eurrent

Egirculars H51-OMB—and 06-14-OMB{OMB Cireylerst and any superseding civeulars

pertaining to fravel, meals, events and entertainment, and the additional requirements set forth in

N.JA.C. 6A:23A-7. If any superseding circulars of the Office-ofMunagementand Badeet OMB
conflict with the provisions of NFACE6A:23A-7 these rules, the provisions of the superseding

circitlars shall govern.
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Anvy sections of State travel resulations as established by the OMB prezented as OMB Travel,
Entertainment, Meals, and Refreshments Circulars, thaf conflict with N.IL5S A, 18A:1-1 et
seq. shall mot be included in Policy and Regulation 6471 nor auwthorized under N.ILA.C,
6A:23A-7. This includes, but is not limited fo, the anthority to issne travel charge cards as
allowed under the OMB Circulars, but which is not authorized for sehool districts under

New Jersey school law,

The Board of Education shall ensure, through Policy and Regulation 6471, that all
travel by its employees and Board of Education members is educationally necessary
and fiscally prudent. Policy snd Repulation 6471 shall inclnde the requirement that
all schoal district travel expendifures are:

1. Directly related to and within the scope of the employee's or district Board
member's current responsibilities and, for school district employees, the
school distriet's professional development plan, the school professional
development plan, and employee's individual professional development
plan;

2. For travel that is critical to the instructional needs of the school distriet or
furthers the efficient operation of the school distriet; and

3. In compliance with State travel payment guidelines as established by the
OMB and with puidelines established by the Federal Office of Management
and Budgei: except any State or Federal regulations and guidelines that
conflict with the provisions of Title 184 of the New Jersey Statutes shall
not be applicable, including, but not limited to, the anthority to jsswe travel
charge cards. The Board of Education shall specify in its travel policy the

applicable resirictions and requirements set forth in the State and Federal
guidelines, inclading, but not limited to, types of Gravel, methods of

transportation, mileage allowanee, subsistence allowance, and snbmission
of supporting docnmentation ineluding receipts, checls, ar yonchers,

School district travel expenditures shall include, but shall not be limited fo, all costs
for transportation, meals. lodging, and registration or conference fees directly related

to participation in the event.

School district travel expenditures subject to NJA.C. 6A:23A-7 shall include costs for all
required training and all travel authorized in school district employes contracts and Policy
and Regulation 6471, This includes, but is not limited to, requived professional development,
other employee training and required training for Board members, and atiendance at
specific conferendces anthorized in exisfing emplovee contracts, provided the travel meets the
requirements of N.JLAC, 6A:234-7. Al such expenditures are snbject to the roles in
N.JLA.C, 6A:23A-7, including, but not limited to, inclusion in the annual travel limi¢, prior
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Board of Educaiion approval, separate tracling as deseribed at N.JLS. A, 184:11-12.q., and
per diem reimbursements.

Travel reimbursements will only be paid upon compliance with all provisions of N.JA.C.
6A:23A-7 and Policy and Repulation 6471. The Board of Education will not ratify or
approve pavments or reimbursements for travel after completion of the travel event, except
as provided at N.J.A.C. 6A:23A -7 4(d).

The Board of Education shall establish » maximuwm travel bodget in accordance with
the requirements outlined in N.JA.C. 6A:23A-7.3.

All travel requests must be submitted and approved in writing by the Snperintendent
of Schools and the majority of the Board of Education’s fioll voting membership of
the Board, except if the Board of Education has exelirded rezular business travel from
prioyr_approval pursmant to N.J.A.C. 6A:23A-7.3(b), prior io obligating the school
district to pay related expenses and prior fo attendance at the travel event.

All travel requesis for Board members shall require prior approval by a majority of
the Board of Edgeation's full voting membership, except where the Board of
Education has excluded regnlayr business travel from prior approval pursuant te
N.JLAC. 6A:23A-7.3(b), and the travel shall be in compliance with N.J.5. A, 18A:12-
24 and 24.1.

A Board member must recuse himself or herself from voting on travel if the Board member,
a member of his or her immediate family, or a business organization in which he or she has
an interest has a direct or indirect financial involvement that may reasonably be expected fo
impair_his_or_her objectivity or independence of judgment. Policy and Regulafion 6471
prohibit 4 Board membeyr fiom acting in hig or her official capacity in any matier in which
he or she or a member of his or her immediate family has a personal involvement that is or
ereates some benefit to the school district Board member or member of his or her immediate
family: or undertaking any employment or service, whether compensated or not, that may
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reasonably be expected to prejudice his or her independence of judgment in the execntion of
his or her official duties.

BPTION

The Board of Education requires documentation required in N.J A C. 6A:234-7.5(b)
that justifies the number of employees attending an event and the benefits derived
from their attendance. Pursuant to N.J A C. 6A4:23A-7.5{c), the school district shall
mainfain documentation oo file that demonstrates compliance with_the Board of

Education's travel poliey, including travel approvals, reporis, and receipts for all
school district funded expenditures, as appropriate.

The School Business Administrator/Board Secretary shall be responsible for the aceounting
requirements for travel in accordance with the provisions of N.J.A,C, 6A:23A-7.6.

[¥ai&ct One. Opfion]
I o Schiools: is-the final approval authority: fon

el

Sanetions for a violation of the provisions of N.JA.C, 6A:33A-7 or ihis Policy are
ontlined in N.JLA.C, 6A:23A-7.7 and Regulation 6471,

The Board of Edupeation prohibits the types of travel expenditures not eligible for
reimbursement as listed in N.JA.C, 6A:23A-7.8. and Regulation 6471,

Travel methods shall be in accordance with the provisions of NNJAC.  6A:23A-7.9
and Regulation 6471 and the routing of fravel shall be in accordance with the
provisions of N.LA.C. 6A23A-7.10 and Regulation 6471,
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Anv subsistence allowance shall be in accordance with the provisions of N.JA.C,
6A:234-7.11 and Regulation 6471. Meal allowances and incidental expenditares shall
be in accordance with N.JA.C. 6A:23A-7.12 and Regulation 6471.

Reimbursement for ouf-of-State_and high-cost travel shall be made pursuant to
N.IS.A, 18A:11-12, N.JA.C. 6A:23A-5.9, and Policy and Regulation 6471,

Records and supporting_documentation must be completed and maintained as
required in N.JA.C. 64:234-7.13 and outlined in Regulation 6471.

The Board of Education shall approve the mileage reimbursement amount to be paid to an
employee who has been approved by the Superintendent or designee to use their personal
vehicle for school-related business.

NJI.S.A. 18A:11-12 et seq.
NIAC 6A23A-59; 6A23A -7 et seq.

Adepted: 14 June 2011
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A Definitions (N.J.S.A. 64:23A-1,2)

1. For the purpose of this Policy, “travel expenditures” means those costs
paid by the school district using local, State, or Federal funds, whether
directly by the school district or by emplovee reimbursement, for travel
by school distriet employess and district Board of Education members,
to the following five types of travel events:
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. Training and seminars — means all repularly schedunled, formal
pesidential or non-residential training functions conduocted at a

hotel, motel, convention center, residential facility, or at any
educational institution or facility;

k. Conventions and conferences — means general programs.
sponsored by professional associations on a regular basis, which
address subjecis of particular interest to a school district or are
convened to conduct association business. The primary purpose
of employee attendance at conferences and conventions is the
development of new skills and knowledge or the reinforcement
of those skills and knowledge in a particonlar field related fo
school distriet operations. These are distinet from formal staff

training and seminars, although some training may take place
at such events;

[ School disirict  sponsored events — means conferemces,
conyentions, receptions, or special meetings, where the school
plans, develops, implements, and coordinates the event and is

the event’s primary financial backer. School district emplovees
are actively involved in working the event and othey employees

may attend as participants;

d. Reoular school distriet business travel — means all resular
official business travel, imcluding atfendanes at meetings,

conferences, and any other ratherings which are not covered by
the definitions included in a., b., and ¢, above, Resular school
distiict business travel also includes attendance at regularly
scheduled in-State county meetings and Department-sponsored
or_association-sponsored events provided free of charpe and
regularly scheduled in-State professional development activities
with a registration fee that does not exceed $150 per employee
or district Board member. The 5150 limit per emplovee or

distriet Board member may be adjusted by inflation; and

£ Retreais — means meefings with _school district employees and
school Board members, held away from the normal work
enyvironment at which erganizational goals and objectives are
disenssed. I available, school district facilities shall be utilized
for this tvpe of event.

B. Maximum Travel Budget (N.JA.C. 6A:23A-7.3)
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Annually in the prebudget vear, the Board of Education shall establish

by resplution a maximum travel expendifore amount for the budget

year, which _the school district shall not exeeed. The resolution shall

also include the maximum amount established for the nrehudget Year
anid_the amount spent to date.

2 The maximum school district fravel expenditnre amount shall
include all travel supported by local and State funds.
b. The Board may exclude travel expenditures supported by
Federal fands from the maximum travel expenditure amount.
(1) ___ If Federal funds are excluded from the established
maximum_amount, the Board shall include in the
resolution the total amounnt of travel snpported by
Federal funds from the prior year, prebudget year, and
projected for the budyet vear.
. Exclusion of Federal funds from the annual maximum travel

budget shall not exempt such éravel from_the requirements
applicable to State and local funds.

The Board of Bducation mav auwthorize an annual maximom_amouni

per_emplovee for regular business travel only for which Board of

Eduecation approval is not required,

i

The annual maximum shall not exceed $1.500 and shall be

suhject fo the approval requirements in N.J.8. A, 18A:19-1.

Regular school district business travel as defined in N.J.A.C.

6A:23A-1.2 and in this Regulation shall include attendance at
regularly scheduled in-State connty meetings and Department-
sponsored or association-sponsored events provided free of
charpe.  Ii also shall inelude regularly scheduled in-State
professional development activities for which the registration
fee does not exceed $150 per emplovee or Board member.

Regular school district business travel shall require approval of

the Superintendent prior to obligating the school district to pay
related expenses and prior to attendance at the travel event,
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{13 The Superintendent shall designate an  alternate

approval anthority to approve travel requests in his or

her_absence when necessary to obtain timely district
Board of Education approval.

(2) _ The Superintendent shall establish, im writing, the

internal levels of approval requived prior to his or_her
approval of the travel event, as applicable.

C. Travel Approval Procedures (N.LA.C. 6A23A T 4)

1.

All travel requests for emplovees of the school distriet shall be

submitted to the Superintendent or designee and approved in writing

by the Superintendent and approved by a majority of the Board of
Eduacation's full voting memhberghip, except if the Board of Education
has excluded repular business travel from prior approval in Policy 6471
pursnant to N.JLA.C. 64:23A-7.3(b), prior to oblizating the school
distriet to pay related expenses and prior to arfendance at the travel

event,

a.

The Superintendent shall desionale an altermate approval

authority to approve travel requesis in his or her absence when
necessary to ohtain fimely Board approval.

The Superintendent shall establish, in writing, the intermal

levels

of preliminary _approval required  prior  fo  the

Superintendent’s approval of the travel event, as applicable.

(1}

The School Business Administrator/Board Secretary or

designee shall review all travel requests either before or
after the Superintendent’s approval and prior to
submigsion of the Board for approval to determine if the
expenses as outlined in the request are in compliance
with the requirements of N, L5.A. 184A:11-12, N.ITA.C.
64:23A-7, the current State iravel payment guidelines
estahlished by the Depariment of the Treasury, and the

current puidelines established by the Federal Office of
Management and Budget.

{(a} If amny travel expenses requested sare not_in
compliance with the puidelines outlined above,
the  School  Business Administrator/Board
Secretary or designee will return the request fo be
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reviged in accordance with the guidelines outlined
above.

{h} The Superinfendent may  deny the request,
approve the request conditioned upon the staff
member assnming the financial responsibility for,
those travel expenses that are not in_compliance
with the puidelines, or may refurn the request to
the school staff member to be revised in
accordance with the guidelines outlined above.

A All travel requesis for Board members shall require prior approval by

a majority of the Board's fall voting membership, except where the

Board has_excluded regular business travel from prior approval
pursuant to N.J.A.C. 6A:123A-7.3(1), and the travel shall be in

compliance with N.J.S.A, 184:13-24 and 24.1,

3. The Roard of Education may approve, at any time prior to the event,
travel for multiple months as long as the approval detailed in Board of

Education minutes itemizes the approval by event{. total cost, and

pumber of employees and/or Board members attending the event

General or blanket pre-approval shall noi be anthorized.

4, All travel reguesis shall receive prior approval of the Board of

Education_except if the Board has excluded from the requirements
prior_Board approval of any travel caused by or subject to existing

contractual provisions, incloding grants and donations, and other

statntory requirements, or Federal regulatory requirements in Policy
6471 pursunant to N.J.A.C. 6A:235-7.4(d). For the exclusion of prioy

Bouard approval to apply, the required travel event shall be detailed,
with number of employee(s), Board member(s), and total cost in the
applicable comiract, grant, donation, statute, or Federal regulation,

a.

This shall not incinde zeneral grant guidelines or regulations

that are permissive, but do not reguire the travel event, unless
the specific travel event, number of emplovee{s}, Board

member(s), and total cost is detailed in the approved grant,
donation, or pther fund sceeptance agreement.

This shall not include general contractual provisiong in

emplovment contracts for continuing education or professional
development, except if the Board has included in its policy a
maximum amount per employee for regmlar business travel that
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does not require prior Board of Education approval pursuant to
N.JA.C, 64:23A-73.

If pecasional unforeseen situations arise wherein a travel request

eannof obtain prior approval of the Board of Edueation, justification
shall be included in the text of the travel request.

N Such_requests shall require prior written approval of the
Superintendent or desisnee, and the Executive County
Superintendent or designee.

b. The Board shall ratify the request at its next regolarly scheduled
meeting,

[ Travel to conferences, conventions, and symposiums shall not be
considered emergencies and shall not be approved after the fact.

Subsequent to pre-approval by a majority of the full voting

membership of the Board of Education, reimbursement of prospective
emplovee travel expense shall be pre-approved by the Executive

County Superintendent,

D. Regquired Documentation for Travel (NJA.C. 6A:23A-7.5)

1

The Board of Education requires the documentation listed in D.2.

below to justify the number of employees attending an event and the
henefits to be derived from their attendances

Neithey the Superintendent or designee, nor the Board of Education

shall approve a travel request unless it includes, at a minimum, the
following information:

a, The name and date(s) of the event;

b. A list of Board members and/or employees to attend, either by
name and fitles

C, The estimated cost agsociated with travel;

d. A justification snd brief siatement that includes the primary
purpose for the travel, the key issues that will be addressed at
the event, and_their relevance to improving instraction or the

operation of the school digtrict.
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{1} For training events, the statement must include whether
the training is for a certification required for econtinued
employment,  continning  edueation  requirements,
requirements of Federal or State law, or other purpose
reladed fo the programs and services curren hein

delivered or soon te be implemented in the schaol
district; or related to school district operations;

[ The account mumber and funding sowrce - Federal State,
private, or local; and
f, For annual events, the total attendance and cost for the previous
ear.

The school district shall maintain_documentation on file that

demonstrates compliance with the Board of Education's travel polie
including travel approvals, reports, and receipts for all school district
funded expenditures, as appropriate,

E, School Business Administrator/Board Secretary Responsibilities Regarding

Accounting for Travel (NJLA.C, 6A:234-7.6)

1

The School Business Administrator/Board Secretary or designee shall

prepare itemized travel budpgets by function and object of expense for
each cost_center, department, or location _maintained in_the school

district's accounting system, as applicable, ag part of the preparation
of and documentation for the annual school distriet budeet.

a. The areresate amount of all travel budgets shall not exceed the
Board of Education approved maximum travel expendifure
amonnt for the budpget vear as reguired by N.JLAC, 6A23A 7.3,

The School Business Adminjstrator/Board Secretary shall maintain

separaie _accounting  for school distriet travel expenditures, a

necessary, to ensure compliance with the school district's maximum

travel expenditure amount. The separate accounting tracking system
may include, but need not be limited to, a separate or offline acconnting
of such expenditeves or expanding the school district's accounting
sysiem.  The tracking sysiem shall be swificient fo demonstrate
compliance with Paolicy and Regulation 6471 and N.J A C. 6A:23A-7,
and shall be in a detailed format saitable for andit.
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The School Business Administrator/Board Secretary or desicnee shall

review and approve the cost and supporting documentation required
by N.J.A.C. 6A:23A-7 and submitted by the person(s) having incurred
travel expense. The School Business Administrator shall not approve
or_issue payment of travel expenditures or reimbursement requests
untii_all required doenmentation and informafion to support the
payment has been submitted, and shall not approve any travel
expenditure that, when added to already approved travel expenditures,
would exceed the Board of Eduecation approved maximwm travel
expenditure amount for the budget vear.

The School Business Administrator/Board Secrefary shall be

responsible for _the adequacy of documentation of transactions
processed by his or her staff and the retention of the docnmentation 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 sdvance of the travel, pursnant fo NS A, 18A:1%-1 et 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 distriet employee or Board member and
reimbursed at the conclusion of the travel event. N.J.A.C. 6A:23A4-7.6.
Policy 6471, and this Regulation do not preclude the school district
from paving the vendor directly with the proper use of a purchase
arder (for example, for registration, airline tickets, hotel).

F. Sanctions for Violations of Travel Requirements (N.JA.C. 6A:23A7.7)

1.

A Board of Education that vielates its egtablished maximum travel

expenditure, as set forth in N.J.A.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 fo sanctions by the Commissioner as auwthorized pursnant to
N.J.8.A. 18A:4-23 and 24, including reduction of State aid in an amount
equal to any excess expenditure pursuant to N.J.S.A. 184:11-12 and
18A:7F-60.

The staff member designated as the final approval authority for fravel

who _approves any travel request or reimbursement in viglation of
NJAC. 6A:23A-7 and Policy and Regulation 6471 shall reimburse the
school district in_sn amount equal to three times the ¢ost associated
with attending the event, pursuant to N.J.8. A, 18A:11-12.
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An employee or Board member who violates the provisions of N.JLAC,

6A:234-7 and Policy and Regulation 6471 shall be required to
reimburse the school district in an amount equal fo three times the cost
associated with attending the event, pursuant to N.J.S. A 18A:11-12,

In accordance with N.J.A.C. §A:23A-7.7(d), there must be procedures

to_ monitor compliance and application of the penalty, as outlined in
N.JAC, 64:23A 7.7, upon determination a violation hag ccenrred
after Board of Education payment of the event.

e In addition to the annnal andit test procedures to_ensure
compliance as required in NJAC. 6A:23A-7.7(e) and F.5.
below, the School Business Administrator/Board Secretary will
designee a staff member to review {ravel payments that are
being recommended to the Board for payment prior to Board

approval and travel payvments previously approved by the
Board for pavment and paid for any violations.

(1) In the event the annual audii fest procedures or the
review by the staff member designated by the School
Business Adminisirator/Board Secretary determings s
travel payment recommended to the Board for payment
or_a travel payment previonsly approved by the Board
and _was paid in violation of NJAC. 6A4:23A-7 and
Policy and Regulation 6471, the school district anditor or
the siaff member designated by the School Business
Administrator/Board  Secretary  shall inform  the
Superintendent of Schools of the violation in writing,

(2)  The Superintendent shall determine if a violation of
NJA.C 6A:23A-7 requires a penalty in accordance with
N.JAC, 64:23A 7.7,

(3} If a_violation is determined prior fo payment or
reimbursement of the travel event, the Superintendent
may exclude application of any additional penalties,

The annunal audit conducted porsoant to NJ.S.A. 18A:23-1 shall

include test procedures to_ensure compliance with the Board of
Educafion's policy and travel limitations set forth in this section and
N.JS. A, 18A:11-12.
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G. Prohibitive Travel Reimbursements {N.J.A,C, 64:23A-7.8)

1.

The following types of expenditures are not eligible for reimbursement:

A

Subsistence reimbursement for one-day frips, except for meals

expressly puthorized by and in accordance with N.LA.C.
G.A:234 712!

Subsistence reimbursement for overnight travel within the

State, except where anthorized by the Commissioner in
accordance with N.J A C. 6A:23A-7.11;

Travel by_Board members or employees whose duties are

[~

unrelated to the purpose of the travel event or who are not
required fo attend to meet continuing eduecations requirements
or to comply with law or regulation:

Travel by spouses, civil union partners, domestic pariners,

immediate family members, and other relatives;

Costs for employee attendance for coordinating other attendees”

accommodations at the travel event:

Lunch or_refreshments for training sessions and retreats held

within the school district, including in-service days and for
emplovee patticipants traveling from other locations within the
school district;

Training to maintain a cerfification that is not required as a

condition of employment (For example: CPE credits to maintain
a CPA license if the emplovee s not required to be a CPA for
continned school district employment);

Charpes for laundry, valet service, and entertainments

Limousine services and chaoffewring costs to, or during, the

event:

Car rentals, either afilized for airport transportation or

transportation at a conference, convention, etc., unless
absolutely necessary for the condoct of sehool distriet business.
Justification shall accompany any request for car rentals, If
approved, the most economical car rental is to be used, including
the nse of subcompacts and discounted and special rates. An
example of the justified nse of a car rental is when an employee
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is_ out of State, making inspections at various locations, and the
use of public transpoytation is impracticable, When car rental
is authorized, the employee shall not be jsswed an advance
payment for the anticipated expense associated with the rental;

k. Alcoholic beverages;

L. Enteriainment costs, including amusement, diversion, social
activities, and any cosis directly associated with such cogis (such
as tickets to_shows or sporis events, meals, lodging, ventals,

transportation, and gratuities)s

ML {zratuities or fips in excess of those permitted by Federal per

diem rates;
n. Reverse telephone charges or third party calls;
O, Haospitality rooms;

B Souvenirs, memorabilia, promoticnal items, or gifis;

a. Air fare without documentation of gnotes from at least three
airlines andfor on-line services; and

r. Other  travel expenditures that  are unnecessary  and/or
excessive,

H. Tiavel Methods (N.JA.C. 6A:23A-7.9)

1. For the purpose of section H, of this Regulation and N.JA.C, 6A:23A-
7.9, "transportation’ means necessary official travel on railroads,
airlines, shuttles, buses, taxicabs, rideshares, school district-owned or
leased vehicles, and personal vehicles,

2. The purchase or payment of related transportation expenses shall be
made by purchase order or personally by a school district employee or
Board member and reimbursed at the conclusion of the fravel event.
An actual invoice or receipt for each purchase or expense shall be
submitted with a claim for reimbursement,

3. Pursuant to Office of Management and Buodget {(OMB) Travel
Circulars and N.J.AC. 6.4:23A-7.1 et seq., the following travel methods

requirements shall apply:
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Ajr and rail tickets shall be purchaged via the Intermet, if

possible, wmsing _airling _or online travel services such as

Travelocity, Expedia, or Hotwire.

Air travel shall be authorized only when defermined that it is
necessary and advantageous to conduct school district business.

(1) The most economiecal air travel should be used, including
the use of discounted and special rates,

(2) __ The following options shonld be considered when
booking tickets:

(a} Connecting versug nonstop flichts;

{b} __ Departing_earlier or later compared to the
preferved departure time;

[d] Ttilizing _alternative airports within_a city. for
example, Chicago, Illinois-Midway  Airport
versus O'Hare Airpaor;

{0} Utilizing alternative cities, for example, Newark
versus Philadelphia;

{e) Utilizing "low cosi™ airliﬁes; andd

1] Exploring alternate arrival andfor departure
days.

(31 No employee or Board member can earn benefifs as a
result of school district funded travel. Employees and
Board members shall be prohibited from receiving
"frequent flyer' or other benefits acoruing from school
district funded travel.

{4} Airfare other than economy (fhat is, business or first

class) shall not be fully reimbursed by the school district
except when travel in such classes:

{a) Ts less expensive thapn economy:

{(bY  Avoids circuitous routings or execessive flight
duration; or
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{c) Would result _in_overall transportation cost
savings,

{3) ___All airfare other than economy and not covered by the
above exceptions purchased by an employee or Board
member shall be reimbursed only at the economy rate for
the approved destination.

(6) Cost_estimates on_ fravel requests and associated
auwthorizations shall be eonsistent with enrrent airline
tariffs. with comsideration of available special faves or
discounts, for the requested destination.

(7y___Airline tickets shall not be booked until all necessary
approvals have been obiained.

(#)  Additional expenses over and above the awthorized
travel request shall be considered only for factors outside
the purchaser's control, The burden of proof shall be
placed upon the purchaser and any additional expenses
incorred  without  sufficient  justification  and
documentation, as determined by the School Business
Adminisirator/Board Secretary, shall not be reimbursed.

(% Justification shall accompany requests for airline tickef
reimbursement vwhen purchased by employees or Board
members contrary to H.J3.b.(1) through (8) above.
Sufficient justification shall be considered only for
factors outside the purchaser's control, Noncompliant
purchases withont snfficient justification shall not be
reimbursed.

Rail travel shall be authorized only when defermined that it is

necessary and advantagecus to conduct school district buginess.

(1) The most economical scheduling of rail travel shall be

ntilized, including excurgion and government discounts,
whenever applicable.

(2} The use of high-speed rail serviees, such as Acela, shall
not be suthorized.
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{3 All rail travel shall be processed in the same manner as
prescribed for air travel in H.3.b, above,

Use of a school district-owned or -leased vehicle shall be the first

means of ground tramsportation, Use of a personally owned
vehicle on a milease bagis shall not be permitted for official

business where a school district-owned or -leased vehicle ig
available,

(1)  Mileage allowance in_liew of sctnal expenses of
transportation shall he approved by the Board and
allowed at_the rate aunthorized by the annwal State
Appropriations _Aet, or a lesser rate at the Board's
diseretion for an employee or Board member traveling
by his or her personally owned vehicle on official

business.

(8] TIf anv condition in an existing negotinted contract
is in conflict with the OMB Travel Circulars, such

as__the mileage reimbursement rates, the
provisions of the existing contract shall prevail.

(2) _ Parking and toll charges shall be allowed in addition to
milease allovrance,

(3 Reimbursement for travel to points oniside the State by

automaobile shall be permitted when such arrangements
prove to be more _efficient and ecomomical than other

means of public transportation,
{4) In determining the relative costs of privaie and public

transportation, all associated costs (that is, tolls, taxieabs,
airport or station transfers, efc.) shall be considered.

{(3) All emplovess and Board members using privately
owned cars in the performance of their duties for the
school distriet shall present a New Jersey Insurance
Identification Card indicating that insurance coverage fs
in_full force and effect with companies approved by the
State Department of Banking and Insurance. The card
shall be made available to the Superintendent or
designee before anthorization to use privately owned
LArs.
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(6} Emplovees and district Board members who are out-of-
State regidents shall prowvide appropriate insurance
identification _in_ lien of the New Jersey Insurance
Identification Cawd.

£, School district-owned or -leased vehicles shall be wiilized in
accordance with N.JLA C. 6A:23A-6.12.

f. Necessary taxicab or rideshare charges shall be permitted,
However, travel to_and from airporis. downfown areas, and
between hotel and event site shall be confined $o regularly
scheduled shuttle service, whenever such service s
complimentary or is less costly. If shuttle service is not available,
taxicabs or rideshares may be used.

., Cruises  shall not  he permitted  for travel evenfs or
transportation,

L Routing of Travel (N J. A C. 6A:23A-7.10)

1.

Pursuant to State travel guidelines as established by the New Jersey

Department of the Treasury, Office of Management and Budset, and
presented in the OMB Travel Circulars:

a. All travel shall follow the most direct, economical, and wswally
traveled route. Travel by other rouwtes as a result of official

necessity shall be eligible for payment or reimbursement only if
gatisfactorily established in advance of such fravel,

h. If a person travels by indireet route for personal convenience,
the extra expense shafl be borne by the individnal,

C. Reimbursement for expenses shall be based only on charges that
do not exceed what would have been incurred hy using the mosi

direct, economical, and usually traveled route.

J, Subsistence Allowanee — Overnight Travel (N.J.AC. 6A:23A-7.11)

1.

Pursuant te the State travel puidelines as established by the New Jersey

Department of the Treasury, Office of Management and Budget, and
presented in the OMBE Travel Circolars, one-day trips that do not
involve overnisht lodpine shall not be elivible for sobsistence
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reimbuysement, except for meals expressly authorized by and in
accordance with the provisions of N.J.A.C, HA:23A-T.12,

FPoursuant to the OMB Travel Circulars, renervally, overnight travel

shall not be eligible for subsistence reimbursenient if travel is within

the State. Overnight travel is permitted if it is anthorized pursuant {o
3. below, or is a required component by the entity issuing a grant,

donation, or other funding agreement with the school district.  The
specific required overnight in-State travel event shall he detailed in the

final grant, donation, or other fund acceptance agreement along with
the number of authorized travelers and total cost. All reimbursements
shall be subject to N.JA.C. 6A:23A-7 unless the funding accepiance

agreement specifies otherwise,
FPursuant to the State travel regulations as established by the New

Jersey Department of the Treasury. Office of Management and Budget,
and presenfed in the OMB Travel Circulars, the Commissioner shall
he authorized to prant waivers for overnight fravel for Board members
and school district emplovees to attend in-State conferences, _

a. Such waivers will be granted in only extremely limited
circnmstances when the sponsoring organization can
demonsirate the conference is broad and mulii-disciplinary in
scope, ineorporates content offerings from numerous specialtiv
areas, and inecludes impoitant  professional development
opportinities and/or required training.

b The sponsoring prganization shall demonstraie the conference's
content, structure, scheduling, and anticipated attendance
necessitaie that it he held on muliiple consecutive days with
overnight lodging, When such waivers are grantfed, individual
school districts or individuals shall not be required to subumit

waiver requests for atfendance at these conferences.

C. Sponsors  of in-State conferemces may submit to the
Commissipner a request for a waiver of this prohibition by
providing information regarding the conference as follows:

{13 The name and dates of the event;
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{2) __ Justification for the length of the conference and the
necessity to hold events for each day beyond the first day
of the conference;

(1 __ Tdeniification of all other conferences sponsored or ¢o-
spansored by the organization (whether single or multi-
day) in the previons year;

(4) A description of the target audience by puosition title
and/or educational eertificate and endorsement:

{5} Justification of the importance of the target andience
attending the eveni:

{6y The cost of registration;

D A detailed bist and description of any activities to be
charged to the participants by the sponsor separate from

the registration fee, such as luncheons, workshops,
entertainment, ete., inclnding:

{a} __ The cost of the activity;

{by  Whether participation is  mandatory or
voluntary: and

(c) The purpose such as social, guest spealker,

working gession, efe.

(8} A copy of agenda or program for the event:

{9 A brief statement that includes the primary purpose of
the event, the key issnes that will be addressed at the
event, and their relevance to improving instruetion or the
operation of a school or school district;

{10y  For training events, whether the training is needed for a
certification _required for continuned employment,
continuwing education requirements, or requirements of
Federal or State law; and

(11) _ For annual events, total attendance, and registration cost
for the previous year,
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4. If a waiver of the prohibition on overnight fravel is granted parswant

to NJAC, 6A:23A-7.11, it shall permit reimbursement for travel

expenses only for individuals whose home-fo-convention commute

exeeeds fifty miles.

5 Overnight travel within the State shall not be eligible for subsistence
reimbursement if travel is on the day prior to the start of the
conference. Reimbursement shall be prohibited for lodging prior to
check-in_time for the first day of the event or after check-out time on

the last day of the event,

6. The United States General Services Administration publishes a

schedule of Federal per diem rates in the Federal Register for approved
overnight travel by the event location, The latest Federal per diem

raieg schedule for lodging, meals, and ineidental expenses by location

can_be found at www.gsa.gov. The following resirictions apply to

allowahle per diem reimbursements:

B Allowable per diem reimbursement for lodging, meals, and
incidentals shall he actual reasonable costs, not fo exceed the

Federal per diem rates for the event location, Hegistration and
conference fees are not subject fo the Federal per diem rate caps.

If the event location is not listed, the maximom per diem

allowanee shall be equal to the standard Continental United

States (CONUS) per diem rates published by the General
Services Administration for_meals, incidental expenses, and

lodging.
h, Pursuant to N.J.8S.A. 18A:11-12.0., reimbursement for lodging

expenses for overnight travel, ouwt-of-State or in-State as

authorized by the Commisgioner, may exceed the Federal per

diem rates if the hotel is the site of the convention, conference,
seminar, or meeting and the going rate of the hotel is in excess

of Federal pex diem rates.

{1}

If the hotel at the site of the cnrrent travel event is not

(2}

available. lodging wmay be paid for similar
accommodations at & rate not to exceed the hotel rate at
the site of the current event.

If there is no hotel ai the site of the current travel 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 part of a one-sum fee for a travel event,
reimbursement may be approved for the full cost of an official
convention meal thai the employee or Board member attends,
when such meal js scheduled as an integral part of the
convention_or conference proceedings., Receipis shall be
submitted to obtain reimbuorsement in such sifuations. The
amonnt of the Federal per diem rate for the corresponding meal
shall be deducted from that day's snbsistence allowance,

d. The allowance for a meal(s) or incidentals shall not be eligible
for reimbursemeni when included and paid in the registration

fee, the cost of lodging, or transportation charge.

e, Receipts_ shall be required for all hotel and incidental expenses.
Meal expenses under the Federal per diem allowance limits shall

nof require receipts pursuant to N.J.S. A, 18A:11-12.0.(3), unless
required by the Board of Education,

f, If the total per diem reimbursement is greater than the Federal
per diem rates, the costs shall be considered excessive in the
absence of swbstantial justification accompanving the travel
voucher submitted by the employee or distriet Board member.,
In such cases, receipts shall be submitied for all eosts, including
meals.

o, Employees and Board members shall patromize hotels and
motels that offer special rates to government employees unless
alternative lodging offers sreater cost benefits or _is more
advantageous to the conduct of school district huginess.

h. Actual subsistence expenses shall not be reimbursable if paid by
the traveler to a member of his or her family, to another school
district_employee, or to_a family member of ancther school

district employee,

K. Meal Allowance — Special Conditions — and Allowable Incidental Travel
Expenditures (N.JA.C. 6A:23A-7.12}

1. Meals for in-State travel shall not be elirible for reimbarsement except
as expressly avthorized within N.J.A.C, 6A:23A-7.
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A meal allowance may be provided to employees or Board members in

relation to oneday, out-of-State teips required for school business
purposes that do_not reqnire an overnight stay. The reimbursement
for breakfast, lunch, and/or dinner
shall not exceed the amounts authorized in State travel regulations as
published by the New Jersey Department of the Treasnry, Office of

Management and Budget, and presented in the OME Travel Circulars.

Lunch for off-site fraining sessions may be authorized for an amount

up to $7 per person only when it is necessary that emplovees or Board

members remain at a site other than their school district and there are
no viable options for lunch at the off-site location,

a. Per N.J.S.A. 18A:11-12 4 {1HaA), emplovee and Board member

retreats shall be held onsite nnless there is no school district site
available.

h. If lunch is included in 5 lnomp-sum registration fee for an off-site
training session, the foll amount iz eligible for reimbursement,

if reasonable. Providing lunch for on-site staff meetings and in-

gervice days or for employees who come from other paris of the
school district shall not be permitted, {(See K.4. below.,)

. Refreshments for breaks may also be provided at fraining
seggions held at 2 site other than the school district.

Subsistence expenses for an emploves or Board member shall not be

allowed within the school district or within a radius of ten miles thereof,
except for meals expressly amthorized by and in accordance with
NJAC, 6A:23A-712, Non-allowed expenses include, but are not
limited to, meals and refreshments for on-site staff meefings and in-

service days.

Reimbursement may be approved for the cost of an official lancheon or
dinner, up to $10 and $15, respectively, that an employee or Board
member is authorized to attend, it the meal is scheduled as an integral
part of an official proceeding or program related to school district
business and the employee's or Board member's responsibilities.

a. School district business above refers to the management
operations of the school district and does not refer to activities
that benefit students and are part of the instruetional program.
Pursuant to N.J.AC. 6.A:23A-5.8(byd, all reasonable
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expenditures related fo school district emplovees that are
essential to the conduet of a student activity are permitted.

Regular meetings, special meetings, and work sessions of the Board of

Education shall be limited to licht meals and refreshments for all Board
members.

a. The meals may be served to employees who are reguired to
attend the event and if it is impractical for the emplovee to
commute o and from his o her residence between the end of
the work day and the beginning of the event, or if the employee
is required to remain at the school district to prepare for the
event,

b. The school district shall acquire the licht meals and
refreshments by the solicitation of quotes, if required pursuant
o N.IS. A 18A:T8A-1 et seq.

[ If the school district's food service program can prepare
comparable meals at a lower eogt, the food service program shall
be used,

d. The average cost per meal shall not exceed $10).

& The schoogl district shall purchase or prepare food that is
sufficient to provide each district Board member, dignitary,
non-employee spealker, or_allowable staff member one meal.
Meals shonld be carefully ordered to avoid excess, Unintended
left over food should be donated to a charitahle shelter or

similay facility, if at all possible,
Reimbursement may be approved for allowable telephone and

incidental fravel expenses that are essential to transacting official
business.

A Charges for telephone calls on official business may be allowed.
The voucher shall show the dates on which such calls were made,
the points hetween which each call was made, and the cost per
call.

b. Employees and Board members using their personally owned
telephone for business may request reimbursement, less Federal
Communications Tax. Calls for business are tax exempt and the
telephone company will make allowances for the tax if the
employee ar Board member certifies 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-meal tips" by the State
travel regulations, when necessarily incurred by the traveler in
conneciion with the transaction of official business, may be
snbmitied for reimbursement only when the necessity and
nature of the expense are ¢learly and fully explained on the
travel voucher and the voucher is approved. Travel vouchers
shall be_supported by receipts showing the quantity and unit

price.

L. Records and Supporting Documents (NJAC, 64:23A4-7.13)

1. All persons authorized to travel on business shall keep a memorandnm

2.

of expenditures chargeable to the school district, noting each item at

the time and date the expense is inenrred.

The travel voucher shall be completed by the emplovee or Board

3.

member to docnment the details of the travel event. The travel voucher
shall be sisned by the employee or Board member to certify the validity
of the charres for which reimbursement is songht. The form also shall
pear the signatures of approval officials for processing,

Sufficient docnmentation shall be maintained centrally by the school

4,

district to support payment and approval of the travel voucher.

In addition to the documentation required for reimbursement, each

5.

Eersun authorized to travel shall submit a brief report that includes the
primary purpose for the travel, the key issues addressed at the event,
and their relevance to improving instruction or the operations of the
school district.  This report shall be submitted prior to receiving
reimbursement.

Documentation for requesis for travel reimbursement shall show:

8 The datefs) and individual poinis of travel, number of miles
traveled between such points, and kind of convevance used:

b, If the distance traveled between individual points is greater than
the ugual route between the points, the reason for the greater
distance shall be stated;
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. The hours of the normal worlk day and actnal hours worked
shall be shown when requesting meal reimbursement for non-
overnizht travel;

d., Original receipts shall be required for all reimbursable

expenses, except for meals that gqualify for per diem allowances
and for parking mefers:

£ Actual vendor receipts for personal credit card charges shall be
attached io_reimbursement requests. Credif card statements
shall not be accepted as documentation of expenses;

f Personal charges on a hotel bill shall be deducted and shown on
the hill;

E. When lodging is shared jointly, the fact shall be stated on the
travel voucher;

=

Where travel is not by the most economical, wsually traveled
route, the employvee or Board member reimbursement reqoest
shall sef forth the details of the rowie, the expenses actnally
incurred, the hour of depariure, the honr of arrival, and an
explanation for the use of costlier travel arrangements;

i When travel is awthorized for the emplovee's or Board
member's own automobile on_a mileage bagis, the points
beiween which travel was made, and the distance fraveled
between each place shall be shown. A statement as to ownership
of the auto or other convevanee nsed, as well as a certification
that Hability insnrance is in effeet, shall be docomented;

i. Reimbursement reguests shall be supported by other receipts as

required;
k. The yvoncher shall be itemized; and
L Reimbursement requests shall be rendered monthly when in

excess of $25. Travel for a single travel event shall be reported
as snnn as possihle after the frip,

All gutstanding travel vouchers for the school vear ending June 30 shall

be submitted as soon as posgible after June 30 regardless of amownt,
notwithstanding 5.1, above,
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Travel mileage reimbursement requests of the fust-completed school

year that are not submitted by July 30 or the date approved by the
school district for the closing of books, whichever is earlier, for the jusi-
completed sehool vear shall not be approved or paid.

M. Dut-of-State and High-Cost Travel Events (N.J.A.C. 64:23A-5.%

1.

Reimbursement for all in-State and out-ol-State travel shall be made

pursunant to N, J.8. A, 184:11-12,

Out—of-State travel events shall be limited to the fewest number of

Board members or affected employees needed to acquire and present
the content offered to all Board members or staff, as applicable, at the
conclugion of the event. Lodxing may be provided only if the event
occurs on fwo or more consecntive days and if home-fo-event commute
exceeds fifty miles,

When a travel event has a total cost that exceeds $5,000, repardless of

the number of attendees, or when more than five individuals from the
school district are to attend a travel event owt-of-State, the school
district shall obtain prior writfen approval of the Executive County
Superintendent,

. The Executive County Soperintendent shall prompfly review
the regquest and render a written decision within ten business

days,

For all employee and Board member travel events out of the country,
regardless of cost or number of attendees, the schowl district shall

obtain prior written approval of the Executive Couniy Superintendent.

. Such reguesis shall be supporfed hy detailed justification,

b. The Executive County Scuperintendent shall promptly review
the request and render a written decigion within ten business
days.

¢ It is expected that approvals will be rare.

Adopted: 14 June 2011
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