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FOREWORD 

 

The Board of Education has authorized the Superintendent to promulgate administrative 

regulations except where approval by the Board is required by statute or administrative code for 

the orderly operations of the Essex Fells School District that are binding on all pupils, 

employees, and visitors to the district. 

 

These administrative regulations are intended to give direction to staff members in carrying out 

Board policies, statutory mandates, and contractual obligations.  The operations directed by these 

regulations should be efficient, amenable to assessment, and considerate of the needs and rights 

of pupils and employees.  Any suggestions for additions or improvements that help attain these 

objectives are welcome. 

 

These regulations will be made available to each employee.  Employees and pupils who violate 

these regulations are subject to disciplinary action. 
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R 1000  ADMINISTRATION 

 

Number Title 

 

R 1240 Evaluation of Superintendent (M) 

R 1330 Evaluation of School Business Administrator (M) 

R 1400 Job Descriptions (M) 

R 1510 Rights of Persons With Handicaps or Disabilities/Non-Discrimination (M) 

R 1530 Equal Employment Opportunity Complaint Procedure (M) 

R 1550 Affirmative Action Program for Employment and Contract Practices 

  Complaint Procedure (M) 

R 1570  Internal Controls (M) 

R 1642.01 Sick Leave 

 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

ADMINISTRATION 

R 1240/page 1 of 2 

Evaluation of Superintendent 

M  

 

 

R 1240  EVALUATION OF SUPERINTENDENT 

 

A. Frequency of Evaluation 

 

The Superintendent shall be evaluated annually. 

 

B. Evaluation Criteria 

 

1. Job description 

 

2. Annual goals 

 

3. The following criteria as enumerated by the N.J.S.B.A. shall also be used: 

 

a. Ability to manage; 

 

b. Ability to lead; 

 

c. Ability to make decisions; 

 

d. Abili ty to communicate; 

 

e. Supervision and staff development; 

 

f. Responsiveness to others; 

 

g. Creativity; 

 

h. Ability to maintain an effective educational climate; 

 

i. Effective implementation of Board policies and procedures; 

 

j. Use of physical and financial resources of the district in a judicious manner; 

 

k. Demonstration of a broad knowledge of matters that will aid in effectively 

managing the school district. 
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C. Collection and Reporting of Evaluation Data 

 

1. The Board shall collect appropriate data to properly evaluate the Superintendent. 

 

2. The Superintendent shall cooperate with the members of the Board designated to 

collecting data. 

 

D. Preparation of Written Evaluation Report 
 

1. The Board shall consider all of the collected data. 
 

2. The Board shall discuss the data and evaluate the Superintendent based on the 

evaluation criteria as described in B. above. 
 

3. The Board shall designate one individual to prepare a draft of the written evaluation 

document. 
 

4. The Board shall review the draft evaluation document and determined required 

revisions. 
 

5. The Board shall by majority vote approve the evaluation document and have it 

approved by a majority vote of the Board. 
 

E. Conduct of Annual Performance Conference 
 

1. The Board shall conduct the evaluation conference. 
 

2. The chairperson of the Board shall chair a private session, at which the 

Superintendent is present, at which the conference is conducted. 
 

3. The Superintendent shall have the right to discuss the evaluation with the Board and 

file any exceptions to the evaluation in writing. 
 

4. Any exceptions filed by the Superintendent shall be included with any copy of the 

Boardôs evaluation. 
 

 

 

 

 

 

 

 

Adopted:  19 October 2011 
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R 1330  EVALUATION OF SCHOOL BUSINESS ADMINISTRATOR 

 

A. Frequency of Evaluation 

 

The Superintendent will evaluate the performance of the School Business Administrator 

annually, no later than April 30, or more frequently as the Superintendent deems necessary. 

 

B. Purpose 

 

The evaluation of the School Business Administrator shall be for the purpose of: 

 

1. Promoting professional excellence and improving the skills of the School Business 

Administrator; 

 

2. Improving the effectiveness and efficiency of the financial management system; 

 

3. Reviewing the performance of the School Business Administrator against specific 

criteria developed by the Superintendent in consultation with the Board. 

 

C. Evaluation Criteria 

 

1. Criteria for the evaluation of the School Business Administrator will be based upon 

the job description and will relate directly to each of the tasks described.  Each 

criteria will be brief and will focus on a major function of the position, be based on 

observable information rather than factors requiring subjective judgment, and be 

written in a consistent format. 

 

2. The Board shall develop and approve criteria for the evaluation which will be 

reviewed as necessary and as requested by the School Business Administrator but 

not less than annually, and upon any revision of the School Business 

Administrator's job description.  Any proposed revision of the evaluation criteria 

will be provided to the School Business Administrator for comment before its 

adoption, and a copy of the adopted revision shall be provided to the School 

Business Administrator within ten working days of its adoption. 

 

3. On or about April 1, the Superintendent will complete a written evaluation of the 

School Business Administrator. 
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4. Upon completion, the Superintendent will provide a copy of the evaluation to the 

School Business Administrator. 

 

5. The Superintendent and School Business Administrator will meet for an Annual 

Summary Conference to discuss the evaluation, establish a plan for performance, 

improvement, and growth. 

 

6. An opportunity will be provided for the School Business Administrator to enter 

performance data not included in the annual performance report and to respond to 

any commentary in the written evaluation. 
 

D. Collection and Reporting of Evaluation Data 

 

Data for the evaluation of the School Business Administrator will be gathered by any one 

or more of the following methods: 
 

1. Direct observation; 
 

2. Review of a document produced by the School Business Administrator in the 

performance of his/her assigned duties; 

 

3. Interviews with the School Business Administrator by the Superintendent regarding 

his/her knowledge of assigned duties; 

 

4. Paper and pencil instruments (such as competency tests, staff surveys, and the like); 

 

5. A review of the School Business Administrator's performance by an outside 

observer (such as the district auditor); 

 

6. Audio-visual monitoring of the School Business Administrator in the performance 

of assigned duties; and 

 

7. Reference to previous performance reports. 

 

E. Preparation of Written Evaluation Report 

 

An annual written performance report shall be prepared, no later than April 30, by the 

Superintendent.  The report will include, but need not be limited to: 

 

1. Performance areas needing improvement; 
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2. A plan for professional growth and development; and 

 

3. Provision for performance data not included in the report which may be entered into 

the report by the School Business Administrator within ten working days after the 

completion of the report. 

 

F. Conduct of Annual Performance Conference 

 

1. An annual summary conference with the School Business Administrator will be 

conducted by the Superintendent before the annual performance report is filed. 

 

2. The conference may include but need not be limited to: 

 

a. A performance review based upon achieving and implementing, as 

applicable, the district's goals, program objectives, policies, priorities, and 

statutory requirements; 

 

b. A review of the most recent audit report; and 

 

c. Growth toward the performance objectives established in the previous 

performance conference. 

 

3. The purpose of the annual performance conference shall be to provide a total review 

of the year's work, to identify strategies for improvement where necessary, to 

recognize achievement and good practice, and to specify a plan for professional 

growth and development.  Adequate time shall be allotted for the conference in 

order to cover the required topics of discussion and to permit a full exploration of 

the possible solutions to any problems identified. 

 

4. The annual performance report will be signed by the Superintendent at the time of 

the annual performance conference and by the School Business Administrator 

within ten working days of that conference.  It will be filed in the School Business 

Administrator's personnel file, and a copy will be provided to him/her. 

 

5. It will be the duty of the School Business Administrator to implement the plan for 

professional growth as prepared; his/her failure to do so may result in disciplinary 

action up to and including certification of tenure charges. 

 

Issued:  19 October 2011 
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R 1400  JOB DESCRIPTIONS 

 

A. A job description shall be prepared for each job position in the district, including all 

administrative, educational specialist, instructional, and support staff positions. 

 

B. Each job description must include: 
 

1. The goals of the position as they relate to district goals; 
 

2. The qualifications of the position holder including the certificate and endorsement 

required for the position and such other prerequisites for employment as the 

possession of a license to operate a vehicle or machine; 
 

3. The functions, duties, and responsibilities of the position; 
 

4. The extent and limits of the position holder's authority; and 
 

5. The working relationships of the position within and outside the school district. 

 

C. Each job description will: 

 

1. Be written in clear language that briefly describes the major functions of the 

position; 
 

2. Whenever possible, be generic in form, covering a number of specific positions; 
 

3. Be written in the same format, using the active and present tense, operational verbs, 

common terminology, and a direct, simple style; and 
 

4. Be gender neutral or employ both male and female pronouns. 
 

D. Maintenance of district job descriptions shall be the responsibility of the Superintendent.  

Job descriptions shall be reviewed annually. 
 

E. Each employee shall be sent a copy of his/her current job description by the 

Superintendentôs office.  Any revision of a job description shall be provided to each holder 

of a position covered by the job description within thirty working days of its approval. 
 

F. Suggested revisions to job descriptions by a job holder shall be referred initially to the job 

holder's immediate supervisor. 

 

Adopted:  19 October 2011 
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R 1510  RIGHTS OF PERSONS WITH HANDICAPS OR DISABILITIES/ 

NON-DISCRIMINATION 

 

It is the policy of the Board of Education that no qualified handicapped/disabled person shall, on 

the basis of handicap/disability, be excluded from participation in, be denied the benefits of, or be 

subjected to discrimination in employment or under any program, activity or vocational 

opportunities sponsored by this Board.  The Board shall comply with §504 of the Rehabilitation 

Act of 1973 and the Americans with Disabilities Act of 1990.  The Board shall also comply with 

the Individuals with Disabilities Education Act through the implementation of Policy No. 2460 and 

Regulations Nos. 2460 through 2460.14. 

 

DEFINITIONS 

 

Handicapped/Disabled Person - means any person who (1) has a physical or mental impairment 

that substantially limits one or more of a person's major life activities and includes specific 

learning disabilities, (2) has a record of such impairment, or (3) is regarded as having such an 

impairment.  (34 CFR sec. 104.3(j)) 

 

Disability - means a pupil with mental retardation, hearing impairments including deafness, speech 

or language impairments, visual impairments including blindness, serious emotional disturbance, 

orthopedic impairments, autism, traumatic brain injury, other health impairments or specific 

learning disabilities and who by reason thereof, needs special education and related services 20 

U.S. 1401 §602(A), or an individual who has a physical or mental impairment that substantially 

limits one or more major life activities of such individual.  42 U.S.C. §1201 §3. 

 

Physical or Mental Impairment - means (1) any physiological disorder or condition, cosmetic 

disfigurement, or anatomical loss affecting one or more of the following body systems: 

neurological; muscularskeletal, special sense organs; respiratory, including speech organs; 

cardiovascular; reproductive, digestive, genito-urinary; hemic and lymphatic; skin; and endocrine; 

or (2) any mental or physiological disorder, such as mental retardation, organic brain syndrome, 

emotional or mental illness, and specific learning disabilities.  (34 CFR sec. 104.3(j)(2)(i)) 

 

Major Life Activi ties - means functions such as caring for oneôs self, performing manual tasks, 

walking, seeing, hearing, speaking, breathing, learning, and working. (34 CFR sec. 104.3(j)(2)(ii)).  

Has a record of such impairment - means has a history of, or has been misclassified as having, a 

mental or physical impairment that substantially limits one or more major life activities.  (34 CFR 

sec. 104.3(j)(2)(iii)).  Is regarded as having an impairment - means (1)  has  a physical or mental 

impairment that does not substantially limit major life activities but  
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that is treated by a recipient as constituting such a limitation; (2) has a physical or mental 

impairment that substantially limits major life activities only as a result of the attitudes of others 

toward such impairment, or (3) has none of the impairments defined above, but is treated by a 

recipient as having such an impairment.  (34 CFR sec. 104.3(j)(2)(iv)) 

 

Recipient - Any state or its political subdivision, including this Board of Education.  (34 CFR sec. 

104.3(f)) 

 

Qualified Handicapped/Disabled Person - means: 

 

1. With respect to employment, a handicapped/disabled person who, with reasonable 

accommodation, can perform the essential functions of the job in question; 

 

2. With respect to public preschool, elementary, secondary, or adult educational 

services, a handicapped/disabled person (1) of an age during which 

nonhandicapped/nondisabled persons are provided such services, (2) of any age 

during which it is mandatory under state or federal law to provide such services to 

handicapped/disabled persons, or (3) to whom a state is required to provide a free 

appropriate public education under the Individuals with Disabilities Education Act; 

 

3. With respect to post secondary and vocational educational services, a 

handicapped/disabled person who meets the academic and technical standards 

requisite to admission or participation in the school districtôs education program or 

activity; and 

 

4. With respect to other services, a handicapped/disabled person who meets the 

essential eligibility requirements for the receipt of such services.  (34 CFR sec. 

104.3(k)(1-4)) 

 

Handicap - means any condition or characteristic that renders a person handicapped/disabled. 
 

Disability - means any condition or characteristic that renders a person disabled. 
 

Aids, Benefits, and Services - means aids, benefits and services to be equally effective, are not 

required to produce the identical result or level of achievement for handicapped/disabled and 

nonhandicapped/nondisabled persons, but must afford handicapped/disabled persons equal 

opportunity to obtain the same result, gain the same benefit, or reach the same level of 

achievement, in the most integrated setting appropriate to the personôs needs.  (34 CFR sec. 

104.4(b)(2)) 
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Act - means the Rehabilitation Act of 1973, Public Law 93-112, as amended by the Rehabilitation 

Act Amendments of 1974. Public Law 93-516, 29 U.S.C. 794, the Americans with Disabilities Act 

42 U.S.C. §1201 et seq., and the Individuals with Disabilities Act 20 U.S. 1400 et seq. 

 

"Aggrieved individual" means a qualified handicapped/disabled person who alleges a grievance or 

the representative of such qualified handicapped/disabled person. 

 

"Board of Education" means the Board of Education of the Essex Fells School District. 

 

"Complainant" means a parent(s) or legal guardian(s) of a qualified handicapped/disabled pupil or 

qualified handicapped/disabled person who files a grievance in accordance with the grievance 

procedure. 

 

"Compliance Officer" means the district official responsible for the coordination of activities 

relating to compliance with §504. 

 

"Day" means either calendar or working day as specified. 

 

"Employee" means an individual who receives remuneration from the school district for services 

rendered. 

 

"Grievance" means an unresolved problem concerning the interpretation or application by an 

officer or employee of this school district of law and regulations regarding discrimination by 

reason of handicap/disability. 

 

"Immediate supervisor" means any employee responsible for, or exercising any degree of 

supervision or authority over another employee or pupil. 

 

"Intermediate supervisor" means the administrator to whom the immediate supervisor is directly 

responsible. 

 

"Pupil" means an individual enrolled in any formal educational program provided by the school 

district. 

 

"School district" means the Essex Fells School District. 
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District Coordinator 
 

The Board will appoint a District Coordinator to coordinate its efforts to comply with the 

Rehabilitation Act and the Americans with Disabilities Act and Title IX.  Such procedures to 

coordinate its efforts to comply with the act will be contained in this Regulation for pupils, 

employees and other qualified persons.  The District Coordinator will be responsible for the initial 

evaluation of all allegations, reasonable accommodations, if required, and re-evaluations.  The 

District Coordinator will comply with the mediation and due process requirements pursuant to 

N.J.A.C. 6A-14-2.6 and 6A:14-2.7 where applicable in cases arising from §504. 
 

Notice 

 

The Board shall notify members of the community, applicants, including those with impaired 

vision or hearing, and unions/associations within the school district, that the Board of Education 

does not discriminate on the basis of handicap/disability in violation of §504 or the Americans 

with Disabilities Act.  This notice may include any of the following methods:  the posting of 

notices, publication in local newspapers and magazines and/or distribution of memoranda or other 

written communications.  The policy and regulation may be reprinted in part or in full and 

distributed to serve as adequate notice. 

 

State or Local Law 

 

The obligation to comply with the Rehabilitation Act and the Americans with Disabilities Act is 

not obviated or alleviated by the existence of any State or local law or other requirement that, on 

the basis of handicap/disability, imposes prohibitions or limits upon the eligibility of qualified 

handicapped/disabled persons to receive services or to practice any occupation or profession, or 

because employment opportunities in any occupation or profession are or may be more limited for 

handicapped/disabled persons than nonhandicapped/nondisabled persons. 

 

EMPLOYMENT PRACTICES 
 

Discrimination Prohibited 
 

No qualified handicapped/disabled person shall, on the basis of handicap/disability, be subjected to 

discrimination in employment under any program or activity to which the Act applies.  The Board 

of Education will take positive steps to employ and advance in employment qualified 

handicapped/disabled persons in programs assisted under the Act.  The Board of Education will 

make all decisions concerning employment under any program or activity to which the Act applies 

in a manner which ensures that discrimination on the basis of handicap/disability does not occur 

and may not limit, segregate, or classify applicants or employees in any way that adversely affects 

their opportunities or status because of handicap/disability. 
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The Board of Education will not participate in a contractual or other relationship that has the effect 

of subjecting qualified handicapped/disabled applicants or employees to discrimination prohibited 

by the Rehabilitation Act.  This shall apply to 
 

1. Recruitment, advertising, and the processing of applications for employment; 

 

2. Hiring, upgrading, promotion, award of tenure, demotion, transfer, layoff, 

termination, right of return from layoff and rehiring; 

 

3. Rates of pay or any other form of compensation and changes in compensation; 

 

4. Job assignments, job classifications, organizational structures, position descriptions, 

lines of progression, and seniority l ists; 

 

5. Leaves of absences, sick leave, or other leave; 

 

6. Fringe benefits available by virtue of employment, whether or not administered by 

the Board of Education; 

 

7. Selection and financial support for training including apprenticeship, professional 

meetings, conferences, and other related activities, and selection for leaves of 

absences to pursue training; 

 

8. Employer sponsored activities, including social or recreational programs; and 

 

9. Any other term, condition, or privilege of employment. 

 

The Board of Educationôs obligation to comply with these requirements is not affected by any 

inconsistent term or any collective bargaining agreement to which the Board is a party. 
 

Reasonable Accommodation 
 

The Board of Education will make reasonable accommodation to the known physical or mental 

limitation of any otherwise qualified handicapped/disabled applicant or employee unless the Board 

can demonstrate that the accommodation would impose an undue hardship on the operation of the 

program.  Reasonable accommodation may include making facilities used by employees readily 

accessible to and usable by handicapped/disabled persons and job restructuring, part-time or 

modified work schedules, acquisition or modification of equipment or devices, the provision of 

readers or interpreters, and other similar actions.  In determining whether the accommodation 

would impose an undue hardship on the operation of the program, the Board of Education will 

consider: 
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1. The overall size of the school districtôs program with respect to the number of 

employees, number and type of facilities and the size of the budget; 

 

2. The type of operation, including the composition and structure of the school 

districtôs workforce; and 

 

3. The nature and cost of the accommodation needed. 

 

The Board of Education will not deny any employment opportunity to a qualified 

handicapped/disabled employee or applicant if the basis of the denial is the need to make 

reasonable accommodation to the physical or mental limitations of the employee or applicant. 

 

Employment Criteria 

 

The Board of Education and its administration will not use any employment test or other selection 

criterion that screens out or tends to screen out handicapped/disabled persons or any class of 

handicapped/disabled persons unless the test score or other selection criterion is shown to be job-

related for the position in question and alternative job-related tests or criteria that do not screen out 

as many handicapped/disabled persons shown by the Coordinator to be available.  The Board of 

Education and its administration may select and administer tests concerning employment so as to 

best ensure that when administered to an applicant or employee who has a handicap/disability that 

impairs sensory, manual, or speaking skills, the test results accurately reflect the applicantôs or 

employeeôs job skills, aptitude, or whatever factor the test purports to measure, rather than 

reflecting the applicantôs or employeeôs impaired sensory, manual, or speaking skills (except 

where those skills are the factors that the test purports to measure). 

 

Pre-employment Inquiries 

 

Except as provided for in this regulation and the Rehabilitation Act, the Board of Education and its 

administration, will not conduct pre-employment medical examination and will not make pre-

employment inquiry of an applicant as to whether the applicant is a handicapped/disabled person 

or as to the nature or severity of the handicap/disability.  The school district may make pre-

employment inquiry into an applicantôs ability to perform job related functions. 

 

When the Board of Education is taking remedial action to correct effects of past discrimination or 

to overcome the effects of conditions that resulted in limited participation in its federally assisted 

program or activity, as provided for in the Rehabilitation Act, or when the Board is taking 

affirmative action pursuant to §504 of the Rehabilitation Act, the Board may invite applicants for 

employment to indicate whether and to what extent they are handicapped/disabled.  This  is  

permitted  provided  the  Board  states  clearly  on a written questionnaire or makes clear  
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orally if no written questionnaire is used that the information requested is intended for use solely in 

connection with its remedial action obligations or its voluntary or affirmative  action efforts  and 

the Board  states clearly that the information is being requested on a voluntary basis, that it will be 

kept confidential, that refusal to provide information will not subject the applicant or employee to 

any adverse treatment, and that the information will only be used in accordance with this part of 

the Regulation and applicable section of the Rehabilitation Act. 

 

The Board of Education may condition an offer of employment on the results of a medical 

examination conducted prior to the employeeôs entrance on duty provided that all entering 

employees are subjected to such an examination regardless of handicap/disability and the results of 

such an examination are used only in accordance with the requirements of the policy, regulation 

and the Rehabilitation Act. 

 

Information obtained in accordance with pre-employment inquiries as to the medical condition or 

history of the applicant will be collected and maintained on separate forms that will be accorded 

confidentiality as medical records.  Supervisors may be informed of restrictions on the work or 

duties of handicapped/disabled persons and any reasonable accommodations.  First aid and safety 

personnel may be informed, where appropriate, if the condition might require emergency 

treatment.  Government officials investigating compliance with the Rehabilitation Act shall be 

provided relevant information upon request. 

 

Complaints About Employment Discrimination 

 

Complaints about employment discrimination under §504 of the Rehabilitation Act of 1973 or the 

Americans with Disabilities Act shall first be made in writing to the Superintendent or his/her 

designee.  If the complaint cannot be resolved the following grievance procedure shall be 

followed: 

 

Grievance Procedure - Employment 

 

This grievance procedure shall apply to qualified handicapped/disabled persons who are 

employees with alleged discriminatory act(s) under the provisions of §504 of the Rehabilitation 

Act of 1973 and/or the Americans with Disabilities Act. 

 

1. The aggrieved individual shall file a written complaint, stating the specific facts of 

his/her grievance and the alleged discriminatory act, with the compliance officer. 
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2. The District Coordinator shall make all reasonable efforts to resolve the matter 

informally by having the aggrieved individual review the complaint with his/her 

immediate supervisor. 

 

3. The immediate supervisor shall render a determination to the aggrieved individual 

within five working days after hearing the complaint.  If such complaint is not 

satisfactorily resolved at this stage, the aggrieved individual may proceed to the 

next level of appeal. 

 

4. Within three working days after a determination has been made at the preceding 

stage, the aggrieved individual may present the complaint in writing to the 

intermediate supervisor, if such there be, who shall orally discuss the complaint 

with the aggrieved individual.  The intermediate supervisor shall render a 

determination in writing to the aggrieved individual within seven working days 

after receiving the complaint.  If such complaint is not satisfactorily resolved at this 

stage, the aggrieved individual may proceed to the next level of appeal. 

 

5. Within three working days after a determination has been made by the intermediate 

supervisor, the aggrieved individual may make a written request to the compliance 

officer for review and determination. 

 

6. The District Coordinator shall immediately notify the individual, immediate 

supervisor, and intermediate supervisor in the case to submit written statements to 

him/her within five working days setting forth the specific nature of the complaint, 

the facts relating thereto, and the determinations previously rendered. 

 

7. The District Coordinator shall notify all parties concerned in the case of the time 

and place when an informal hearing will be held where the parties may appear and 

present oral and written statements supplementing their position in the case and the 

manner in which the hearing will be conducted.  Such hearing shall be held within 

seven working days of receipt of the written statements pursuant to paragraph 5. 

 

8. The District Coordinator shall render a determination within twelve working days 

after the written statements pursuant to paragraph 5 have been presented to him/her, 

or five working days after the completion of the informal hearing.  The District 

Coordinator will provide a written copy of his/her determination to all parties. 
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9. The aggrieved individual may appeal the determination of the District Coordinator 

to the Board within three working days of the receipt of the compliance officer's 

determination.  The appeal shall be in writing and attached to copies of the original 

complaint, the minutes of the informal hearing, and the written determination of the 

District Coordinator.  The Board or a committee thereof may, in its discretion, 

convene a hearing at which the parties may present additional testimony and 

argument. 

 

10. Within forty-five calendar days of the filing of appeal, the Board shall provide both 

parties with a written decision. 

 

11. If the complaint has not been satisfactorily resolved in the above stages, the 

aggrieved individual may appeal in writing directly to the Office of Civil Rights. 

 

FACILITIES 

 

Discrimination Prohibited 

 

No qualified handicapped/disabled person shall, because a Board of Education facility is 

inaccessible to or usable by handicapped/disabled persons, be denied the benefits of, be excluded 

from participation in, or otherwise be subjected to discrimination under any activity to which this 

section of the Regulation applies. 

 

Existing Facilities 

 

The Board of Education will operate its programs and activities so that the program, when viewed 

in its entirety, is readily accessible to handicapped/disabled persons.  The Board of Education is 

not required to make each of its facilities accessible to and usable by handicapped/disabled 

persons.  The Board may comply with these requirements through such means as redesign of 

equipment, realignment of classes or other services, assignment of aides, alternative sites, 

alterations of existing facilities or construction of new facilities or any other methods that result in 

making its programs or activities accessible to handicapped/disabled persons.  The Board is not 

required to make structural changes in existing facilities where other methods that are effective in 

achieving compliance with this Regulation and the Rehabilitation Act.  The Board will give 

priority to those methods that offer programs and activities to handicapped/disabled persons in the 

most integrated setting appropriate.  The Board of Education will develop a plan to make its 

facilities comply with this policy and the Rehabilitation Act.  The plan shall be developed with the 

assistance of interested persons, including handicapped/disabled persons or organizations 

representing handicapped/disabled persons. 
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New Construction 

 

The Board of Education will design and construct each new facility or part of each new facility, or 

in the renovation of facilities or part thereof, in a manner that each such facility is readily 

accessible to and usable by handicapped/disabled persons.  The alterations are not required if the 

alteration has little likelihood of being accomplished without removing or altering a load-bearing 

structural member.  The Board of Education will comply with the provisions of N.J.S.A. 18A and 

N.J.A.C. 6 for the construction, remodeling and/or renovation of its facilities. 
 

Complaints About Accessibility of Facility 
 

Complaints about access to facilities shall first be made to the Superintendent or his/her designee.  

If the complaint cannot be resolved the following grievance procedure shall be followed: 
 

Grievance Procedure - Facilities 

 

This grievance procedure shall apply to qualified handicapped/disabled persons who are not 

employees or pupils with alleged discriminatory act(s) under the provisions of §504 of the 

Rehabilitation Act of 1973 and/or the Americans with Disabilities Act. 

 

1. The aggrieved individual shall file a written complaint, stating the specific facts of 

his/her grievance and the alleged discriminatory act, with the District Coordinator. 

 

2. The District Coordinator shall make all reasonable efforts to resolve the matter 

informally by reviewing the complaint with the aggrieved individual. 
 

3. In the event the complaint cannot be resolved through an informal meeting, the 

District Coordinator shall notify all parties concerned in the case of the time and 

place when an informal hearing will be held where the parties may appear and 

present oral and written statements supplementing their position in the case and the 

manner in which the hearing will be conducted.  Such hearing shall be held within 

seven working days of receipt of the written statements pursuant to paragraph 5. 
 

4. The District Coordinator shall render a determination within twelve working days 

after the written statements pursuant to paragraph 5 have been presented to him/her, 

or five working days after the completion of the informal hearing.  The District 

Coordinator will provide a written copy of his/her determination to all parties. 
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5. The aggrieved individual may appeal the determination of the District Coordinator 

to the Board within three working days of the receipt of the District Coordinatorôs 

determination.  The appeal shall be in writing and attached to copies of the original 

complaint, the minutes of the informal hearing, and the written determination of the 

compliance officer.  The Board or a committee thereof may, in its discretion, 

convene a hearing at which the parties may present additional testimony and 

argument. 
 

6. Within forty-five calendar days of the filing of appeal, the Board shall provide both 

parties with a written decision. 
 

7. If the complaint has not been satisfactorily resolved in the above stages, the 

aggrieved individual may appeal in writing directly to the Office of Civil Rights. 

 

EDUCATIONAL PROGRAM 

 

The Board of Education will not, on the basis of handicap/disability, exclude qualified 

handicapped/disabled persons from the program or activity and will take into account the needs of 

such persons in determining the aid, benefits or services to be provided under the program or 

activity. 
 

Pupils not otherwise eligible for special education programs and/or related services pursuant to 

N.J.A.C. 6A:14-1 et  seq. may be referred to the District 504 Coordinator by the parent(s) or legal 

guardian(s), staff member and/or a request directly from the pupil. 
 

The Board will provide a reasonable accommodation(s) to otherwise qualified pupils 

notwithstanding any program and/or related services required pursuant to N.J.A.C. 6A:14-1 et seq.  

Timelines for re-evaluations of pupils receiving a reasonable accommodation(s) will be established 

by the District Coordinator.  A re-evaluation may be requested by the parent(s) or legal guardian(s) 

and/or the pupil at any time upon written request to the District Coordinator. 
 

Location and Notification 
 

The administration will undertake to identify and locate every qualified handicapped/disabled 

person residing within the school district who is not receiving a public school education and will 

take steps to notify such handicapped/disabled persons and their parent(s) or legal guardian(s) of 

the school districtôs duty under the policy and Rehabilitation Act.  Pupils not otherwise eligible for 

program and/or related services pursuant to N.J.A.C. 6A:14-1 et seq., may be referred to the 

District Coordinator by the parent(s) or legal guardian(s), staff member and/or a request directly 

from the pupil. 
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Free Appropriate Public Education 

 

The school district is required to provide a free appropriate public education to each qualified 

handicapped/disabled person who resides within the school district regardless of the nature or 

severity of the personôs handicap/disability.  An appropriate education is the provision of regular 

or special education and related aids and services that are designed to meet individual educational 

needs of handicapped/disabled persons as adequately as the needs of nonhandicapped/nondisabled 

persons are met and are based upon adherence to procedures that satisfy the requirements of this 

regulation. 

 

The school district may place a handicapped/disabled person in or refer such person to a program 

other than the one it operates as its means of carrying out the provisions of this regulation and 

IDEA.  The school district continues to maintain responsibility for ensuring the requirements of 

this section are met in respect to any handicapped/disabled person so placed or referred. 

 

A free appropriate public education must be provided to handicapped/disabled person without cost 

to the handicapped/disabled person or to his/her parent(s) or legal guardian(s), except for those 

fees that are imposed on nonhandicapped/nondisabled persons or their parent(s) or legal 

guardian(s).  If the handicapped/disabled person is placed in a program not operated by the school 

district the school district will ensure adequate transportation to and from the program and it shall 

be provided at no greater cost than would be incurred by the person or his parent(s) or legal 

guardian(s) if the handicapped/disabled person was placed in the program operated by the school 

district.  If a public or private residential placement is necessary to provide a free appropriate 

education to a handicapped/disabled person because of his/her handicap/disability, the program, 

including non-medical care and room and board shall be provided at no cost to the person or 

his/her parent(s) or legal guardian(s). 

 

Educational Setting 

 

The school administration will place a handicapped/disabled person in the regular educational 

environment within the school district unless the school district demonstrates that the education of 

the handicapped/disabled person in the regular environment with the use of supplementary aids 

and services cannot be achieved satisfactorily.  The administration will consider the proximity of 

any alternative setting for handicapped/disabled persons to the personôs home.  The Board will 

ensure that handicapped/disabled persons participate with nonhandicapped/ nondisabled persons in 

such activities and services to the maximum extent appropriate to the needs of the 

handicapped/disabled person in question. 
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Evaluation And Placement 

 

The Board of Education establishes standards and procedures for the evaluation and placement of 

pupils who, because of handicap/disability, need or are believed to need special education or 

related services through Policy No. 2460 and Regulations Nos. 2460 through 2460.14.  Individuals 

qualifying under §504 shall be evaluated using the following procedures: 

 

1. Tests and other evaluation materials have been validated for the specific purpose for 

which they are used and are administered by trained personnel; 

 

2. Tests and other evaluation materials include those tailored to assess specific areas 

of educational need and not merely those which are designed to provide a single 

general intelligence quotient; and 

 

3. Tests are selected and administered so as to best to ensure that, when a test is 

administered to a pupil with impaired sensory, manual, or speaking skills, the test 

results accurately reflect the pupilôs aptitude or achievement level or whatever other 

factor the test purports to measure, rather than reflecting the pupilôs impaired 

sensory, manual, or speaking skills (except where those skills are the factors that the 

test purports to measure). 

 

In interpreting evaluation data and in making placement decisions, the school district will: 
 

1. Draw upon information from a variety of sources, including aptitude and 

achievement tests, teacher recommendations, physical condition, social or cultural 

background, and adaptive behavior; 
 

2. Establish procedures to ensure that the information obtained from all such sources 

is documented and carefully considered;  
 

3. Ensure that the placement decision is made by a group of persons, including 

persons knowledgeable about the child, the meaning of the evaluation data and the 

placement options; and 
 

4. Ensure that the placement decision is made in conformity with this regulation and 

the Rehabilitation Act of 1973. 
 

Timelines for re-evaluations of pupils receiving a reasonable accommodation(s) will be established 

by the District 504 Coordinator.  A re-evaluation may be requested by the parent(s) or legal 

guardian(s) and/or the pupil at any time upon written request to the District Coordinator. 
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Section 504 Accommodation Plan 

 

The District Coordinator based on the evaluation of the pupil eligible for services under §504 shall 

prepare a Section 504 Accommodation Plan which contains at least the following elements as 

related to the pupil: 

 

1. Name. 

 

2. Date of Birth. 

 

3. Current educational placement. 

 

4. Name of the District Coordinator or designee preparing the Section 504 

Accommodation Plan. 

 

5. Handicapping/Disabling condition. 

 

a. Major life activity impaired. 

 

b. Educational impact. 

 

c. Impact on related educational progress. 

 

6. Accommodation (as appropriate). 

 

a. Physical and learning environment. 

 

b. Instructional. 
 

c. Behavioral. 
 

d. Evaluation. 
 

e. Medical. 

 

f. Transportation. 

 

g. Other. 
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7. Location of the Accommodation. 

 

8. A l isting of individuals participating in the development of the plan, along with 

their titles and the date(s) of their participation. 

 

9. A certification by the parent(s) or legal guardian(s) of the pupil that they have 

participated in the development of the plan and give their consent to its 

implementation. 

 

10. A waiver of the fifteen days notice prior to the implementation of the plan by the 

parent(s) or legal guardian(s) if the plan is to be implemented sooner than the 

fifteen days. 

 

Procedural Safeguards 

 

The school district will establish and implement, with respect to actions regarding the 

identification, evaluation, or educational placement of persons who, because of 

handicap/disability, need or are believed to need special education or related services, a system of 

procedural safeguards that includes notice, an opportunity for the parent(s) or legal guardian(s) of 

the person to examine relevant records, an impartial hearing with opportunity for participation by 

the personôs parent(s) or legal guardian(s) and representation by council, and a review procedure.  

These procedural safeguards shall be in accordance with N.J.A.C. 6A:14 et seq. and Policy No. 

2460 and Regulation 2460.7 and/or the grievance procedures contained herein. 
 

Grievance Procedure - Pupils 
 

This grievance procedure shall apply to qualified handicapped/disabled persons who are pupils 

with alleged discriminatory act(s) under the provisions of §504 of the Rehabilitation Act of 1973 

and/or the Americans with Disabilities Act. 
 

1. The parent(s) or legal guardian(s) of a qualified handicapped/disabled pupil or adult 

qualified handicapped/disabled pupil who believe the pupil has a valid basis for a 

grievance under §504, or the American Disabilities Act shall file an informal 

complaint in writing, stating the specific facts of his/her grievance and the alleged 

discriminatory act, with the District Coordinator. 
 

2. The District Coordinator shall make all reasonable efforts to resolve the matter 

informally by reviewing the grievance with appropriate staff which may include, 

but not be limited to, the Principal, Child Study Team staff and/or the classroom 

teacher(s). 
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3. The District Coordinator will investigate and document the complaint including 

dates of meetings, dispositions and date of dispositions.  The District Coordinator 

will provide a written reply to the aggrieved individual within seven working days. 

 

4. If the complainant is not satisfied with the District Coordinatorôs written reply, the 

complainant must file a formal complaint in writing, setting out the circumstances 

that give rise to the alleged grievance.  This written complaint must be filed with 

the District Coordinator within three working days. 

 

5. The District Coordinator will appoint a qualified hearing officer within seven 

working days of the receipt of the written grievance.  The hearing officer will 

conduct a hearing within seven working days.  The hearing officer will give the 

parent(s) or legal guardian(s), pupil or adult pupil a full and fair opportunity to 

present evidence relevant to the issues raised under the grievance.  The parent(s) or 

legal guardian(s), pupil or adult pupil may, at their own expense, be assisted or 

represented by individuals of their choice, including legal counsel.  The hearing 

officer will present a written decision to the District Coordinator and aggrieved 

individual within seven working days of the hearing. 

 

6. The complainant may file an written appeal to the Board if not satisfied with the 

hearing officerôs decision.  The Board, through the Superintendent, will provide a 

written disposition of the alleged grievance. 

 

7. The complainant may request Mediation and Due Process in accordance with 

N.J.A.C. 6A:14-2.6 and 2.7 if unsatisfied with the written decision of the Board, or 

if specifically requested by the parent(s) or legal guardian(s), or adult pupil the 

aforementioned N.J.A.C. 6A:14-2.6 and 2.7 grievance procedure must be followed. 

 

Nonacademic Services 

 

The Board of Education will provide non-academic and extracurricular services and activities in 

such manner as is necessary to afford handicapped/disabled pupils an equal opportunity for 

participation in such services and activities.  These services and activities may include counseling 

services, physical recreational athletics, transportation, health services, recreational activities, 

special interest groups or school clubs, referrals to agencies which provide assistance to 

handicapped/disabled persons, and employment to pupils, including both employment by the 

school district and assistance in making available outside employment. 
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The Board of Education and administration will ensure that qualified handicapped/disabled pupils 

are not counseled toward more restrictive career objectives than are nonhandicapped/nondisabled 

pupils with similar interests and abilities.  The Board will provide to qualified 

handicapped/disabled pupils an equal opportunity for participation in physical education courses, 

athletics, and similar programs and activities.  The school district may offer separate physical 

education and athletic activities to handicapped/disabled pupils only if separate or differentiation is 

consistent with the requirements of the Rehabilitation Act and no qualified handicapped/disabled 

person is denied the opportunity to compete for teams or to participate in courses that are not 

separate or different. 

 

MISCELLANEOUS 

 

Provisions Applicable to All Grievance Procedures 

 

1. If the same or substantially the same grievance is made by more than one 

individual, a single individual may process the grievance through the grievance 

procedure on behalf of all aggrieved individuals.  The names of all aggrieved 

individuals shall appear on all documents related to the settlement of the grievance. 

 

2. An aggrieved individual may be represented or accompanied at any time by a 

person chosen by the individual. 

 

3. An employee may use personal leave time when it becomes necessary to process a 

grievance during work hours. 

 

4. A grievance that arises late in the school term will be submitted to an expedited 

process in order that the grievance may be resolved as soon after the school term as 

possible. 

 

5. There will be no reprisal of any kind taken against any aggrieved individual for 

participation in a grievance. 

 

6. All documents, communications, and records regarding the processing of a 

grievance will be filed in a separate file and will not be kept in the personnel or 

pupil file. 

 

Issued:  19 October 2011 
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R 1530  EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT PROCEDURE 

 

A. Purpose and Application 

 

1. The purpose of this procedure is to give any district employee or candidate for 

employment the opportunity to appeal an alleged denial of equal employment 

opportunity in violation of State statutes and administrative codes, and Federal laws 

and Policy No. 1530, guaranteeing ñequal access to all categories of employment 

without regard to the candidateôs race, color, creed, religion, national origin, 

ancestry, age, marital status, affectional or sexual orientation, gender, 

socioeconomic status, or disability.ò 

 

2. This procedure is intended to facilitate an equitable and just resolution of a dispute 

at the most immediate level and should be implemented in an informal manner. 

 

3. Every reasonable effort will be made to expedite the process in the interest of a 

prompt resolution.  Time limits may, however, be extended with the consent of all 

parties. 

 

4. All participants in the procedure will respect the confidentiality that this district 

accords to information about individual employees. 

 

B. Definitions 

 

1. ñBoard of Educationò means the Board of Education of the Essex Fells School 

District. 
 

2. ñComplaintò means an alleged discriminatory act or practice. 
 

3. ñComplainantò means a staff member who alleges a discriminatory act or practice.  
 

4. ñDayò means a working or calendar day as identified. 
 

5. ñDiscriminatory act or practiceò means denial of equal employment opportunity in 

violation of State statutes and administrative codes and Federal laws and Policy No. 

1530. 
 

6. ñSchool districtò means the Essex Fells School District. 
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C. Procedure 

 

1. A complainant who believes that he/she has been harmed or adversely affected by a 

discriminatory practice or act prohibited by law and/or policy shall discuss the 

matter with his/her immediate supervisor in an attempt to resolve the matter 

informally. 

 

2. If the matter is not resolved to the satisfaction of the complainant within thirty 

working days, the complainant may submit a written complaint to the Affirmative 

Action Officer.  The complaint will include: 
 

a. The complainantôs name and address, 
 

b. The specific act or practice that the complainant complains of, 
 

c. The school employee, if any, responsible for the allegedly discriminatory 

act, 
 

d. The results of discussions conducted in accordance with paragraph C1, and 
 

e. The reasons why those results are not satisfactory. 

 

3. The Affirmative Action Officer will investigate the matter informally and will 

respond to the complaint in writing no later than seven working days after receipt of 

the written complaint.  A copy of the complaint and the response will be forwarded 

to the Superintendent. 

 

4. The response of the Affirmative Action Officer may be appealed to the 

Superintendent in writing within three working days after it has been received by 

the complainant.  The appeal will include the original complaint, the response to the 

complaint, and the complainantôs reason for rejecting the response.  A copy of the 

appeal must be given to the staff member alleged to have acted discriminatorily. 
 

5. On his/her timely request (that is, submitted before the expiration of the time within 

which the Superintendent must render a decision), the complainant will be given an 

informal hearing before the Superintendent, at a time and place convenient to the 

parties, but no later than seven working days after the request for a hearing has been 

submitted.  The Superintendent may also require the presence at the hearing of the 

staff member charged with a discriminatory act and any other person with 

knowledge of the act complained of.  
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6. The Superintendent will render a written decision in the matter no later than seven 

working days after the appeal was filed or the hearing was held, whichever occurred 

later.  Copies of the decision will be given to all parties. 

 

7. The complainant may appeal the Superintendentôs decision to the Board by filing a 

written appeal with the Board Secretary no later than three working days after 

receipt of the Superintendentôs decision.  The appeal shall include: 

 

a. The original complaint, 
 

b. The response to the complaint, 
 

c. The Superintendentôs decision,  
 

d. A transcript of the hearing, if one has been made, or a summary of the 

hearing to which all parties have consented, and 
 

e. The complainantôs reason for believing the Superintendentôs decision should 

be changed. 

 

8. A copy of the appeal to the Board must be given to the staff member, if any, 

charged with a discriminatory act. 

 

9. The Board will review all papers submitted and may render a decision on the basis 

of the proceedings below.  If the complainant so requests, the Board may convene a 

hearing, at which all parties may be represented by counsel and may present and 

examine witnesses, who will testify under oath. 

 

10. The Board will render a written decision no later than forty-five calendar days after 

the appeal was filed or the hearing held, whichever occurred later.  Copies of the 

decision will be given to all parties. 

 

11. The complainant will be informed of his/her right to appeal the Boardôs decision to 

the: 

 

a. Commissioner of Education 

 New Jersey State Department of Education 

 P.O. Box 500 

 Trenton, New Jersey  08625-0500 

 Telephone: (877) 900-6960 or the 
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b. New Jersey Division on Civil Rights 

 Trenton Regional Office 

 Office of the Attorney General 

 140 East Front Street ï 6th Floor 

 Trenton, New Jersey  08625-0090 

 Telephone: (609) 292-4605 

 

D. Record 

 

1. The records of any complaint processed in accordance with this procedure shall be 

maintained in a file kept by the Affirmative Action Officer.   

 

2. A copy of the decision rendered at the highest level of appeal will be kept in the 

employeeôs personnel file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:  19 October 2011 
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R 1550  AFFIRMATIVE ACTION PROGRAM FOR EMPLOYMENT AND 

            CONTRACT PRACTICES COMPLAINT PROCEDURE 

 

A. Purpose and Application 

 

1. The purpose of this procedure is to give any district employee or candidate for 

district employment the opportunity to appeal an alleged violation of the districtôs 

Affirmative Action Program for employment and contract practices, as set forth in 

Policy No. 1550 or in a plan formally adopted by the Board of Education and 

approved by the Commissioner. 

 

2. No qualified handicapped person, shall, on the basis of handicap, be subjected to 

discrimination in employment and the Board will take positive steps to employ and 

advance in employment qualified handicapped persons in programs and activities.   

 

3. This procedure is intended to facilitate an equitable and just resolution of a dispute 

at the most immediate level and should be implemented in an informal manner. 

 

4. Every reasonable effort will be made to expedite the process in the interest of a 

prompt resolution.  Time limits may, however, be extended with the consent of all 

parties. 

 

5. All participants in the procedure will respect the confidentiality that this district 

accords to information about individual staff members. 

 

B. Definitions 

 

1. ñBoard of Educationò means the Board of Education of the Essex Fells School 

District. 

 

2. ñComplaintò means an alleged violation of the districtôs Affirmative Action Plan or 

Policy. 

 

3. ñComplainantò means a staff member who alleges a violation of the districtôs 

Affi rmative Action Plan or Policy No. 1550. 

 

4. ñDayò means a working or calendar day as identified. 
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5. ñSchool districtò means the Essex Fells School District. 

 

6. ñViolationò means the failure of a district official or employee to take the positive 

steps outlined in Policy No. 1550 or the duly approved Affirmative Action Plan to 

remove impermissible bias or preference from all aspects of district employment or 

contract practices and/or to correct the results of past discrimination. 

 

C. Procedure 

 

1. A complainant who believes that he/she has been harmed or adversely affected by a 

failure to enforce the districtôs Affirmative Action Plan for employment and 

contract practices shall discuss the matter with his/her immediate supervisor in an 

attempt to resolve the matter informally. 

 

2. If the matter is not resolved to the satisfaction of the complainant within thirty 

working days, the complainant may submit a written complaint to the Affirmative 

Action Officer.  The complaint will include: 
 

a. The complainantôs name and address, 
 

b. The specific failure to act that the complainant complains of, 
 

c. The school officer or employee, if any, responsible for the alleged violation 

of the Affirmative Action Plan, 
 

d. The results of discussions conducted in accordance with paragraph C1, and 
 

e. The reasons why those results are not satisfactory. 

 

3. The Affirmative Action Officer will investigate the matter informally and will 

respond to the complaint in writing no later than seven working days after receipt of 

the written complaint.  A copy of the complaint and the response will be forwarded 

to the Superintendent. 

 

4. The response of the Affirmative Action Officer may be appealed to the 

Superintendent in writing within three working days after it has been received by 

the complainant.  The appeal will include the original complaint, the response to the 

complaint, and the complainantôs reason for rejecting the response.  A copy of the 

appeal must be given to the staff member alleged to have violated the Affirmative 

Action Plan. 

 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

ADMINISTRATION 

R 1550/page 3 of 4 

Affirmative Action Program for Employment and 

Contract Practices Complaint Procedure 

 

 

5. On his/her timely request (that is, submitted before the expiration of the time within 

which the Superintendent must render a decision), the complainant will be given an 

informal hearing before the Superintendent, at a time and place convenient to the 

parties, but no later than seven working days after the request for a hearing has been 

submitted.  The Superintendent may also require the presence at the hearing of the 

staff member charged with violation of the Affirmative Action Plan and any other 

person with knowledge of the violation complained of.  

 

6. The Superintendent will render a written decision in the matter no later than seven 

working days after the appeal was filed or the hearing was held, whichever occurred 

later.  Copies of the decision will be given to all parties and to the Board of 

Education. 

 

7. The complainant may appeal the Superintendentôs decision to the Board by filing a 

written appeal with the Board Secretary no later than three working days after 

receipt of the Superintendentôs decision.  The appeal will include: 

 

a. The original complaint, 
 

b. The response to the complaint, 
 

c. The Superintendentôs decision,  
 

d. A transcript of the hearing, if one has been made, or a summary of the 

hearing to which all parties have consented, and 
 

e. The complainantôs reason for believing the Superintendentôs decision should 

be changed. 
 

8. A copy of the appeal to the Board must be given to the staff member, if any, 

charged with a violation of the Affirmative Action Plan. 
 

9. The Board will review all papers submitted and may render a decision on the basis 

of the proceedings below.  If the complainant so requests, the Board may convene a 

hearing, at which all parties may be represented by counsel and may present and 

examine witnesses, who will testify under oath. 
 

10. The Board will render a written decision no later than forty-five calendar days after 

the appeal was filed or the hearing held, whichever occurred later.  Copies of the 

decision will be given to all parties. 

 

 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

ADMINISTRATION 

R 1550/page 4 of 4 

Affir mative Action Program for Employment and 

Contract Practices Complaint Procedure 

 

 

11. The complainant will be informed of his/her right to appeal the Boardôs decision to 

the: 

 

a. Commissioner of Education 

 New Jersey State Department of Education 

 P.O. Box 500 

 Trenton, New Jersey  08625-0500 

 Telephone: (877) 900-6960 or the 

 

b. New Jersey Division on Civil Rights 

Trenton Regional Office 

 Office of the Attorney General 

 140 East Front Street ï 6th Floor 

 Trenton, New Jersey  08625-0090 

 Telephone: (609) 292-4605 

 

D. Record 

 

1. The records of any complaint processed in accordance with this procedure shall be 

kept in a file maintained by the Affirmative Action Officer. 

 

2. A copy of the decision rendered at its highest level of appeal will be kept in the 

complainantôs personnel file. 
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R 1570  INTERNAL CONTROLS 

 

A. Segregation of Business Duties and Organizational Structure 

 

1. The school district shall evaluate business processes annually and allocate available 

resources appropriately in an effort to establish a strong control environment. 

 

2. The School Business Administrator/Board Secretary shall identify processes that 

when performed by the same individuals are a violation of sound segregation of 

duties.  The School Business Administrator/Board Secretary shall segregate the 

duties of all such processes among Business office staff based on available district 

resources, assessed vulnerability and the associated cost-benefit, except as required 

by a. and b. below. 

 

a. The functions of human resources and payroll shall be segregated and 

completed by different employees in all districts. 

 

b. The functions of purchasing and accounts payable shall be segregated and 

completed by different employees in all districts. 

 

3. The district shall include in the Comprehensive Annual Financial Report (CAFR) a 

detailed organizational chart for the Central Office that tie to the districtôs position 

control logs, including but not limited to, the business, human resources, and 

information management functions. 

 

B. Standard Operating Procedures (SOPs) for Business Functions 

 

1. The school district shall establish SOPs for each task or function of the business 

operations of the district by December 31, 2009. 

 

2. The SOP Manual shall include sections on each routine task or function of the 

following areas: 

 

a. Accounting including general ledger, accounts payable, accounts receivable, 

payroll and fixed assets, and year-end procedures for each; 

 

b. Cash management;  
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c. Budget development and administration including tasks such as 

authorization of transfers and overtime; 

 

d. Position control; 
 

e. Purchasing including such tasks as preparation of requisitions, approval of 

purchase orders and encumbering of funds, bid and quote requirements, and 

verification of receipt of goods and services; 
 

f. Facilities including administration of work and health and safety; 
 

g. Security; 
 

h. Emergency preparedness; 
 

i. Risk management; 
 

j. Transportation; 
 

k. Food service; 
 

l. Technology systems; and 
 

m. Information management. 

 

3. A standard operating procedure shall be established that ensures office supplies are 

ordered in appropriate quantities, maintained in appropriate storage facilities, and 

monitored to keep track of inventory. 

 

C. Financial and Human Resource Management Systems, Access Controls 

 

1. Whenever considering financial systems or the automation of other services or 

functions, the Superintendent or School Business Administrator/Board Secretary 

shall notify the Executive County Superintendent in writing to see if opportunities 

for a shared service system exist. 

 

2. Access controls shall be established for key elements of financial systems to ensure 

that a single person does not have the ability to make system edits that would 

violate segregation of duties controls. 

 

a. The process for creating, modifying, and deleting user accounts shall 

include the use of user access request forms. 
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b. All requests for financial applications shall be approved and specified by the 

School Business Administrator/Board Secretary. 

 

c. All requests for network access shall be granted by the head of the 

technology department, if one exists. 

 

d. A review of user access shall be conducted yearly at a minimum by the 

relevant department managers and an audit trail should be maintained to 

verify the performance of this review. 

 

e. Access to the network and key applications within a district shall be 

restricted to authorized users through the use of unique user names and 

passwords. 

 

f. Proper protocols shall be implemented that appropriately address password 

expiration and complexity. 

 

D. Personnel Tracking and Accounting 

 

1. The school district shall maintain an accurate, complete, and up-to-date automated 

position control roster to track the actual number and category of employees and the 

detailed information for each.  Districts are required to maintain a position control 

roster by December 31, 2009.  The position control roster shall: 
 

a. Share a common database and be integrated with the district's payroll 

system; 
 

b. Agree to the account codes in the budget software; 

 

c. Ensure that the data within the position control roster system includes, at a 

minimum, the following information: 
 

(1) The employeeôs name; 
 

(2) The date of hire; 
 

(3) A permanent position tracking number for each employee including: 
 

(a) The expenditure account codes for the general fund 

consistent with the State prescribed budget, special revenue 

fund and enterprise funds; 
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(b) The building(s) the position is assigned; 

 

(c) The certification title and endorsement held, as applicable; 

 

(d) The assignment position title as follows: 
 

i.   Superintendent or Chief  

   School Administrator; 
 

ii.    Assistant Superintendent; 
 

iii.    School Business Administrator; 
 

iv.   Board Secretary (when  

   other than i., ii., or iii. above); 
 

v.   Principal; 
 

vi.   Vice Principal; 
 

vii.    Director; 
 

viii.    Supervisor; 
 

ix.   Facilitator; 
 

x.   Instructional Coach by  

   Subject Area; 
 

xi.   Department Chairperson    

   by Subject Area; 
 

xii.    Certificated Administrator ï Other; 
 

xiii.    Guidance; 
 

xiv.   Media Specialist/Librarian; 
 

xv.   School Nurse; 
 

xvi.   Social Worker; 
 

xvii.    Psychologist; 
 

xviii.    Therapist ï OT; 
 

xix.   Therapist ï PT; 
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xx.   Therapist ï Speech; 

 

xxi.   Certificated Support  

   Staff ï Other; 

 

xxii .   Teacher by Subject Area; 

 

xxiii.    Instructional Assistants;  

 

xxiv.   Certificated Instructional-Other; 

 

xxv.   Aides supported by IEP; 

 

xxvi.   Other Aides;  

 

xxvii.    Maintenance Worker; 

 

xxviii.    Custodian; 

 

xxix.   Bus Driver; 

 

xxx.   Vehicle Mechanic; 

 

xxxi.   Food Service; and 

 

xxxii.    Other Non-certificated. 

 

(4) A control number for substitute teachers; 

 

(5) A control number for overtime; 

 

(6) A control number for extra pay; 

 

(7) The status of the position (filled, vacant, abolished, etc.); 

 

(8) An indication, when available, of whether the employee is retiring in 

the budget year or not being renewed including associated costs such 

as contractual buyouts, severance pay, paid vacation or sick days, 

etc; 

 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

ADMINISTRATION 

R 1570/page 6 of 6 

Internal Controls 

 

 

(9) Each of the following: base salary, step, longevity, guide, stipends 

by type, overtime and other extra compensation; 

 

(10) The benefits paid by the district, net of employee reimbursements or 

co-pays, by type of benefit and for FICA and Medicare; 

 

(11) The position's full-time equivalent value by location; 

 

(12) The date the position was filled; and 

 

(13) The date the position was originally created by the Board.  If the date 

the position was originally created is not available, this item shall 

represent the date the person currently filling that position was 

approved by the Board. 
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R 1642.01 SICK LEAVE 

 

A. Definitions ï N.J.S.A. 18A:30-1.c. and 18A:30-4.i. 

 

1. ñCertified Domestic Violence Specialistò means a person who has fulfilled the 

requirements of certification as a Domestic Violence Specialist established by the 

New Jersey Association of Domestic Violence Professionals.  

 

2. ñChildò means a biological, adopted or foster child, stepchild or legal ward of an 

employee, child of a domestic partner or civil union partner of the employee.  

 

3. ñDesignated domestic violence agencyò means a county-wide organization whose 

primary purpose is to provide services to victims of domestic violence and which 

provides services that conform to the core domestic violence services profile as 

defined by the Division of Child Protection and Permanency in the Department of 

Children and Families and is under contract with the division for the express 

purpose of providing the services.  

 

4. ñDomestic or sexual violenceò means stalking, any sexually violent offense, as 

defined in N.J.S.A. 30:4-27.26, or domestic violence as defined in N.J.S.A. 2C:25-

19 and N.J.S.A. 17:29B-16.  

 

5. ñFamily memberò means a child, grandchild, sibling, spouse, domestic partner, civil 

union partner, parent, or grandparent of an employee, or a spouse, domestic partner, 

or civil union partner of a parent or grandparent of the employee, or a sibling of a 

spouse, domestic partner, or civil union partner of the employee, or any other 

individual related by blood to the employee or whose close association with the 

employee is the equivalent of a family relationship.  

 

6. ñHealth care professionalò means any person licensed under Federal, State, or local 

law or the laws of a foreign nation, to provide health care services, or any other 

person who has been authorized to provide health care by a licensed health care 

professional including, but not limited to, doctors, nurses, and emergency room 

personnel.  

 

7. ñSupervisorò means the building or district administrative staff member designated 

by the Superintendent who is responsible for supervising the employee. 
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B. Eligibility for Sick Leave ï N.J.S.A. 18A:30-1 

 

1. Sick leave is defined as the absence from an employee's post of duty, for any of the 

following reasons:  

 

a. The employee is personally ill or injured;  

 

b. For diagnosis, care, or treatment of, or recovery from, an employeeôs mental 

or physical illness, injury or other adverse health condition, or for preventive 

medical care for the employee;  

 

c. For the employee to aid or care for a family member of the employee during 

diagnosis, care, or treatment of, or recovery from, the family member's 

mental or physical illness, injury or other adverse health condition, or during 

preventive medical care for the family member; 

 

d. Absence necessary due to circumstances resulting from the employee, or a 

family member of the employee, being a victim of domestic or sexual 

violence, if the leave is to allow the employee to obtain for the employee or 

the family member:  

 

(1) Medical attention needed to recover from physical or psychological 

injury or disability caused by domestic or sexual violence; 

 

(2) Services from a designated domestic violence agency or other victim 

services organization;  

 

(3) Psychological or other counseling;  

 

(4) Relocation; or  

 

(5) Legal services, including obtaining a restraining order or preparing 

for, or participating in, any civil  or criminal legal proceeding related 

to the domestic or sexual violence;  

 

e. The death of a family member for up to seven days; 
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f. To attend a child's school-related conference, meeting, function or other 

event requested or required by a school administrator, teacher, or other 

professional staff member responsible for the child's education, or to attend 

a meeting regarding care provided to the child in connection with the child's 

health conditions or disability; 

 

g. The school or place of care of a child of the employee is closed by order of a 

public official or because of a state of emergency declared by the Governor, 

due to an epidemic or other public health emergency; or  

 

h. The employee has been exposed to a contagious disease or is quarantined 

for the disease in the employee's immediate household. 

 

2. N.J.S.A. 18A:30-1, Policy 1642.01, and this Regulation shall not supersede any law 

providing collective bargaining rights for school district employes and shall not 

reduce, diminish, or adversely affect an employeeôs collective bargaining rights. 

 

C. Physicianôs Certificate Required for Sick Leave ï N.J.S.A. 18A:30-4 

 

1. In case of sick leave claimed due to personal illness or injury, the Board of 

Education may require a physician's certificate to be filed with the Secretary of the 

Board in order to obtain sick leave. 

 

2. If an employeeôs need to use sick leave as defined pursuant to N.J.S.A. 18A:30-1 

and B. above is foreseeable, the Board may require advance notice, not to exceed 

seven calendar days prior to the date the leave is to begin, of the intention to use the 

leave and its expected duration, and the employee shall make a reasonable effort to 

schedule the use of sick leave in a manner that does not unduly disrupt the 

operations of the Board. 

 

3. If the reason for the leave is not foreseeable, the Board of Education may require an 

employee to give notice of the intention as soon as practicable, provided the Board 

of Education has notified the employee of this requirement. 

 

4. The Board may prohibit an employee from using foreseeable sick leave on certain 

dates, and require reasonable documentation if sick leave that is not foreseeable is 

used during those dates.  
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5. In case of sick leave claimed for three or more consecutive days, the Board may 

require reasonable documentation that the leave is being taken for a purpose 

permitted pursuant to N.J.S.A. 18A:30-1.a. and B.1. above.  

 

6. If the leave is permitted under N.J.S.A. 18A:30-1.a.(2) or (3) and B.1.b. or c. above, 

documentation signed by a health care professional who is treating the employee or 

the family member of the employee indicating the need for the leave and, if 

possible, the number of days of leave, shall be considered reasonable 

documentation.  

 

7. If the leave is permitted under N.J.S.A. 18A:30-1.a.(4) and B.1.d. above because of 

domestic or sexual violence, any of the following shall be considered reasonable 

documentation of the domestic or sexual violence:  

 

a. Medical documentation;  

 

b. A law enforcement agency record or report;  

 

c. A court order;  

 

d. Documentation that the perpetrator of the domestic or sexual violence has 

been convicted of a domestic or sexual violence offense; 

 

e. Certification from a certified Domestic Violence Specialist or a 

representative of a designated domestic violence agency or other victim 

services organization; or  

 

f. Other documentation or certification provided by a social worker, counselor, 

member of the clergy, shelter worker, health care professional, attorney, or 

other professional who has assisted the employee or family member in 

dealing with the domestic or sexual violence.  

 

8. If the leave is permitted under N.J.S.A. 18A:30-1.a.(7) and B.1.g. above, a copy of 

the order of the public official or the determination by the health authority shall be 

considered reasonable documentation.  

 

D. Sick Leave Charges 
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1. An employee who is absent for 50% percent of their work day shall be charged a 

full sick day if the employeeôs reason for absence is covered by N.J.S.A. 18A:30-1.  

 

2. A sick leave day once commenced may be reinstated as a working day only with the 

approval of the Superintendent or designee.  

 

3. An employee absent on sick leave on a day when the school is closed early for 

emergency reasons will be charged with a full sick leave day. 

 

4. An employee scheduled for a sick leave absence on a day on which the schools do 

not open because of an emergency will not be charged with a sick leave day. 

 

E. Readmission After Disability 

 

1. An employee absent on sick leave, covered under N.J.S.A. 18A:30-1.a.(1); (2); and 

(8) and B.1.a.; b.; and h., for more than five consecutive working days who wishes 

to return to work shall submit the signed statement of their physician or institution 

indicating the employeeôs fitness to perform their duties. 

 

2. The Board may, at its discretion, require the employee submit to an examination by 

a physician or institution designated by the Board to confirm the information 

submitted by the employeeôs physician or institution.  

 

a. The Board shall bear the cost of the examination if the examination is 

performed by a physician or institution designated by the Board.  

 

3. If the results of the examination conducted pursuant to paragraph E.2. above are 

inconsistent with the statement of the employeeôs physician in E.1. above, the 

employee and the Board shall  agree to a third physician or institution to conduct the 

examination.  The Board shall bear the cost of this third examination.  

 

F. Accumulation of Sick Leave 

 

1. If any employee requires in any school year less than the specified number of days 

of sick leave with pay allowed, all days of such minimum sick leave not utilized 

that year shall be accumulative to be used for additional sick leave as needed in 

subsequent years in accordance with N.J.S.A. 18A:30-3. 
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G. Exhaustion of Sick Leave 

 

1. The Superintendent or designee shall monitor employee accumulated sick leave and 

charge an employeeôs accumulated sick leave. 

 

a. Sick leave will be charged, first, to the sick leave newly available in the 

employeeôs current contract year and, when that sick leave entitlement is 

exhausted, to the employeeôs accumulated sick leave. 

 

H. Records 

 

1. The personnel file of each person employed by this district wil l include an accurate 

record of the employeeôs use and accumulation of sick leave days.  

 

a. The Superintendent or designee will maintain the employees record of 

accumulated sick leave in accordance with Policy 1642.01 and this 

Regulation. 

 

2. Each employeeôs attendance record will record the reason for any absence. 

 

 

Issued: 
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R 2000  PROGRAM 

 

Number Title 

 

R 2200 Curriculum Content (M) 

R 2330 Homework 

R 2340 Field Trips 

R 2260 Affirmative Action Program for School and Classroom Practices Complaint 

 Procedure (M) 

R 2361 Acceptable Use of Computer Network/Computers and Resources 

R 2411 Guidance and Counseling (M) 

R 2412 Home Instruction Due to Health Condition 

R 2417 Pupil Intervention and Referral Services 

R 2419 School Threat Assessment Teams 

R 2423 Bilingual and ESL Education (M) 

R 2425 Emergency Virtual or Remote Instruction Program 

R 2431.4 Prevention and Treatment of Sports-Related Concussions and Head Injuries 

R 2460 Special Education (M) 

R 2460.15 Special Education ï In-Service Training Needs for Professional  

 and Paraprofessional Staff (M) 

R2460.16 Special Education - Instructional Material to Blind or Print-Disabled Pupils 

R2460.30 Additional/Compensatory Special Education and Related Services 

R 2464 Gifted and Talented Pupils (M) 

R 2481 Home or Out-of-School Instruction for General Education Pupils 

R 2510 Adoption of Textbooks 

R 2520 Instructional Supplies 

R 2531 Use of Copyrighted Materials 

R 2560 Live Animals in School  

R 2622 Student Assessment 

R 2624 Grading System 
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R 2200  CURRICULUM CONTENT 

 

Courses of study and instructional materials and programs shall be designed to eliminate 

discrimination and promote understanding and mutual respect between children of different races, 

colors, creeds, sexes, sexual orientations, ancestries, national origins, social or economic status, 

and/or disabilities. 

 

In order to eliminate possible bias in the curriculum, staff shall use the following criteria: 

 

A. When instructional material contains stereotypes or discriminatory statements, staff should 

help pupils identify the stereotypes or discriminatory statement(s) and discuss with pupils 

the consequences of repeated stereotyping and discriminatory statements. 

 

B. If a particular instructional material is highly objectionable, staff should not use it, N.J.A.C. 

6:4-1.3(f); such material should be brought to the attention of the Building Principal so that 

the Affirmative Action Officer can evaluate the objectionable material.  Alternatively, the 

teacher might discuss the questionable material instead of eliminating it, depending on the 

makeup and maturity of the class and the purposes of the instruction. 

 

C. Another recommended technique for handling materials that contain biases or stereotypes 

is to offset it by using unbiased supplementary materials, N.J.A.C. 6:4-1.3(f). 

 

D. Community involvement when developing instructional programs and attendant materials 

shall be encouraged. 
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R 2260  AFFIRMATIVE ACTION PROGRAM FOR SCHOOL AND 

        CLASSROOM PRACTICES COMPLAINT PROCEDURE 

 

A. Purpose and Application 

 

1. The purpose of this procedure is to give any pupil or the parent(s) or legal 

guardian(s) of a pupil the opportunity to appeal an alleged violation of the district's 

Affirmation Action Plan for school and classroom practices, as set forth in Policy 

No. 2260. 

 

2. This procedure is intended to facilitate an equitable and just resolution of a dispute 

at the most immediate level and will be implemented in an informal manner. 

 

3. Every reasonable effort will be made to expedite the process in the interest of a 

prompt resolution.  Time limits may, however, be extended with the consent of all 

parties. 

 

4. All participants in the procedure will respect the confidentiality that this district 

accords to information about individual pupils. 

 

B. Definitions 

 

1. ñAffirmative Action Officerò means the district official responsible for the 

coordination of activities relating to compliance with the Affirmative Action Plan. 

 

2. ñAffirmative Action Planò means the Affirmative Action Plan for school and 

classroom practices adopted by the Board. 

 

3. ñBoard of Educationò means the Board of Education of the Essex Fells School 

District. 

 

4. ñComplainantò means a pupil or parent(s) or legal guardian(s) who believes that 

he/she has been harmed or adversely affected by a failure to enforce the district's 

Affirmative Action Plan. 

 

5. ñComplaintò means an unresolved problem concerning the interpretation or 

application by an officer or employee of this school district of law and regulations 

regarding the Affirmative Action Plan. 
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6. ñDayò means a working or calendar day as identified. 

 

7. ñPupilò means an individual enrolled in any formal educational program provided 

by the school district. 

 

8. ñSchool districtò means the Essex Fells School District. 

 

9. ñViolationò means the failure of a district official or employee to take the positive 

steps outlined in Policy No. 2260 and/or included in the Affirmative Action Plan. 

 

C. Procedure 

 

1. A complainant shall discuss his/her complaint with the staff member most closely 

involved in an attempt to resolve the matter informally. 

 

2. If the matter is not resolved to the satisfaction of the complainant within thirty 

working days, the complainant may submit a written complaint to the Affirmative 

Action Officer.  The complaint will include: 

 

a. The pupil's name and, in the complaint of a person acting on behalf of the 

pupil, the name and address of the complainant, 

 

b. The specific failure to act that the complainant complains of, 

 

c. The school employee, if any, responsible for the alleged violation of the 

Affirmative Action Plan, 

 

d. The results of discussions conducted in accordance with paragraph C1, and 

 

e. The reasons why those results are not satisfactory. 

 

3. The Affirmative Action Officer will investigate the matter informally and will 

respond to the complaint in writing no later than seven working days after receipt of 

the written complaint.  A copy of the complaint and the response will be forwarded 

to the Superintendent. 
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4. The response of the Affirmative Action Officer may be appealed to the 

Superintendent in writing within three working days after it has been received by 

the complainant.  The appeal will include the original complaint, the response to the 

complaint, and the complainant's reason for rejecting the response.  A copy of the 

appeal must be given to the staff member alleged to have violated the Affirmative 

Action Plan. 

 

5. On his/her timely request (that is, submitted before the expiration of the time within 

which the Superintendent must render a decision), the complainant will be given an 

informal hearing before the Superintendent, at a time and place convenient to the 

parties, but no later than seven working days after the request for a hearing has been 

submitted.  The Superintendent may also require the presence at the hearing of the 

staff member charged with violation of the Affirmative Action Plan and any other 

person with knowledge of the violation complained of. 

 

6. The Superintendent will render a written decision in the matter no later than seven 

working days after the appeal was filed or the hearing was held, whichever occurred 

later.  Copies of the decision will be given to all parties and to the Board. 

 

7. The complainant may appeal the Superintendent's decision to the Board by filing a 

written appeal with the Board Secretary no later than three working days after 

receipt of the Superintendent's decision.  The appeal shall include: 

 

a. The original complaint, 

 

b. The response to the complaint, 

 

c. The Superintendent's decision, 

 

d. A transcript of the hearing, if one has been made, or a summary of the 

hearing to which all parties have consented, and 

 

e. The complainant's reason for believing the Superintendent's decision should 

be changed. 

 

8. A copy of the appeal to the Board must be given to the staff member, if any, 

charged with a violation of the Affirmative Action Plan. 
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9. The Board will review all papers submitted and may render a decision on the basis 

of the proceedings below.  If the complainant so requests, the Board may convene a 

hearing, at which all parties may be represented by counsel and may present and 

examine witnesses, who will testify under oath. 

 

10. The Board will render a written decision no later than forty-five calendar days after 

the appeal was filed or the hearing held, whichever occurred later.  Copies of the 

decision will be given to all parties. 

 

11. The complainant will be informed of his/her right to appeal the Board's decision to 

the Commissioner of Education or to the New Jersey Division on Civil Rights. 

 

D. Record 

 

The records of any complaint processed in accordance with this procedure shall be 

maintained in a file separate from the pupil's cumulative file.  A notation shall be made in 

the pupil's file of the presence of the record in the separate file. 
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R 2330  HOMEWORK 

 

Homework Guidelines 

 

The teachers and administration of the Essex Fells School District believe that homework is one 

bridge that connects parents, children, and their teachers.  The overarching goal of homework is to 

enhance school-based education experiences and promote pupil growth.  Homework is assigned in 

accordance with the needs and abilities of individual pupils and in support of specific curricular 

areas.  Homework reinforces and strengthens the home/school connection while reinforcing the 

skills and concepts learned at school.  Through homework, parents learn about the curriculum and 

can talk to their children in a meaningful way about what they are learning.  Homework also 

teaches children responsibility and good work habits.  Homework is designed to be an age-

appropriate, successful experience. 
 

Our school district strongly promotes the love of books and reading at home.  Parental support is 

key to the success of our reading program.  To continue to build a community of learners, it is 

critical that children spend time reading.  Independent reading provides children an opportunity to 

apply reading strategies independently and sustain reading behavior.  It challenges our children to 

solve words on their own while reading age appropriate texts.  Independent reading promotes 

fluency and builds confidence.  It also strengthens childrenôs vocabulary and writing skills.  
 

Essex Fells teachers assign homework on a regular basis and expect all pupils to complete assigned 

work in a timely manner.  Parent excusals will not be accepted for missing assignments unless 

under extenuating circumstances. 
 

Below are general guidelines and time minimums that teachers and parents should follow when 

assigning homework and reading with their child. 

 

Grade Level   Homework   Reading 
 

Pre-Kindergarten  10 Minutes   (Pre-reading activities) 

Kindergarten   10 Minutes   10 Minutes 

Grade One   15 Minutes   15 Minutes 

Grade Two   20 Minutes   20 Minutes 

Grade Three   30-40 Minutes   20 Minutes 

Grade Four   45 Minutes   30 Minutes 

Grade Five   60 Minutes   30 Minutes 

Grade Six   60-75 Minutes   30 Minutes 

* For reading, each teacher will provide an appropriate form of accountability to aid the child in 

his/her reading experiences. 
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Homework Roles and Responsibilities 

 

1. Administrators will: 

 

a. Implement the provisions of the homework policy guidelines as appropriate 

to the school and ensure that the schoolôs policy is published and distributed 

to all pupils and parents. 

 

b. Plan for the periodic evaluation of homework policies and guidelines. 

 

2. Teachers will: 

 

a. Identify the degree to which homework affects the determination of a 

pupilôs grade. 

 

b. Provide clear, concise directions for homework assignments. 

 

c. Check homework for completeness and mastery of concepts as appropriate 

to the nature of the assignment. 

 

d. Assess, review, and return homework in a timely manner. 

 

e. Periodically discuss with pupils and their parents/guardians the pupilôs 

academic progress, including performance on homework assignments. 

 

f. Clearly post homework assignments in each room. 

 

g. Notify a parent/guardian if a pupil fails to complete four homework 

assignments over the span of a marking period.  

 

3. Parents/Guardians will: 

 

a. Set a regular time for homework, one that works for the child and family. 

 

b. Act as a facilitator of homework. 

 

c. Select a fairly quiet study area with lots of light and adequate academic 

supplies. 
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d. Remove household distractions (e.g., television, phone calls, etc.) 

 

e. Review and discuss teacher comments on the homework with your child. 

 

f. Communicate with the teacher when your child consistently experiences 

difficulty with homework assignments.  

 

g. Encourage children in doubt about an assignment to seek help from and to 

ask questions of their teacher. 

 

h. Encourage and support childrenôs efforts, being available to answer 

questions, but insisting that children assume personal responsibility fo r their 

homework assignments. 

 

4. Pupils will: 

 

a. Take increasing responsibility for regularly completing and returning 

homework assignments. 

 

b. Accurately record all homework assignments in an assignment pad. 

 

c. Clearly label work with their name, date, and teacher when age appropriate. 

 

d. Neatly complete assignments. 

 

e. Before leaving class, clarify any doubts about an assignment, when it is due, 

and how it should be completed.  

 

f. Take home the appropriate materials needed to fully complete the 

homework assignment. 

 

g. Learn to budget time, especially toward the completion of long-term 

assignments. 

 

h. Return all work to the teacher by the date requested. 

 

i. Make up work missed during an illness or excused absence in a timely 

manner. 
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Homework Procedures During Absence 

 

Work will be compiled while a student is out of school due to illness or excused absence. They 

will be given the same number of days they missed to  make up their work when they return to 

class.  

 

Students out for illness will be given ample time for the reteaching of missed concepts. 

 

Active classroom instruction cannot be replicated in instances such as literary discussion, 

experiments, special events, etc. 

 

If graded assignments cannot be made-up, the student will have a reduced numbers of grades 

contributed towards the average. 

 

Students absent from school for non-illness related absences such as vacations are responsible for 

all missed content. 
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R 2340  FIELD TRIPS 

 

Field trips are an important part of the educational program and enrich the learning experiences for 

children.  Field trips should be an extension of the school curriculum.   

 

The following guidelines shall be followed: 

 

1. All  teachers must complete a Field Trip Request Form and have the trip approved 

prior to sending any information to parents. 

 

2. Field trips will not be approved retroactively. 

 

3. The field trip sponsor is responsible for arranging the bus and communication with 

the bus company.  The field trip sponsor is responsible for prearranging for the 

financial payment of the bus company through the Business office.  If a check is 

required for the field trip, the Business office must be provided enough advance 

notice of the need.  Checks will not be issued the day of a trip. 

 

4. Teachers of each grade level may plan at least two trips per year.  Careful planning 

is necessary to make the trip a valuable learning experience.  After the trip has been 

approved, submit the date, destination, hour of leaving, time of return and number 

of persons to the Superintendentôs secretary. 

 

5. Permission slips and the collection of money for the trip are the responsibility of the 

teacher.  Extra copies of permission slips should remain in the classroom with the 

teacher and not sent to the Main office.  It is also a good idea to post the permission 

slip and information about the trip on the school webpage.  When possible, 

permission slips should be posted on the teacherôs website. 

 

6. When money is collected, it must be turned over to the School Business 

Administrator/Board Secretary within forty-eight hours of receipt, and the School 

Business Administrator/Board Secretary will issue the necessary checks.  (Money 

cannot be let in the classroom at any time.) 

 

 

 

 

 

Issued:  19 October 2011 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

PROGRAM 

R 2361/page 1 of 8 

Acceptable Use of Computer Network/ 

Computers and Resources 

 

 

R 2361  ACCEPTABLE USE OF COMPUTER NETWORK/COMPUTERS 

AND RESOURCES 

 

The school district provides computer equipment, computer services, and Internet access to its 

pupils and staff for educational purposes only.  The purpose of providing technology resources is 

to improve learning and teaching through research, teacher training, collaboration, dissemination 

and the use of global communication resources.  The ñsystem administratorsò referred to herein as 

employees of the school district who administer the school district computer network/computers 

and the system administrators reserve the right to monitor all activity on network/computer 

facilities/computers. 

 

Because of the complex association between so many government agencies and computer 

networks/computers, the end user of these computer networks/computers must adhere to strict 

regulations.  Regulations are provided here so that staff, community, and pupil users and the 

parent(s) or legal guardian(s) of pupils are aware of their responsibilities.  The school district may 

modify these regulations at any time by publishing modified regulations on the network and 

elsewhere.  The signatures of the pupil and his/her parent(s) or legal guardian(s) on the district-

approved consent and waiver agreement are legally binding and indicate that the parties have read 

the terms and conditions carefully, understand their significance, and agree to abide by the rules 

established under Policy and Regulation No. 2361. 

 

Pupils are responsible for good behavior on computer networks/computers just as they are in a 

classroom or a school hallway.  Communications on the computer network/computers are often 

public in nature.  Policies and Regulations governing behavior and communications apply.  The 

school district's networks, Internet access and computers are provided for pupils to conduct 

research and communicate with others.  Access to computer network services/computers is given 

to pupils who agree to act in a considerate and responsible manner.  Parent permission is required.  

Access is a privilege--not a right.  Access entails responsibility.  Individual users of the district 

computer network/computers are responsible for their behavior and communications over the 

computer network/computers.  It is presumed that users will comply with district standards and 

will honor the agreements they have signed.  Beyond the clarification of such standards, the district 

is not responsible for the actions of individuals utilizing the computer network/computers who 

violate the policies and regulations of the Board. 

 

Computer network/computer storage areas shall be treated in the same manner as other school 

storage facilities.  Computer network/computer administrators may review files and 

communications to maintain system integrity and ensure that users are using the system 

responsibly.  Users should not expect that files stored on district servers will always be private. 
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Within reason, freedom of speech and access to information will be honored.  During school, 

teachers of younger pupils will guide them toward appropriate materials.  Outside of school, 

families bear the same responsibility for such guidance as they exercise with information sources 

such as television, telephones, movies, radio and other potentially offensive media.  As outlined in 

Board policy and procedures on pupil rights and responsibilities, copies of these are available in 

school offices.  Behavior including but not limited to the following are prohibited: 

 

1. Sending or displaying offensive messages or pictures; 
 

2. Using obscene language and/or accessing visual depictions that are obscene as 

defined in section 1460 of Title 18, United States Code; 
 

3. Using or accessing visual depictions that are child pornography, as defined in 

section 2256 of Title 18, United States Code; 

 

4. Using or accessing visual depictions that are harmful to minors including any 

pictures, images, graphic image file or other visual depiction that taken as a whole 

and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion; 

or 

 

5. Depicts, describes, or represents in a patently offensive way, with respect to what is 

suitable for minors, sexual acts or conduct; or taken as a whole, lacks serious 

literary, artistic, political, or scientific value as to minors. 

 

6. Harassing, insulting or attacking others; 

 

7. Damaging computers, computer systems or computer network/computers; 

 

8. Violating copyright laws; 

 

9. Using another's password; 

 

10. Trespassing in another's folders, work or files; 

 

11. Intentionally wasting limited resources; 

 

12. Employing the network/computers for commercial purposes; and/or 

 

13. Engaging in other activities that do not advance the educational purposes for which 

computer network/computers are provided. 
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Internet Safety 

 

Compliance with Children's Internet Protection Act 

 

The school district has technology protection measures for all computers in the school district, 

including computers in media centers/libraries, that block and/or filter visual depictions that are 

obscene, child pornography and harmful to minors as defined in 2, 3, and 4 above and in the 

Children's Internet Protection Act.  The school district will certify the school, including media 

centers/libraries are in compliance with the Children's Internet Protection Act and the district 

enforces Policy 2361. 
 

Compliance with Neighborhood Children's Internet Protection Act 
 

Policy 2361 and this Regulation establishes an Internet safety policy and procedures to address: 
 

1. Access by minors to inappropriate matter on the Internet and World Wide Web; 
 

2. The safety and security of minors when using electronic mail, chat rooms, and other 

forms of direct electronic communications; 
 

3. Unauthorized access, including ñhackingò and other unlawful activities by minors 

online; 
 

4. Unauthorized disclosures, use, and dissemination of personal identification 

information regarding minors; and 
 

5. Measures designed to restrict minors access to materials harmful to minors. 
 

Notwithstanding the visual depictions defined in the Children's Internet Protection Act and as 

defined in 2, 3, and 4 above, the Board shall determine Internet material that is inappropriate for 

minors.  The Board will provide reasonable public notice and will hold one annual public hearing 

during a regular monthly board meeting or during a designated special board meeting to address 

and receive public community input on the Internet safety policy - Policy and Regulation 2361. 

 

Information Content and Uses of the System 
 

Users agree not to publish on or over the system any information which violates or infringes upon 

the rights of any other person or any information which would be abusive, profane or sexually 

offensive to an average person, or which, without the approval of the system administrators, 

contains any advertising or any solicitation of other members to use goods or services.  The user 

agrees not to use the facilities and capabilities of the system to conduct any business or solicit the 

performance of any activity, which is prohibited by law. 
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Because the school district provides, through connection to the Internet, access to other computer 

systems around the world, pupils and their parent(s) or legal guardian(s) understand that the Board 

and system administrators have no control over content.  While most of the content available on 

the Internet is innocuous and much of it a valuable educational resource, some objectionable 

material exists.  The Board will provide pupil access to Internet resources only in supervised 

environments and has taken steps to lock out objectionable areas to the extent possible, but 

potential dangers remain.  Pupils and their parent(s) or legal guardian(s) are advised that some 

systems may contain defamatory, inaccurate, abusive, obscene, profane, sexually oriented, 

threatening, racially offensive, or otherwise illegal material.  The Board and the system 

administrators do not condone the use of such materials and do not permit usage of such materials 

in the school environment.  Parent(s) or legal guardian(s) having accounts on the system should be 

aware of the existence of such materials and monitor home usage of the school district computer 

network.  Pupils knowingly bringing such materials into the school environment will be 

disciplined in accordance with Board policies and regulations and such activities may result in 

termination of such pupilôs accounts on the computer network and their independent use of 

computers. 

 

On-line Conduct 

 

Any action by a pupil or other user of the school district's computer network/computers that is 

determined by a system administrator to constitute an inappropriate use of computer 

network/computers resources or to improperly restrict or inhibit other members from using and 

enjoying those resources is strictly prohibited and may result in limitation on or termination of an 

offending member's account and other action in compliance with the Board policy and regulation.  

The user specifically agrees not to submit, publish, or display any defamatory, inaccurate, abusive, 

obscene, profane, sexually oriented, threatening, racially offensive, or otherwise illegal material; 

nor shall a user encourage the use, sale, or distribution of controlled substances.  Transmission of 

material, information or software in violation of any local, state or federal law is also prohibited 

and is a breach of the Consent and Waiver Agreement. 

 

Users and their parent(s) or legal guardian(s) specifically agree to indemnify the Essex Fells 

School District and the system administrators for any losses, costs, or damages, including 

reasonable attorneyôs fees incurred by the Board relating to, or arising out of any breach of this 

section by the user. 

 

Computer network/computer resources are to be used by the user for his/her educational use only; 

commercial uses are strictly prohibited. 
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Software Libraries on the Network 

 

Software libraries on the network are provided to pupils as an educational resource.  No pupil may 

install, upload, or download software without the expressed consent of the system administrator.  

Any software having the purpose of damaging other members' accounts on the school district 

computer network/computers (e.g., computer viruses) is specifically prohibited.  The system 

administrators, at their sole discretion, reserve the rights to refuse posting of files and to remove 

files.  The system administrators, at their sole discretion, further reserve the right to immediately 

limit usage or terminate the account or take other action consistent with the Board's policies and 

regulations of a member who misuses the software libraries. 

 

Copyrighted Material 

 

Copyrighted material must not be placed on any system connected to the network/computers 

without the author's specific written permission.  Only the owner(s) or persons they specifically 

authorize may upload copyrighted material to the system.  Members may download copyrighted 

material for their own use in accordance with Policy and Regulation Nos. 2531, Copying 

Copyrighted Materials.  Any member may also noncommercially redistribute a copyrighted 

program with the expressed written permission of the owner or authorized person.  Permission 

must be specified in the document, on the system, or must be obtained directly from the author. 

 

Public Posting Areas (Message Boards/Usenet Groups) 

 

Usenet messages are posted from systems connected to the Internet around the world and the 

school district system administrators have no control of the content of messages posted from these 

other systems.  To best utilize system resources, the system administrators will determine which 

Usenet groups are most applicable to the educational needs of the school district and will carry 

these groups on the school district computer network.  The system administrators, at their sole 

discretion, may remove messages posted locally that are deemed to be unacceptable or in violation 

of the Board policies and regulations.  The system administrators, at their sole discretion, further 

reserve the right to immediately terminate the account of a member who misuses the message 

boards or Usenet groups. 
 

Real-time, Interactive, Communication Areas 

 

The system administrators, at their sole discretion, reserve the right to monitor and immediately 

limit the use of the computer network/computers or terminate the account of a member who 

misuses real-time conference features (talk/chat/Internet relay chat). 
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Electronic Mail 
 

Electronic mail (ñE-mailò) is an electronic message sent by or to a member in correspondence with 

another person having Internet mail access.  All messages sent and received on the school district 

computer network must have an educational purpose and are subject to review.  Messages received 

by the system are retained on the system until deleted by the recipient or for a maximum of fifteen 

days.  A canceled account will not retain its E-mail.  Members are expected to remove old 

messages within fifteen days or the system administrators may remove such messages.  The system 

administrators may inspect the contents of E-mail sent by one member to an addressee, or disclose 

such contents to other than the sender or a recipient when required to do so by the Board policy, 

regulation or other laws and regulations of the State and Federal governments.  The Board reserves 

the right to cooperate fully with local, state, or federal officials in any investigation concerning or 

relating to any E-mail transmitted on the school district computer networks or computers. 
 

Disk Usage 
 

The system administrators reserve the right to set quotas for disk usage on the system.  A member 

who exceeds his/her quota of disk space will be advised to delete files to return to compliance with 

predetermined quotas.  A member who remains in noncompliance of disk space quotas after seven 

school days of notification will have their files removed by a system administrator. 
 

Security 
 

Security on any computer system is a high priority, especially when the system involves many 

users.  If a member feels that he/she can identify a security problem on the computer network, the 

member must notify a system administrator.  The member should not inform individuals other than 

the system administrators or other designated members of the school district staff of a security 

problem.  Professional staff may allow individuals who are not members to access the system 

through the staff personal account as long as the staff person does not disclose the password of the 

account to the individuals and understands that the staff person assumes responsibility for the 

actions of individuals using his/her account.  Members may not otherwise allow others to use 
their account and password.   Passwords to the system should not be easily guessable by others, 

nor should they be words, which could be found in a dictionary.  Attempts to log in to the system 

using either another member's account or as a system administrator will result in termination of the 

account.  Members should immediately notify a system administrator if a password is lost or 

stolen, or if they have reason to believe that someone has obtained unauthorized access to their 

account.  Any member identified as a security risk will have limitations placed on usage of the 

computer network/computers or may be terminated as a user and be subject to other disciplinary 

action. 
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Vandalism 

 

Vandalism will result in cancellation of system privileges and other disciplinary measures in 

compliance with the District's discipline code.  Vandalism is defined as any malicious attempt to 

harm or destroy data of another user, the system, or any of the agencies or other 

network/computers that are connected to the Internet backbone or of doing intentional damage to 

hardware or software on the system.  This includes, but is not limited to, the uploading or creation 

of computer viruses. 

 

Printing 

 

The printing facilities of the computer network/computers should be used judiciously.  Printing for 

other than educational purposes is prohibited. 

 

Internet Sites and the World Wide Web 

 

The system administrator may establish an Internet site(s) on the World Wide Web or other 

Internet locations.  Such sites shall be administered and supervised by the system administrator, 

who shall ensure that the content of the site complies with federal, state and local laws and 

regulations as well as Board policies and regulations. 

 

Violations 

 

Violations of the Acceptable Use of Computer Network/Computers and Resources may result in a 

loss of access as well as other disciplinary or legal action. Disciplinary action shall be taken as 

indicated in Policy and Regulation Nos. 2361, Acceptable Use of Computer Network/Computers 

and Resources, No. 5600, Pupil Discipline, No. 5610, Suspension and No. 5620, Expulsion as well 

as possible legal action and reports to the legal authorities and entities. 

 

Determination of Consequences for Violations 

 

The particular consequences for violations of this policy shall be determined by the Technology 

Coordinator in matters relating to the use of computer networks/computers and by the Principal in 

matters of school suspension.  The Superintendent or designee and the Board shall determine when 

school expulsion and/or legal action or actions by the authorities are the appropriate course of 

action. 
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Individuals violating this policy shall be subject to the consequences as indicated in Regulation 

No. 2361 and other appropriate discipline, which includes but are not limited to: 

 

1. Use of Computer Network/Computers only under direct supervision; 

 

2. Suspension of network privileges; 

 

3. Revocation of network privileges; 

 

4. Suspension of computer privileges; 

 

5. Revocation of computer privileges; 

 

6. Suspension from school; 

 

7. Expulsion from school; and/or 

 

8. Legal action and prosecution by the authorities. 

 

Decisions of the Technology Coordinator may be appealed in accordance with Policy No. 5710 

Pupil Grievances. 
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R 2411  GUIDANCE AND COUNSELING 

 

A. Counseling Services 

 

1. The purpose of guidance and counseling services is to assist pupils in self-

examination, self-evaluation, and analysis of alternatives so that each pupil can 

benefit most fully from his/her education and life experiences. 

 

2. Counseling services will include: 

 

a. Career awareness and exploration, and academic planning through 

consideration of personal interests, past and potential performance, and 

present opportunities, 

 

b. Personal/social development including adjustment to situational problems, 

understanding of the consequences of personal behavior, and referral to 

assistance where appropriate, and 

 

c. Crisis counseling to assist pupils undergoing extreme emotional reactions 

that disrupt immediate functioning, including post-crisis planning and 

referral for treatment as necessary. 

 

3. All counseling services shall be free of bias on the basis of race, color, creed, 

religion, national origin, ancestry, age, marital status, affectational or sexual 

orientation or sex, social or economic status, or disability. 

 

B. Career Awareness and Exploration 

 

In fulfillment of the New Jersey Core Curriculum Content Standards, the school district 

shall provide a comprehensive program of guidance and counseling to facilitate career 

awareness and exploration for all pupils which shall be designed to: 

 

1. Assist pupils in making informed educational and occupational choices; 

 

2. Encourage pupils to maintain portfolios consisting of accomplishments related to 

the Cross Content Workplace Readiness Standards; 

 

3. Develop pupil competency in self management, educational and occupational 

exploration and career planning; 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

PROGRAM 

R 2411/page 2 of 3 

Guidance and Counseling 

 

 

4. Make pupils aware of the relationship among personal qualities, education, training 

and the world of work; and 

 

5. Acquaint pupils with the relationship between achieving academic standards and 

the attainment of career goals. 

 

C. Consulting Services 

 

1. The purpose of consulting services is the improvement of the instructional program 

and the delivery of educational services by the collaboration of those staff members 

responsible for the instructional program and the development of individual pupils. 

 

2. Consulting services will include: 

 

a. Identification of the needs of pupils, 

 

b. Identification, evaluation, and program implementation of pupils with 

special needs, 

 

c. Development and implementation of preventive and supportive programs to 

address such problems as pupil attendance, violence, and suicide, 

 

d. Alerting professional staff to the purposes, functions, and availability of 

guidance and counseling services, 

 

e. Encouragement of cooperation among teaching staff members and parent(s) 

or legal guardian(s) in resolving individual pupil problems and addressing 

pupil needs, 

 

f. Establishment and maintenance of fruitful relationships with state and local 

agencies for the purpose of professional referral and the sharing of 

experiences, and 

 

g. Maintenance of a library of occupational and educational information. 
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D. Evaluation 

 

The program of guidance and counseling will be reviewed annually to determine its 

strengths and weaknesses.  The following information may be gathered and analyzed in 

that review: 

 

1. Results of surveys of parent(s) or legal guardian(s) and staff evaluations of 

guidance services; 

 

2. Analysis of the efficacy of outside referrals; 

 

3. Assessments by persons not employed in the school district and expert in the field 

of guidance and counseling; and 

 

4. The personal evaluations of the guidance and counseling staff members to identify 

weaknesses in the administration of the program. 
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R 2412  HOME INSTRUCTION DUE TO HEALTH CONDITION 

 

The Board of Education will provide instructional services to an enrolled pupil whether a general 

education pupil in Kindergarten through grade six or special education pupil age three to twenty-

one, at the pupilôs home or another suitable out-of-school setting such as a hospital or 

rehabilitation program when the pupil is confined to the home or another out-of-school setting due 

to a temporary or chronic health condition or has a need for treatment which precludes 

participation in their usual education setting, whether general education or special education. 

 

A. Request For Home Instruction Due To A Temporary or Chronic Health Condition 

 

1. The parent(s) or legal guardian(s) shall submit a request to the Principal that 

includes a written determination from the pupil's physician documenting the 

projected need for confinement at the pupil's residence or other treatment setting for 

ten consecutive school days or fifteen cumulative school days or more during the 

school year. 

 

2. The Principal shall forward the written determination to the school physician, who 

shall review the written determination and verify the need for home instruction.  

The school physician may contact the pupil's physician to secure additional 

information concerning the pupilôs diagnosis or need for treatment and shall either 

verify the need for home instruction or shall provide reasons for denial to the 

Principal. 

 

3. The Principal shall notify the parent(s) or legal guardian(s) concerning the school 

physician's verification or reasons for denial within five school days after receipt of 

the written determination by the pupil's physician. 

 

B. Providing Services 

 

1. The school district shall provide instructional services within five school days after 

receipt of the school physician's verification or, if verification is made prior to the 

pupil's confinement, during the first week of the pupil's confinement to the home or 

out-of-school setting. 

 

2. The school district shall be responsible for the costs of providing instruction in the 

home or out-of-school setting either directly or through contract with another 

district Board of Education, Educational Services Commission, Jointure 

Commission, or approved clinic or agency pursuant to N.J.A.C. 6A:14 for the 

following categories of pupils: 
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a. A pupil who resides within the area served by this Board of Education and is 

enrolled in a public school program; or 

 

b. A pupil who is enrolled in a nonpublic school that is located within the area 

served by this Board of Education pursuant to N.J.S.A. 18A:46A-1 et seq. 

 

C. Requirements For Home or Out-of-School Instruction  

 

1. The district shall establish a written plan for the delivery of instruction and maintain 

a record of delivery of instructional services and pupil progress for each pupil 

receiving home or out-of-school instruction. 

 

a. For a pupil without disabilities whose projected confinement will exceed 

thirty consecutive calendar days, the Principal shall coordinate the 

development of an Individualized Program Plan (IPP) for the pupil within 

no more than thirty calendar days from the date on which the school district 

received the school physician's verification that the period of confinement 

would likely exceed this thirty consecutive calendar day threshold. 

 

2. The teacher providing instruction shall be appropriately certified for the subject, 

grade level, and special needs of the pupil pursuant to N.J.A.C. 6A:9, Professional 

Licensure and Standards. 

 

3. The teacher shall provide one-on-one instruction for no fewer than five hours per 

week on three separate days of the week and, if the pupil is physically able, no 

fewer than five hours per week of additional guided learning experiences that may 

include the use of technology to provide audio and visual connections to the pupil's 

classroom. 

 

a. If home instruction is provided to pupils in a small group rather than through 

one-on-one instruction, the minimum number of hours of instruction per 

week for the group shall be determined by multiplying the number of pupils 

in the group by five hours.  The hours of instruction shall be provided on no 

fewer than three separate days during the week. 
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4. For a pupil with disabilities, the home instruction shall be consistent with the pupil's 

Individualized Education Plan (IEP) to the extent appropriate and shall meet the 

Core Curriculum Content Standards pursuant to N.J.A.C. 6A:8, Standards and 

Assessment.  When the provision of home instruction will exceed thirty consecutive 

school days in a school year, the IEP team shall convene a meeting to review and, if 

appropriate, revise the pupil's IEP. 

 

5. For a pupil without disability, the home instruction shall meet the Core Curriculum 

Content Standards pursuant to N.J.A.C. 6A:8, Standards and Assessment, and the 

districtôs requirements for promotion at that grade level.  When the provision of 

home instruction will exceed sixty calendar days, the school physician shall refer 

the pupil to the Child Study Team for evaluation according to the requirements 

N.J.A.C. 6A:14. 
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R 2417  PUPIL INTERVENTION AND REFERRAL SERVICES 

 

A. The Superintendent will establish and implement district-wide procedures for the school 

building in which general education pupils are served for the planning and delivery of 

intervention and referral services that are designed to assist pupils who are experiencing 

difficulties and to assist staff who have difficulties in addressing pupilsô learning, behavior, 

or health needs in accordance with the requirements of N.J.A.C. 6A:16-8.1. 

 

B. The Building Principal will establish an Intervention and Referral Services Team referred 

to as the I&RS Team.  The I&RS Team will be comprised of the following: 

 

1. The Principal or a member of the teaching staff other than special education, who is 

appointed by the Principal to act on his/her behalf and with his/her authority, shall 

act as chairperson; 

 

2. A member of the Child Study Team (CST); 

 

3. The staff member who referred a pupil in need of assistance or identified a school 

issue for discussion; and 

 

4. Such other school staff members as may effectively aid in the development and 

implementation of the assistance plan for a particular pupil. 

 

5. The district will provide support, guidance, and professional development to school 

staff who participate in the buildingôs system for planning and providing 

intervention and referral services. 

 

C. Pupil Referral 

 

1. A pupil not known to have a disability who is experiencing difficulty in the 

classroom may be referred to the I&RS Team by the classroom teacher or by his/her 

parent(s) or legal guardian(s).  The pupilôs parent(s) or legal guardian(s) shall be 

informed of any such referral. 

 

a. The district will provide support, guidance, and professional development to 

school staff who identify learning, behavior, and health difficulties. 
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2. When it appears that a referred pupil may have a disability, the I&RS Team shall 

refer the pupil to the CST for evaluation pursuant to Policy No. 2460 for a 

determination of the pupilôs eligibility for  special education and/or related services. 

 

3. The I&RS Team shall consult with the pupilôs regular classroom teacher, parent(s) 

or legal guardian(s), and any school employee as appropriate to gather relevant 

information regarding the pupilôs educational status, attendance, classroom 

behavior, and school conduct. 

 

4. The school nurse shall review the pupilôs health records and inform the committee 

of any condition relevant to the pupilôs difficulties.  Any information regarding any 

infection with HIV virus or AIDS may be released only with the written permission 

of the adult pupil or the pupilôs parent(s) or legal guardian(s). 

 

5. As appropriate, the I&RS Team may consult with community-based social and 

health agencies that provide services to the pupil or the pupilôs family. 

 

D. Intervention and Referral Action Plans 

 

1. The I&RS Team shall prepare a written action plan for referred pupils who require 

supportive services, modifications to their regular educational program, or 

assessment and referral to school or community-based social and/or health provider 

agencies. 

 

2. The intervention and referral services action plan shall: 

 

a. Detail any modifications in the pupilôs educational program, 

 

b. List the persons who will implement the action plan, 

 

c. Include any recommendations for assessment and referral to specified 

school or community-based social and/or health provider agencies, 

 

d. Document parental notification of the pupilôs referral and any change in 

educational placement or the withholding of parental notification because 

child abuse was suspected or federal rules mandated confidentiality in an 

alcohol or drug related matter, 
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e. The parent(s) or legal guardian(s) shall be actively involved in the 

development and implementation of any intervention and referral services 

action plans, and 

 

f. Identify the committee member to monitor and review the pupilôs progress. 

 

3. The implementation and effectiveness of the intervention and referral services 

action plan shall be reviewed within eight calendar weeks from the beginning of its 

implementation.  The committee shall consult the referring staff member for his/her 

assessment of the effectiveness of the plan. 

 

4. If the implementation of the action plan is determined to be ineffective, the plan 

shall be reviewed and amended as necessary.  If the review indicates a disability, 

the pupil shall be referred to the CST. 

 

E. Records and Reports 

 

1. Records of all requests for assistance, intervention and referral services action 

plans, and related pupil information shall be maintained in accordance with federal 

and State laws pursuant to N.J.A.C. 6A:16-8.2(a)9. 

 

2. At the end of the school year, the Principal shall, in consultation with the I&RS 

Team, develop a report on the concerns and problems identified through committee 

discussions and documented in intervention and referral services action plans.  The 

report shall include: 

 

a. A description of the needs and issues identified through referrals to the 

committee, 

 

b. An identification and analysis of significant needs and issues that could 

facilitate school planning for the subsequent year, 

 

c. A description of activities planned in response to the needs and issues 

significant in school planning, and 

 

c. The Principalôs report shall be given to the Board of Education and kept on 

file as a public record. 

 

Issued:  19 October 2011 
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R 2419 SCHOOL THREAT ASSESSMENT TEAMS 

 

A. Definitions 

 

1. ñAberrant behaviorò means behavior atypical for the person or situation and causes 

concern for the safety or well-being of those involved.  Aberrant behavior for an 

individual involves actions, statements, communications, or responses that are 

unusual for the person or situation; or actions which could lead to violence toward 

self or others; or are reasonably perceived as threatening or causing concern for the 

well-being of the person. 

 

2. ñBehavioral Threat Assessment and Management (BTAM)ò means a proactive 

approach to identify, assess, and provide appropriate interventions and resources for 

individuals who display a behavior that elicits concern for the safety of themselves 

or others.  (U.S. Secret Service National Threat Assessment Center.) 

 

3. ñConcerning behaviorò means an observable behavior that elicits concerns in 

bystanders regarding the safety of an individual or those around them.  Behaviors 

that may elicit concern can include unusual interests in violent topics, conflicts 

between classmates, increased anger, increased substance use, or other noteworthy 

changes in behavior (e.g., depression or withdrawal from social activities).  Some 

concerning behaviors may be defined as prohibited behaviors and should trigger an 

immediate response.  Prohibited behaviors can include threats, weapons violations, 

and other aggressive or violent behavior.  Concerning behavior does not necessarily 

imply or predict that an individual or group will become violent.  Instead, it serves 

as an indicator that the student may be in need of intervention or increased supports.  

Proactive intervention and de-escalation are key and should be part of any approach 

to violence prevention. 

 

4. ñConcerning communicationò means unusual, bizarre, threatening, or violent 

communication made by an individual or a group that elicit concerns for the safety 

or wellbeing of the individual or others.  Concerning communication may allude to 

violent intentions, violence as a means to solve a problem, justifying violent acts, 

unusual interest in weapons, personal grievances, or other inappropriate interests.  

Concerning communications may also allude to hopelessness or suicide.  

Concerning communications may be made in the form of written or oral statements, 

gestures, or visual/electronic media.  Communications may be considered 

concerning regardless of whether a  
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direct verbal threat is expressed.  Concerning communication does not necessarily 

imply or predict that an individual or group will become violent.  Instead, it serves 

as an indicator that the student may be in need of intervention or increased supports.  

Proactive intervention and de-escalation are key and should be part of any approach 

to violence prevention. 

 

5. ñMultidisciplinary Threat Assessment Teamò means a team composed of highly 

trained school personnel with diverse positions, backgrounds, and experience.  The 

team will receive reports about a concerning person and situations, gather additional 

information, assess the risk posed to the community, and develop intervention and 

management strategies to mitigate any risk of harm. 

 

6. ñTargeted violenceò means a premeditated act of violence directed at a specific 

individual, group, or location regardless of motivation and generally unrelated to 

other criminal activity. 

 

B. Multidisciplinary Threat Assessment Team 

 

1. Threat Assessment Team Members 

 

a. In accordance with N.J.S.A. 18A:17-43.4, the threat assessment team 

established by the Board of Education shall be multidisciplinary in 

membership and, to the extent possible, must include the following 

individuals: 

 

(1) A Principal or other senior school administrator; 

 

(2) A school psychologist, school counselor, school social worker, or 

other school employee with expertise in student counseling; 

 

(3) A safe-schools resource officer or school employee who serves as a 

school liaison to law enforcement; 

 

(4) The school safety specialist (designated pursuant to N.J.S.A. 

18A:17-43.3); and 

 

(5) A teaching staff member. 
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b. Additional school employees may serve as regular members of the threat 

assessment team or may be consulted during the threat assessment process, 

as determined to be appropriate by the team.  If a student has an 

Individualized Education Program (IEP), 504 plan, and/or functional 

behavioral assessment (FBA) plan, the threat assessment team must consult 

with the appropriate staff or team to determine whether the reported 

behavior is already part of known baseline behavior or is already being 

managed under the studentôs IEP, 504 plan, or FBA plan and addressed in a 

manner that is required by N.J.A.C. 6A:14 and all other Federal and State 

special education laws. 

 

c. The district may choose to name the threat assessment team in a manner that 

suits the school community needs. 

 

2. Threat Assessment Team Structure 

 

a. The district can structure the threat assessment teams to best meet the needs 

and resources available.  This may include: 

 

(1) School-Based Teams:  The district may opt to develop teams for 

each school comprised of those members fulfilling the assigned roles 

identified in the law in each of its schools. 

 

(2) District-Level Team:  The district may choose to develop one central 

team designated to serve each school in cases where staffing at 

individual schools is not sufficient to meet the membership 

requirements of the law.  In such cases, the district may choose to 

operate smaller teams trained in the threat assessment process in 

each school, which can screen cases to determine which situations to 

refer to the District-Level Team.  If the district uses this model, the 

district must ensure representation of those staff members from the 

involved school as identified by the law to the fullest extent possible 

when conducting an assessment. 

 

(3) District-Level Team and School-Based Teams:  The district may 

have one central team that provides oversight, consistency, and 

accountability for all threat assessment processes including threats 

impacting the entire district.   
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School-Based Teams address cases in each school building, 

while ensuring all information is shared with the District 

Level Team. 

 

C. Building a K-12 Behavioral Threat Assessment and Management Program 

 

The district shall implement the following steps in developing a Behavioral Threat 

Assessment and Management Program. 

 

1. Step 1:  Establish a Multidisciplinary Team 

 

a. Identify team membership pursuant to N.J.S.A. 18A:17-3.4. 

 

b. Designate a team leader. 

 

c. Establish team procedures and protocols. 

 

d. Meet on a regular basis and as needed. 

 

2. Step 2:  Define Prohibited and Concerning Behaviors 

 

a. Establish policy defining prohibited behaviors  

 

(1) These definitions should be included in the code of student conduct 

policy and shared with staff, parents, and students. 

 

b. Identify other behaviors for screening or intervention. 

 

c. Define threshold for intervention. 

 

(1) The threshold should be relatively low so that teams can identify 

individuals in distress before the behavior escalates into a violent 

behavior. 

 

3. Step 3:  Create a Central Reporting Mechanism 

 

a. Establish one or more anonymous reporting mechanisms. 

 

(1) Examples include a mobile application, a dedicated email  address or 

phone number, or on the district website. 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

PROGRAM 

R 2419/page 5 of 14 

School Threat Assessment Teams 

M 

 

b. Provide training and guidance to encourage reporting. 

 

(1) Students, teachers, staff, school resource officers, and parents should 

be provided awareness training and guidance on recognizing 

behaviors of concern, their roles and responsibilities in reporting the 

behavior, and how to report the information. 

 

c. Ensure availability to respond. 

 

d. Utilize an Initial Report to collect the threat, concerning behavior, etc. 

 

4. Step 4:  Define Threshold for Law Enforcement Intervention 

 

a. Most reports can be handled by the School-Based Team. 

 

b. Establish which behaviors should be referred for law enforcement 

intervention (e.g., physical violence, threats of violence, etc.). 

 

5. Step 5:  Establish Threat Assessment Procedures 

 

a. Decide how to document cases. 

 

b. Create procedures to screen reports, gather information, make assessments, 

and decide on interventions. 

 

c. Develop/adapt threat assessment forms to organize information around the 

11 Investigative Questions referenced in D.4. below. 

 

6. Step 6:  Develop Risk Management Options 

 

a. Identify all available resources for creating individualized management 

plans. 

 

(1) The resources and supports the student needs will differ depending 

on the information gathered during the assessment. 

 

(2) Resources to assist the student could take the form of peer support 

programs or therapeutic counseling to enhance social learning or 

emotional competency, life skills classes, tutoring  
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in specific academic subjects, or mental health care.  Most 

programs and supports will be available within the school, but 

the team may need to also access community resources to 

assist with the managing the student.  Identify resources to 

assist targets/victims. 

 

(3) Make efforts to address the safety of any potential targets by altering 

or improving security procedures for schools or individuals and 

providing guidance on how to avoid the concerning person. 

 

b. Establish points of contact for all resources. 

 

7. Step 7:  Create and Promote Safe School Climates 

 

a. Assess current school climate. 

 

(1) Anti-Bullying Bill of Rights Act (N.J.S.A. 18A:37-21) requires the 

school safety team in each school in the district ñéto develop, 

foster, and maintain a positive school climate by focusing on the 

ongoing, systemic process and practices in the school and to address 

school climate issueséò and to ñreview and strengthen school 

climate and the policies of the school. 

 

b. Enhance current school climate. 

 

c. Strengthen studentsô connectedness. 

 

(1) Encourage teachers and staff to build positive, trusting relationships 

with students by actively listening to students and taking an interest 

in what students say. 

 

d. Break down ñcodes of silenceò and help students feel empowered to come 

forward and share concerns and problems with a trusted adult. 

 

e. Identify clubs or teams at school students can join or encourage students to 

start their own special interest group. 

 

8. Step 8:  Conduct Training for all  Stakeholders 
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a. The training is for new threat assessment team members, refresher training, 

and professional development.  This includes training on the screening and 

threat assessment forms and procedures. 

 

b. Training must be coordinated with the New Jersey Department of Education 

(NJDOE), Office of School Preparedness and Emergency Planning (OSPEP) 

to ensure that the threat assessment team is able to accurately assess student 

behavior and to ensure that threat assessment teams do not have a disparate 

impact on students based on their race, ethnicity, homelessness status, 

religious belief, gender, gender identity, sexual orientation, or 

socioeconomic status.  This training includes training on adverse childhood 

experiences, childhood trauma, cultural competency, and implicit bias. 

 

c. Awareness training for students, teaching staff members, and all school staff 

members regarding the recognition of concerning or aberrant behavior in an 

individual that may represent a threat to the school community. 

 

(1) Requests for awareness training can be coordinated by the districtôs 

School Safety Specialists through the OSPEP. 

 

d. Training for parents and other community stakeholders to anonymously 

report dangerous, violent, or unlawful activity to the district or school. 

 

D. Threat Assessment and Management Process 

 

The district shall implement the following steps in the threat assessment and management 

process. 

 

1. Step 1:  Receive a Report of Concern 

 

a. When the threat assessment team first learns of a new report of a threat or 

aberrant or concerning behavior, the team (or one member of the team) 

should collect initial intake information about the behavior, the concerning 

person (i.e., the person who engaged in the threatening behavior; the person 

to be assessed), and other information that is readily available. 
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2. Step 2:  Screen the Case 

 

a. Screen for imminency (of the threat or concerning behavior) and whether 

there is a need for a full threat assessment. 

 

(1) If the threat assessment team believes the report does present an 

imminent danger or safety concern, immediately notify law 

enforcement.  Once the emergency has been contained, the team 

should complete a full threat assessment and make all necessary 

notifications (i.e., anyone that is or may be directly impacted). 

 

b. If the team does not believe the report presents an imminent danger or safety 

concern, determine if there is a need for full threat assessment.  If not, 

document the initial report and screening. 

 

c. If there is a need for a threat assessment, the team shall proceed with a full 

threat assessment using the steps outlined in D.3. through 8. below. 

 

d. The districtôs Title IX Coordinator must be notified immediately if a report 

involves sexual harassment, sexual assault, dating violence, stalking, or a 

domestic violence assault, or if engagement in these actions is uncovered 

when gathering additional information during the threat assessment process.  

Notifying the districtôs Title IX Coordinator is completed parallel to the 

threat assessment process and does not stop a team from moving forward 

with gathering information and initiating risk management strategies. 

 

3. Step 3:  Gather Information from Multiple Sources 

 

a. Gather information about the person displaying the concerning behavior and 

situation from various sources.  These sources can include, but are not 

limited to, teachers, coaches, parents, and peers. 

 

4. Step 4:  Organize and Analyze 

 

a. Organize and analyze information using the 11 Investigative Questions 

detailed in the U.S. Secret Service and U.S. Department of Education threat 

assessment guide.  The form is comprised of 11 investigative questions 

adapted from the U.S. Secret Services and U.S 
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            Department of Education Threat Assessment in Schools: A Guide to 

Managing Threatening Situations and to Creating Safe School Climates and 

can be found at www.secretservice.gov/nod/2559.  

 

5. Step 5:  Make the Assessment 

 

a. Make an assessment about whether the individual of concern poses a threat 

of violence or self-harm, or if they are otherwise in need of intervention. 

 

6. Step 6:  Develop and Implement a Case Management/Intervention Plan 

 

a. Develop and implement a case management plan to reduce risk. 

 

b. As needed, refer individual of concern to the local mental health authority or 

healthcare provider for evaluation and/or treatment. 

 

c. As needed, refer individual of concern for a full and individual evaluation 

(FIE) for special education services. 

 

7. Step 7:  Re-Assess (Case Monitoring) 

 

a. Monitor, re-evaluate, and modify plan as needed to ensure that the identified 

intervention(s) is effective, and the individual of concern no longer poses a 

threat of violence or self-harm. 

 

b. Re-assessing the person of concern, going through the assessment questions 

again. 

 

c. If there are still concerns, the team shall continue to monitor, adjust plan, 

and re-assess as needed until there is no longer a concern of harm to self 

and/or others, and the individual is on a better path. 

 

8. Step 8:  Document and Close the Case 

 

a. When the teamôs assessment is that the concerning person no longer poses a 

threat of violence or self-harm, the team can close the case or place it on the 

in-active status. 
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b. The threat assessment team should be sure to document the case, including 

scheduling any future dates to check-in or follow-up, as needed. 

 

c. The documentation should be stored in a confidential file, with only 

authorized personnel having access. 

 

E. Training 

 

1. Each member of the threat assessment team must attend training in accordance with 

N.J.S.A. 18A:17-43.4.  The district may also choose to provide awareness training 

to school community members on the threat assessment process.  The awareness 

training is also outlined as part of one of the steps of the Building a K-12 Behavior 

Threat Assessment and Management Program. 

 

2. Threat assessment team membership: 

 

a. In accordance with N.J.S.A. 18A:17-43.4, the NJDOE shall provide training 

through the New Jersey School Safety Specialist Academy.  All threat 

assessment team members must receive training consistent with the training 

and guidelines provided by the NJDOE.  The school safety specialist, is a 

member of the threat assessment team and will assist in ensuring this 

training is provided to school staff in coordination with OSPEP. 

 

b. Each new threat assessment team member must complete training by the 

OSPEP, which shall include training sessions as instructed by Ontic/SIGMA 

as part of the Bureau of Justice Assistance (BJA) STOP School Violence 

Grant Program. 

 

c. The district shall determine membership on the threat assessment team in 

accordance with N.J.S.A. 18A:17-43.4, including adding and ensuring the 

training of new members, as needed.  The district must ensure all threat 

assessment team members attend the required initial training and refresher 

training provided by OSPEP to advance their competency in conducting 

assessments. 

 

(1) These trainings will be offered through the OSPEP for both in person 

and online platforms. 
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(2)  Refresher training will be developed and facilitated by the OSPEP 

and will be made available through in-person and online platforms, 

as necessary. 

 

3. Awareness Training for Other School Community Stakeholders 

 

a. Request for awareness training for school staff members should be directed 

to the OSPEP email at school.security@doe.nj.gov, which will provide 

training or coordinate sessions with approved instructors from the U.S. 

Department of Homeland Security National Threat Evaluation and 

Reporting Officeôs Certified Master Training Program. 

 

F. Other Considerations 

 

1. Individualized Education Program (IEP) or 504 Plans 

 

a. The district is required by law to meet the needs of students with special 

needs, who are afforded disciplinary protections not provided to the general 

education population, to reduce exclusionary practices for special education 

students.  When assessing a student whose behavior may pose a threat to the 

safety of the school community, in the case of a student with an IEP or 504 

plan, the threat assessment team shall consult with the IEP team or 504 team 

to determine whether the aberrant or concerning behavior is a threat to 

school safety and is being properly addressed in a manner that is required by 

N.J.A.C. 6A:14 and all Federal and State special education laws.  Working 

with the IEP team or 504 team, the threat assessment team shall determine if 

the behavior is part of known baseline behavior, or is already being 

managed under the studentôs IEP, 504 plan, or FBA plan.  If the behavior is 

not consistent with baseline behaviors or is not able to be effectively 

managed through current programming, then a threat assessment would 

need to be conducted.  A special education representative must be part of the 

team and shall engage throughout the process. 

 

2. Allegations of Harassment, Intimidation, & Bullying (HIB) or Bias-Related Acts 
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a. Should the threat assessment team become aware of an allegation of HIB 

when considering or conducting assessments, they must follow Policy 5512 

for addressing allegations of HIB in alignment with the Anti-Bullying Bill 

of Rights Act.  Additionally, during the threat assessment process, it is 

important to recognize that the student may need remedial services (e.g., 

counseling) to address behavior that may have prompted the need for the 

threat assessment and to ensure their well-being. 

 

b. Should a threat assessment team become aware of a bias-related act, they 

should implement Policy and Regulation 8465 on reporting bias-related acts 

to law enforcement in accordance with the Memorandum of Agreement 

Between Education and Law Enforcement Officials and Policy and 

Regulation 9320. 

 

3. Information Sharing 

 

a. The Family Educational Rights and Privacy Act (FERPA) and the Health 

Insurance Portability and Accountability Act (HIPAA) are two Federal laws 

protecting the privacy of an individualôs personal records.  FERPA refers 

specifically to educational records while HIPAA refers to medical records.  

Questions and concerns about FERPA and/or the HIPAA protections often 

arise as part of the threat assessment planning process.  It is critical that 

threat assessment teams understand how to balance the safety of the school 

with the privacy of individual students.  These laws should not be an 

impediment to threat assessment and management. 

 

b. Threat assessment teams should consult with the Board Attorney on these 

elements as needed. 

 

4. Family Education Rights & Privacy Act (FERPA) ï Educational Records 

 

a. FERPA is a Federal law that protects the privacy of student education 

records.  FERPA does, however, authorize school officials to disclose 

information without consent in emergency situations where the health and/or 

safety of students is at risk.  Relevant information can be released to law 

enforcement, public health, and medical officials, as well as other schools in 

the event a student transfers or matriculates.  The U.S. Department of 

Education would not find a school in  
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            violation of FERPA for disclosing FERPA-protected information under the 

health or safety exception as long as the school had a rational basis, based 

on the information available at the time, for making its determination that 

there was an articulable and significant threat to the health or safety of the 

student or other individuals. 

 

5. Health Insurance Portability and Accountability Act (HIPAA) ï Medical and 

Mental Health Records 

 

a. HIPAA protects the confidentiality of information in health records.  

Confidentiality is held by the patient, not the mental health provider.  In 

cases where HIPAA applies, the following strategies below may assist threat 

assessment teams in eliminating potential barriers to critical data collection: 

 

(1) Ask permission from the student and parent to disclose medical 

records; 

 

(2) Provide information to health and mental professionals; and 

 

(3) Ask about duty to warn or duty to protect. 

 

b. Additionally, medical and mental health providers may disclose protected 

health information when disclosure: 

 

(1) Is necessary to prevent or lessen a serious and imminent threat to 

health or safety of patient or others and is to someone reasonably 

able to prevent or lessen the threat; and 

 

(2) May include disclosure to law enforcement, or others who can 

mitigate the threat and disclosure must be consistent with applicable 

law and standards of ethical conduct. 

 

6. Record Keeping 

 

All documentation from the threat assessment process must be maintained in a 

confidential and secure location.  Maintaining records and preserving evidence 

throughout the process, assists in the establishment of a legal and behavioral 

justification for the intervention.  Records may be electronic or  
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paper and must be maintained in accordance with record retention rules established 

by the Department of Treasury. 
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R 2423  BILINGUAL AND ESL EDUCATION 

 

A. Definitions  (N.J.A.C. 6A:15-1.2) 

 

1. ñAlternate English language proficiency assessmentò (alternate ELP assessment) 

means a New Jersey Department of Education-approved assessment for students 

with the most significant cognitive disabilities that assesses a studentôs English 

language proficiency on the four domains of listening, speaking, reading, and 

writing, and that is aligned with the Stateôs academic achievement standards, as 

permitted under the Every Student Succeeds Act (ESSA) and the Individuals with 

Disabilities Education Act (IDEA). 

 

2. ñBilingual education programò means a full-time program of instruction in all 

courses or subjects that a child is required by law or rule to receive, given in the 

native language of English language learners (ELLs) enrolled in the program and 

also in English; in the aural comprehension, speaking, reading, and writing of the 

native language of ELLs enrolled in the program, and in the aural comprehension, 

speaking, reading, and writing of English; and in the history and culture of the 

country, territory, or geographic area that is the native land of the parents of ELLs 

enrolled in the program, and in the history and culture of the United States. 

 

3. ñBilingual part-time componentò means a program alternative in which students are 

assigned to mainstream English program classes, but are scheduled daily for their 

developmental reading and mathematics instruction with a certified bilingual 

teacher. 

 

4. ñBil ingual resource programò means a program alternative in which students 

receive, on an individual basis, daily instruction from a certified bilingual teacher in 

identified subjects and with specific assignments. 

 

5. ñBilingual tutorial programò means a program alternative in which students receive 

one period of instruction from a certified bilingual teacher in a content area required 

for graduation and a second period of tutoring in other required content areas. 

 

6. "Dual-language bilingual education program" means a full-time program of 

instruction in elementary and secondary schools that provides structured English 

language instruction and instruction in a second  
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language in all content areas for ELLs and for native English speaking students 

enrolled in the program. 

 

7. ñEducational needsò means the particular educational requirements of ELLs; the 

fulfillment of which will provide them with equal educational opportunities. 

 

8. ñEnglish as a second language (ESL) programò means a daily developmental 

second-language program of at least one period of instruction based on student 

language proficiency that teaches aural comprehension, speaking, reading, and 

writing in English using second language teaching techniques, and incorporates the 

cultural aspects of the studentsô experiences in their ESL instruction.  A period is 

the time allocated in the school schedule for instruction in core subjects. 

 

9. ñEnglish language development standardsò means the 2012 Amplification of the 

English Language Development Standards, Kindergarten - Grade 12, incorporated 

herein by reference, as amended and supplemented, developed by the World-Class 

Instructional Design and Assessment (WIDA) Consortium.  They are the standards 

and language competencies ELLs in preschool programs and elementary and 

secondary schools need to become fully proficient in English and to have 

unrestricted access to grade-appropriate instruction in challenging academic 

subjects.  The standards are published by the Board of Regents of the University of 

Wisconsin System, on behalf of the WIDA Consortium (www.wida.us) and are 

available for review at http://www.wida.us/standards/eld.aspx. 

 

10. ñEnglish language learnerò or ñELLò means a student whose native language is 

other than English.  The term refers to students with varying degrees of English 

language proficiency in any one of the domains of speaking, reading, writing, or 

listening and is synonymous with limited English speaking ability as used in 

N.J.S.A. 18A:35-15 to 26. 

 

11. ñEnglish language proficiency assessmentò (ELP assessment) means a New Jersey 

Department of Education-approved assessment that evaluates a studentôs English 

language proficiency on the four domains of listening, speaking, reading, and 

writing, and that is aligned with the Stateôs academic achievement standards as 

permitted under ESSA. 

 

12. ñEnglish language servicesò means services designed to improve the English 

language skills of ELLs.  The services, provided in school districts  
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with less than ten ELLs, are in addition to the regular school program and are 

designed to develop aural comprehension, speaking, reading, and writing skills in  

English. 

 

13. "Exit criteria" means the criteria that must be applied before a student may be exited 

from a bilingual, ESL, or English language services education program. 

 

14. ñHigh-intensity ESL programò means a program alternative in which students 

receive two or more class periods a day of ESL instruction.  One period is the 

standard ESL class and the other period is a tutorial or ESL reading class. 

 

15. ñInstructional program alternativeò means a part-time program of instruction that 

may be established by a Board of Education in consultation with and approval of 

the New Jersey Department of Education (Department).  All students in an 

instructional program alternative receive English as a second language. 

 

16. ñNative languageò means the language or mode of communication normally used 

by a person with a limited ability to speak or understand the English language.  In 

the case of a student, the native language is the language normally used by the 

studentôs parents, except that in all direct contact with a student, including during 

the evaluation of the child, the native language is the language normally used by the 

student in the home or in the learning environment. 

 

17. ñNJSLSò means the New Jersey Student Learning Standards as defined in N.J.A.C. 

6A:8-1.3. 

 

18. ñParent(s)ò for the purposes of Policy 2423 and this Regulation means the natural 

parent(s) or the legal guardian(s), foster parent(s), surrogate parent(s), or person 

acting in the place of a parent with whom the student legally resides.  When parents 

are separated or divorced, parent means the person(s) who has legal custody of the 

student, provided such parental rights have not been terminated by a court of 

appropriate jurisdiction. 

 

19. ñReview processò means the process established by the Board to assess ELLs for 

exit from bilingual, ESL, or English language services programs. 
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20. ñSheltered English instructionò means an instructional approach used to make 

academic instruction in English understandable to ELLs.  Sheltered English classes 

are taught by regular classroom teachers who have received training on strategies to 

make subject-area content comprehensible for ELLs. 

 

B. Identification of Eligible English Language Learners (ELLs)  (N.J.A.C. 6A:15-1.3) 

 

1. The district shall use a multi-step process at the time of enrollment to determine the 

native language of each ELL.  The district shall: 

 

a. Maintain a census indicating all identified students whose native language is 

other than English; and 

 

b. Administer the Statewide home-language survey to determine which 

students in Kindergarten to grade twelve whose native language is other 

than English must be screened further to determine English language 

proficiency.  The Statewide home-language survey shall be administered by 

a bilingual/ESL or other certified teacher and shall be designed to 

distinguish students who are proficient English speakers and need no further 

testing. 

 

2. The district shall determine the English language proficiency of all Kindergarten to 

grade twelve students who are not screened out and whose native language is other 

than English by administering an English language proficiency test, assessing the 

level of reading in English, reviewing the previous academic performance of 

students, including their performance on standardized tests in English, and 

reviewing the input of teaching staff members responsible for the educational 

program for ELLs.  Students who do not meet the Department standard on a 

language proficiency test and who have at least one other indicator shall be 

considered ELLs.  The district shall also use age-appropriate methodologies to 

identify preschool ELLs to determine their individual language development needs. 

 

C. Bilingual Programs for English Language Learners (ELLs)  (N.J.A.C. 6A:15-1.4) 

 

1. The Board shall provide all Kindergarten to grade twelve ELLs enrolled in the 

district pursuant to N.J.S.A. 18A:7F-46 with all required courses and support 

services outlined in N.J.A.C. 6A:15-1.4 (b) through (h) and C.2.  
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through C.8. below to prepare ELLs to meet the NJSLS for high school  

graduation.  This may include tutoring, after-school programs, summer programs,  

and remedial services as needed by ELLs.  The district shall also provide  

appropriate instructional programs to eligible pre-school ELLs based on need  

according to the New Jersey Preschool Program Implementation Guidelines,  

2015.  The guidelines provide developmentally appropriate recommendations for  

good practice and are intended for school districts that provide preschool  

programs. 

 

2. The Board shall establish English language services designed to improve the 

English language proficiency of ELLs whenever there are at least one, but fewer 

than, ten ELLs enrolled in the school district.  English language services shall be 

provided in addition to the regular school program. 

 

3. The Board shall establish an ESL program that provides at least one period of ESL 

instruction based on student language proficiency whenever there are ten or more 

ELLs enrolled in the school district. 

 

a. An ESL curriculum that addresses the WIDA English language development 

standards shall be developed and adopted by the Board to address the 

instructional needs of ELLs. 

 

b. The ESL curriculum shall be cross referenced to the districtôs bilingual 

education and content area curricula to ensure that ESL instruction is 

correlated to all the content areas taught. 

 

4. The Board shall establish bilingual education programs whenever there are twenty 

or more ELLs in any one language classification enrolled in the school district 

pursuant to N.J.S.A. 18A:35-18.  Bilingual education programs shall:  

 

a. Be designed to prepare ELLs to acquire sufficient English skills and content 

knowledge to meet the NJSLS.  All ELLs participating in the bilingual 

programs shall also receive ESL instruction; 

 

b. Include a curriculum that addresses the NJSLS, the WIDA English language 

development standards, and the use of two languages.  The bilingual 

education curriculum shall be adopted by the Board; and 
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c. Include the full range of required courses and activities offered on the same 

basis and under the same rules that apply to all students within the school 

district. 

 

5. ELLs shall be provided with equitable instructional opportunities to participate in 

all non-academic courses necessary to meet the NJSLS, including comprehensive 

health and physical education, the visual and performing arts, and career awareness 

programs.  The instructional opportunities shall be designed to assist ELLs to fully 

comprehend all subject matter and demonstrate their mastery of the content matter. 

 

6. The Board shall offer sufficient courses and other relevant supplemental 

instructional opportunities in grades nine through twelve to enable ELLs to meet the 

NJSLS for graduation.  When sufficient numbers of students are not available to 

form a bilingual class in a subject area, the Board shall develop plans in 

consultation with and approved by the Department to meet the needs of the 

students. 

 

7. In addition to N.J.A.C. 6A:15-1.4(a) through (f) and C.1. through C.6. above, the 

Board shall design additional programs and services to meet the special needs of 

eligible ELLs and include, but not be limited to:  remedial instruction through Title 

I programs; special education; school-to-work programs; computer training; and 

gifted and talented education services. 

 

8. The Board may establish dual-language bilingual education programs in its schools 

and may make provisions for the coordination of instruction and services with the 

school districtôs world languages program.  Dual-language bilingual education 

programs shall also enroll students whose primary language is English, and shall be 

designed to help students achieve proficiency in English and in a second language 

while mastering subject-matter skills.  To the extent necessary, instruction shall be 

in all courses or subjects of study that allow students to meet all grade promotion 

and graduation standards.  Where possible, classes in dual-language bilingual 

programs shall be comprised of approximately equal numbers of ELLs and of 

students whose native language is English. 

 

9. The Board may establish a program in bilingual education for any language 

classification with fewer than twenty students. 

 

D. Waiver Process Provided by Statute  (N.J.A.C. 6A:15-1.5) 
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The school district may request a waiver from N.J.A.C. 6A:15-1.4(d) and C.4. above to 

establish annually an instructional program alternative with the approval of the Department 

when there are twenty or more students eligible for the bilingual education program in 

grades Kindergarten through twelve, and the school district is able to demonstrate that it 

would be impractical to provide a full-time bilingual program due to age range, grade span, 

and/or geographic location of eligible students. 

 

1. Instructional program alternatives shall be developed in consultation with and 

approved annually by the Department after review of student enrollment and 

achievement data.  All bilingual instructional program alternatives shall be designed 

to assist ELLs to develop sufficient English skills and subject-matter skills to meet 

the NJSLS. 

 

2. The instructional program alternatives that shall be established include, but are not 

limited to:  the bilingual part-time component; the bilingual resource program; the 

bilingual tutorial program; the sheltered English instruction program; and the high-

intensity ESL program. 

 

3. In the event the district implements program alternatives, the district shall annually 

submit student enrollment and achievement data that demonstrate the continued 

need for the programs. 

 

E. Approval Procedures  (N.J.A.C. 6A:15-1.6) 

 

1. If the district provides a bilingual program, ESL program, or English language 

services, the district shall submit a plan every three years to the Department for 

approval.  At its discretion, the Department may request modifications, as 

appropriate.   

 

a. Plans submitted by the Board for approval shall include information on the 

following:  

 

(1) Identification of students;  

 

(2) Program description;  

 

(3) The number of certified staff hired for the program; 

 

(4) Bilingual and ESL curriculum development;  
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(5) Evaluation design; 
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(6) Review process for exit; and 

 

(7) A budget for bilingual and ESL programs or English language 

services.   

 

F. Supportive Services  (N.J.A.C. 6A:15-1.7) 

 

1. Students enrolled in bilingual, ESL, or English language services programs shall 

have full access to educational services available to other students in the school 

district. 

 

2. To the extent that is administratively feasible, supportive services to ELLs, such as 

counseling, tutoring, and career guidance, should be provided by bilingual 

personnel who are familiar with and knowledgeable of the unique needs and 

background of the ELLs and their parents. 

 

G. In service Training (N.J.A.C. 6A:15-1.8) 

 

1. The Board shall develop a plan for in service training for bilingual, ESL, and 

mainstream teachers; administrators who supervise bilingual/ESL programs; and 

administrators and any personnel who observe and evaluate teachers of ELLs.  The 

plan shall include instructional strategies and appropriate assessments to help ELLs 

meet the NJSLS and the WIDA English language development standards.  All 

bilingual and ESL teachers shall receive training in the use of the ESL curriculum. 

 

2. The Professional Development Plan of the school district shall include the needs of 

bilingual and ESL teachers, which shall be addressed through in service training. 

 

H. Certification  (N.J.A.C. 6A:15-1.9) 

 

1. All teachers of bilingual classes shall hold a valid New Jersey instructional 

certificate with an endorsement for the appropriate grade level and/or content area, 

as well as an endorsement in bilingual education, pursuant to N.J.S.A. 18A:6-38 et 

seq. and 18A:35-15 to 26.1. 
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2. All teachers of ESL classes shall hold a valid New Jersey instructional certificate in 

ESL pursuant to N.J.S.A. 18A:6-38 et seq. and N.J.A.C. 6A:9B-10.5. 
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3. All teachers providing English Language Services shall hold a valid New Jersey 

instructional certificate. 

 

I. Bilingual, English as a Second Language, and English Language Services Program 

Enrollment, Assessment, Exit, and Reentry (N.J.A.C. 6A:15-1.10) 

 

1. All ELLs from Kindergarten through grade twelve shall be enrolled in the bilingual, 

ESL, or English language services education program established by the Board as 

prescribed in N.J.A.C. 6A:15-1.4(b) through (e) and 1.5(a), C.2. through C.5. and 

D. above, and P.L. 1995, c. 59 and c. 327. 

 

2. Students enrolled in the bilingual, ESL, or English language services program shall 

be assessed annually using ELP assessments to determine their progress in 

achieving English language proficiency goals and readiness for exiting the program.  

Students who meet the criteria for Statewide alternate assessments, pursuant to 

N.J.A.C. 6A:14-4.10(a)2, shall be assessed annually using an alternate ELP 

assessment. 

 

3. ELLs enrolled in the bilingual, ESL, or English language services program shall be 

placed in a monolingual English program when they have demonstrated readiness to 

exit a bilingual, ESL, or ELS program through Department-established criteria on 

an ELP assessment and a Department-established English language observation 

form.  A student shall first achieve the Department-established English proficiency 

standard as measured by an ELP assessment.  The studentôs readiness shall be 

further assessed by the use of a Department-established English language 

observation form that considers, at a minimum:  classroom performance; the 

studentôs reading level in English; the judgment of the teaching staff member or 

members responsible for the educational program of the student; and performance 

on achievement tests in English. 

 

a. Pursuant to C.F.R. §200.6(h)(4)(ii), an ELL with a disability whose 

disability makes it impossible for the student to be assessed in a particular 

domain because there are no appropriate accommodations for assessing the 

student in that domain may be  
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exited from ELL status based on the studentôs score on the remaining 

domains in which the student was assessed. 

 

4. A parent may remove a student who is enrolled in a bilingual education program 

pursuant to provisions in N.J.S.A. 18A:35-22.1. 
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5. Newly exited students who are not progressing in the mainstream English program 

may be considered for reentry to bilingual and ESL programs as follows: 

 

a. After a minimum of one-half an academic year and within two years of exit, 

the mainstream English classroom teacher may recommend retesting with 

the approval of the Principal. 

 

b. A waiver of the minimum time limitation may be approved by the Executive 

County Superintendent upon request of the Superintendent if the student is 

experiencing extreme difficulty in adjusting to the mainstream program. 

 

c. The recommendation for retesting shall be based on the teacherôs judgment 

that the student is experiencing difficulties due to problems in using English 

as evidenced by the studentôs inability to:  communicate effectively with 

peers and adults; understand directions given by the teacher; and/or 

comprehend basic verbal and written materials. 

 

d. The student shall be tested using a different form of the test or a different 

language proficiency test than the one used to exit the student. 

 

e. If the student scores below the State-established standard on the language 

proficiency test, the student shall be re enrolled into the bilingual or ESL 

program. 

 

6. When the review process for exiting a student from a bilingual, ESL, or English 

language services program has been completed, the district shall notify by mail the 

studentôs parent(s) of the placement determination.  If the parent(s) or teaching staff 

member disagrees with the placement, they may appeal the placement decision in 

writing to the Superintendent or designee, who will provide a written explanation 

for the decision within seven working days of receiving the written appeal.  The 

complainant may  
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appeal this decision in writing to the Board within seven calendar days of receiving 

the Superintendentôs or designeeôs written explanation of the decision.  The Board 

will r eview the appeal and respond in writing to the parent within forty-five 

calendar days of the Boardôs receipt of the parentôs written appeal to the Board.  

Upon exhausting an appeal to the Board, the complainant may appeal to the 

Commissioner of Education pursuant to N.J.S.A. 18A:6-9 and N.J.A.C. 6A:3. 

 

J. Graduation Requirements for English Language Learners  (N.J.A.C. 6A:15-1.11) 
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All ELLs shall satisfy requirements for high school graduation according to N.J.A.C. 6A:8-

5.1(a). 

 

K. Location  (N.J.A.C. 6A:15-1.12) 

 

All bilingual, ESL, and English language services programs shall be conducted within 

classrooms within the regular school buildings of the school district pursuant to N.J.S.A. 

18A:35-20. 

 

L. Notification  (N.J.A.C. 6A:15-1.13) 

 

1. The school district shall notify by mail the parents of ELLs of the fact that their 

child has been identified as eligible for enrollment in a bilingual, ESL, or English 

language services education program.  The district shall issue the notification within 

thirty days of the childôs identification.  Notice shall include a statement that the 

parents may decline their childôs enrollment in a bilingual program, and they shall 

be given an opportunity to do so if they choose.  The notice shall be in writing and 

in the language in which the parent(s) possesses a primary speaking ability, and in 

English, and shall include the following information:   

 

a. Why the student was identified as an ELL; 

 

b. Why the student needs to be placed in a language instructional educational 

program that will help them develop and attain English proficiency and meet 

the NJSLS; 

 

c. The studentôs level of English proficiency, how the level of English 

proficiency was assessed, and the studentôs academic level; 

 

PROGRAM 

R 2423/page 12 of 13 

Bilingual and ESL Education 

 

d. The method of instruction the school district will use to serve the student, 

including a description of other instruction methods available and how those 

methods differ in content, instructional goals, and the use of English and a 

native language, if applicable; 

 

e. How the program will meet the studentôs specific needs in attaining English 

and meeting State standards; 

 

f. The programôs exit requirements, the expected rate of transition into a 

classroom not tailored for ELLs and, in the case of high school students, the 

expected rate of graduation; and 
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g. How the instructional program will meet the objectives of the individualized 

education program of a student with a disability. 

 

2. The school district shall send progress reports to parent(s) of students enrolled in a 

bilingual, ESL, or English language services programs in the same manner and 

frequency as progress reports are sent to parent(s) of other students enrolled in the 

school district. 

 

3. Progress reports shall be written in English and in the native language of the 

parent(s) of students enrolled in the bilingual and ESL program unless the school 

district can demonstrate and document in the three-year plan required in N.J.A.C. 

6A:15-1.6(a) that the requirement would place an unreasonable burden on the 

district. 

 

4. The school district shall notify the parent(s) when students meet the exit criteria and 

are placed in a monolingual English program.  The notice shall be in English and in 

the language in which the parent(s) possesses a primary speaking ability. 

 

M. Joint Programs  (N.J.A.C. 6A:15-1.14) 

 

With approval of the Executive County Superintendent on a case-by-case basis, a school 

district may join with another Board to provide bilingual, ESL, or English language 

services programs. 

 

N. Parental Involvement  (N.J.A.C. 6A:15-1.15) 

 

1. The district shall provide for the maximum practicable involvement of parent(s) of 

ELLs in the development and review of program objectives  
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and dissemination of information to and from the district Boards of Education and 

communities served by the bilingual, ESL, or English language services education 

programs. 

 

2. If the district implements a bilingual education program, the district shall establish a 

parent advisory committee on bilingual education of which the majority 

membership shall be parent(s) of ELLs. 
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R 2425 EMERGENCY VIRTUAL OR REMOTE INSTRUCTION PROGRAM 

 

A. Definitions 

 

1. ñRemote instructionò means the provision of instruction occurring when the student 

and the instructor are in different locations due to the closure of the facility(ies) of 

the Board of Education, charter school, renaissance school project, or approved 

private school for students with disabilities.  The closure of the facility(ies) shall be 

pursuant to N.J.S.A. 18A:7F-9 or 18A:46-21.1 and for more than three consecutive 

school days due to a declared state of emergency, a declared public health 

emergency, or a directive by the appropriate health agency or officer to institute a 

public health-related closure. 
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2. ñVirtual instructionò means the provision of active instruction when the student and 

the instructor are in different locations and instruction is facilitated through the 

internet and computer technologies due to the closure of the facility(ies) of the 

Board of Education, charter school, renaissance school project, or approved private 

school for students with disabilities.  The closure of the facility(ies) shall be 

pursuant to N.J.S.A. 18A:7F-9 or 18A:46-21.1 and for more than three consecutive 

school days due to a declared state of emergency, a declared public-health 

emergency, or a directive by the appropriate health agency or officer to institute a 

public health-related closure. 

 

B. Pursuant to N.J.A.C. 6A:32-13.1, if the State or local health department determines that it 

is advisable to close, or mandates closure of, the schools of a school district due to a 

declared state of emergency, declared public health emergency, or a directive by the 

appropriate health agency or officer to institute a public health-related closure for more 

than three consecutive school days, the Superintendent shall have the authority to 

implement the school districtôs program of virtual or remote instruction, pursuant to 

N.J.S.A. 18A:7F-9. 

 

1. If implemented by the Superintendent, the school districtôs program of virtual or 

remote instruction shall be provided to an enrolled student, whether a general 

education student in preschool through grade twelve or a student with a disability 

aged three to twenty-one. 
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a. The school district shall provide students with a disability with the same 

educational opportunities provided to general education students to the 

extent appropriate and practicable. 

 

b. Related services may be delivered to general education students and 

students with a disability through the use of electronic communication or a 

virtual or online platform, as appropriate. 

 

2. The Board of Education may apply to the 180-day requirement established pursuant 

to N.J.S.A. 18A:7F-9.b., one or more days of virtual or remote instruction under the 

following conditions and in accordance with N.J.A.C. 6A:32-13.1(c)1. through 4. 

and B.2.a. through d. below: 
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a. Virtual or remote instruction is provided to students on the day(s) that some 

or all of the programs of instruction of the district were closed to in-person 

instruction; 

 

b. The virtual or remote instruction meets the Commissioner-established 

criteria for the occurrence of one of the events at N.J.A.C. 6A:32-13.1(b) 

and B. above;  

 

c. The school districtôs program of virtual or remote instruction: 

 

(1) Explains, to the greatest extent possible, the equitable delivery of, 

and access to, virtual and remote instruction, including descriptions 

of the following: 

 

(a) The design of synchronous and/or asynchronous virtual or 

remote learning plans that will maximize student growth and 

learning; 

 

(b) How the school district will continuously measure student 

growth and learning in a virtual or remote instruction 

environment; and 

 

(c) The school districtôs plan for measuring and addressing any 

ongoing digital divide issue(s), including a lack of access to 

the internet, network access, or devices; 
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(2) Addresses the needs of students with disabilities and includes 

descriptions of the following: 

 

(a) The delivery of virtual or remote instruction in order to 

implement, to the greatest extent possible, studentsô 

individualized education programs (IEPs), including material 

and platform access; 

 

(b) The methods used to document IEP implementation, 

including the tracking of student progress, accommodations, 

and modifications; 
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(c) How case managers follow up with parents to ensure services 

are implemented, to the greatest extent possible, in 

accordance with IEPs; and 

 

(d) How the school district plans to conduct IEP meetings, 

evaluations, and other meetings to identify, evaluate, and/or 

reevaluate students with disabilities; 

 

(3) Addresses the needs of English language learners (ELLs) and 

includes descriptions of the following: 

 

(a) How the school district includes an English as a Second 

Language and/or bilingual education program aligned with 

State and Federal requirements to meet the needs of ELLs; 

 

(b) The process to communicate with parents of ELLs, including 

providing translation materials, interpretative services, and 

information available at the parentôs literacy level; 

 

(c) The use of instructional adaptations, for example, 

differentiation, sheltered instruction, Universal Design for 

Learning, access to technology, and strategies to ensure that 

ELLs access the same standard of education as non-ELL 

peers; and 
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(d) The training for teachers, administrators, and counselors to 

learn strategies related to culturally responsive teaching and 

learning, social-emotional learning, and trauma-informed 

teaching for students affected by forced migration from their 

home country; 

 

(4) Accounts for student attendance in accordance with N.J.A.C. 6A:32-

13.1(d) and B.3. below and include the following: 

 

(a) A description or copy of the school districtôs attendance 

policies, including how the school district will determine 

whether a student is present or absent during virtual or 

remote instruction, and how a studentôs attendance will factor 

into promotion, retention, graduation, discipline, and any 

other decisions that will reflect the studentôs performance; 
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(5) Describes how the school district is communicating with the parents 

when a student is not participating in virtual or remote instruction 

and/or submitting assignments; 

 

(6) Includes a plan for the continued safe delivery of meals to eligible 

students; 

 

(7) Includes an outline of how buildings will be maintained throughout 

an extended period of closure; and 

 

(8) Includes district-specific factors, including, but not limited to, 

considerations for Title I extended learning programs, 21st Century 

Community Learning Center Programs, credit recovery, other 

extended student learning opportunities, accelerated learning, and 

social and emotional health of staff and students, transportation, 

extra-curricular programs, childcare, and community programming; 

and 

 

d. The Board of Education submitted a proposed program of virtual or remote 

instruction to the Commissioner annually. 
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(1) If the Board is unable to complete and submit a proposed program 

annually in accordance with the timeline established by the 

Commissioner, and the school district is required to close its schools 

for a declared state of emergency, declared public-health emergency, 

or a directive by the appropriate health agency or officer to institute 

a public health-related closure, the Commissioner may retroactively 

approve the program. 

 

3. If provided under the Boardôs program that has been approved by the 

Commissioner, student attendance for a day of virtual or remote instruction shall be 

accounted for in accordance with N.J.A.C. 6A:32-8.4 for the purpose of meeting 

State and local graduation requirements, the awarding of course credit, and other 

matters as determined by the Commissioner. 
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R2431.4 PREVENTION AND TREATMENT OF SPORTS-RELATED CONCUSSIONS AND 

HEAD INJURIES (M) 

 

A concussion is a traumatic brain injury caused by a blow or motion to the head or body that 

disrupts the normal functioning of the brain and can cause significant and sustained 

neuropsychological impairments including, but not limited to, problem solving, planning, memory, 

and behavioral problems.  Allowing a student to return to athletic competition or practice before 

recovering from a concussion increases the chance of a more serious brain injury.  The following 

procedures shall be followed to implement N.J.S.A. 18A:40-41.1 et seq. and Policy 2431.4. 

 

A. Athletic Head Injury Safety Training Program 

 

1. The school district will adopt an athletic head injury safety training program.  

 

2. The training program shall be completed by the school physician, any individual 

who coaches in an athletic competition, an athletic trainer involved in any athletic 

competition, and the school nurse. 
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3. This training program shall be in accordance with the guidance provided by the 

New Jersey Department of Education (NJDOE) and the requirements of N.J.S.A. 

18A:40-41.2. 

 

B. Prevention 

 

1. The school district may require pre-season baseline testing of students before the 

student begins participation in athletic competition or practice.  The baseline testing 

program shall be reviewed and approved by the school physician trained in the 

evaluation and management of sports-related concussions and other head injuries. 

 

2. The Principal or designee will review educational information for students 

participating in athletic competition or practice on the prevention of concussions. 

 

3. All school staff members, students participating in athletic competition or practice, 

and parents of students participating in athletic competition or  
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 practice shall be annually informed through the distribution of the NJDOE 

Concussion and Head Injury Fact Sheet and Parent/Guardian Acknowledgement 

Form and other communications from the Principal and coaches on the importance 

of early identification and treatment of concussions to improve recovery. 

 

C. Signs or Symptoms of Concussion or Other Head Injury 

 

1. Possible signs of concussions may be observed by coaches, athletic trainer, school 

or team physician, school nurse, or other school staff members.  Possible signs of a 

concussion may be, but are not limited to: 

 

a. Appearing dazed, stunned, or disoriented; 

 

b. Forgetting plays or demonstrating short-term memory difficulty; 

 

c. Exhibiting difficulties with balance or coordination; 

 

d. Answering questions slowly or inaccurately; and/or 

 

e. Losing consciousness. 
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2. Possible symptoms of concussion shall be reported by the student participating in 

athletic competition or practice to coaches, athletic trainer, school or team 

physician, school nurse, and/or parent.  Possible symptoms of a concussion may be, 

but are not limited to: 

 

a. Headache; 

 

b. Nausea/vomiting; 

 

c. Balance problems or dizziness; 

 

d. Double vision or changes in vision; 

 

e. Sensitivity to light or sound/noise; 

 

f. Feeling sluggish or foggy; 
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g. Difficulty with concentration and short-term memory; 

 

h. Sleep disturbance; or 

 

i. Irritability. 

 

D. Medical Attention for a Student Suspected of a Concussion or Other Head Injury 

 

1. A student who participates in athletic competition or practice and who sustains or is 

suspected of having sustained a concussion or other head injury while engaged in an 

athletic competition or practice shall be immediately removed from athletic 

competition or practice.   

 

a. A staff member supervising the student during the athletic competition or 

practice shall immediately contact the school physician, athletic trainer, or 

school nurse to examine the student.  

 

(1) The school physician, athletic trainer, or school nurse shall 

determine if the student has sustained or may have sustained a 

concussion or other head injury.  The school physician, athletic 

trainer, or school nurse shall determine if emergency medical 

responders shall be called to athletic competition or practice. 
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(2) In the event the school physician, athletic trainer, or school nurse 

determine the student did not sustain a concussion or other head 

injury, the student shall not be permitted to participate in any further 

athletic competition or practice until written medical clearance is 

provided in accordance with E. below. 

 

2. The staff member supervising a student who has been removed from athletic 

competition or practice in accordance with D.1. above or another staff member shall 

contact the studentôs parent and the Principal or designee as soon as possible after 

the student has been removed from the athletic competition or practice.   
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a. A parent shall monitor their student for symptoms of a concussion or other 

head injury upon receiving such notification. 

 

E. Medical Examination and Written Medical Clearance 

 

1. A student who was removed from athletic competition or practice in accordance 

with D.1. shall not participate in further athletic competition or practice until: 

 

a. The student is examined by a physician or other licensed healthcare provider 

trained in the evaluation and management of concussions;  

 

b. The student receives written medical clearance from a physician trained in 

the evaluation and management of concussions to return to competition or 

practice; and 

 

c. The student returns to regular school activities and is no longer experiencing 

symptoms of the injury while conducting those activities.   

 

2. The studentôs written medical clearance from a physician must indicate a medical 

examination has determined: 

 

a. The studentôs injury was not a concussion or other head injury, the student is 

asymptomatic at rest, and the student may return to regular school activities 

and is no longer experiencing symptoms of the injury while conducting 

those activities; or 
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b. The studentôs injury was a concussion or other head injury and the studentôs 

physician will monitor the student to determine when the student is 

asymptomatic at rest and when the student may return to regular school 

activities and is no longer experiencing symptoms of the injury while 

conducting those activities. 

 

3. The studentôs written medical clearance must be reviewed and approved by the 

school physician. 
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4. The student may not begin the graduated return to athletic competition and practice 

protocol in F. below until the student receives a medical examination and provides 

the required written medical clearance.   

 

5. A written medical clearance not in compliance with the provisions of E. will not be 

accepted. 

 

F. Graduated Return to Athletic Competition and Practice Protocol 

 

1. The return of a student to athletic competition and practice shall be in accordance 

with the graduated, six-step ñReturn to Play Progressionò recommendations and any 

subsequent changes or updates to those recommendations as developed by the 

Centers for Disease Control and Prevention.   

 

a. Back to Regular Activities (Such as School) 

 

The student is back to their regular activities (such as school) and has the 

green-light from the studentôs physician approved by the school physician to 

begin the return to play process.  A studentôs return to regular activities 

involves a stepwise process.  It starts with a few days of rest (two-three 

days) and is followed by light activity (such as short walks) and moderate 

activity (such as riding a stationary bike) that do not worsen symptoms. 

 

b. Light Aerobic Activity 

 

Begin with light aerobic exercise only to increase the studentôs heart rate.  

This means about five to ten minutes on an exercise bike, walking, or light 

jogging.  No weight lifting at this point. 
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c. Moderate Activity  

 

Continue with activities to increase the studentôs heart rate with body or 

head movement. This includes moderate jogging, brief running, moderate-

intensity stationary biking, and/or moderate-intensity weightlifting (less 

time and/or less weight from their typical routine). 
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d. Heavy, Non-Contact Activity  

 

Add heavy non-contact physical activity, such as sprinting/running, high-

intensity stationary biking, regular weightlifting routine, and/or non-contact 

sport-specific drills (in three planes of movement). 

 

e. Practice and Full Contact 

 

The student may return to practice and full contact (if appropriate for the 

athletic competition) in controlled practice. 

 

f. Athletic Competition 

 

The student may return to athletic competition or practice.  

 

2. It is important for a studentôs parent(s) and coach(es) to watch for concussion 

symptoms after each dayôs ñReturn to Play Progressionò activity.  A student should 

only move to the next step if they do not have any new symptoms at the current 

step.   

 

3. If a studentôs symptoms return or if they develop new symptoms, this is a sign that a 

student is pushing too hard.  The student should stop these activities and the 

studentôs health care provider should be contacted.  After more rest and no 

concussion symptoms, a student can start at the previous step if approved by the 

studentôs healthcare provider and provides written medical clearance to the school 

physician. 

 

G. Temporary Accommodations for Studentôs Participating in Athletic Competition with 

Sports-Related Head Injuries 

 

1. The concussed brain is affected in many functional aspects as a result of the injury.  

Memory, attention span, concentration, and speed of processing significantly 
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impact learning.  Further, exposing the concussed student to the stimulating school 

environment may delay the resolution of symptoms needed for recovery.  

Accordingly, consideration of the cognitive effects in returning to the classroom is 

also an important part of the treatment of sports-related concussions and head 

injuries. 
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2. To recover, cognitive rest is just as important as physical rest.  Reading, studying, 

computer usage, testing, texting, and watching movies if a student is sensitive to 

light/sound can slow a studentôs recovery.  The Principal or designee may look to 

address the studentôs cognitive needs as described below.  Students who return to 

school after a concussion may need to: 

 

a. Take rest breaks as needed; 

 

b. Spend fewer hours at school; 

 

c. Be given more time to take tests or complete assignments (all courses 

should be considered); 

 

d. Receive help with schoolwork; 

 

e. Reduce time spent on the computer, reading, and writing; and/or 

 

f. Be granted early dismissal from class to avoid crowded hallways. 
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R 2460  SPECIAL EDUCATION 

 

School district officials and staff shall adhere to all regulations included in N.J.A.C. 6A:14-1.1 et 

seq. and the following special education regulations: 

 

R 2460.1 Special Education - Location, Identification, and Referral (M) 

R 2460.8 Special Education - Free and Appropriate Public Education (M) 

R 2460.9 Special Education - Transition From Early 

Intervention Programs to Preschool Programs (M) 

R 2460.15 Special Education ï In-service Training Needs for Professional  

  and Paraprofessional Staff (M) 

R 2460.16 Special Education - Instructional Material to Blind or 

Print-Disabled Students (M) 

 

Definitions: 

 

Refer to N.J.A.C. 6A:14-1.3 for definitions of terms used in Regulations 2460.1 through 2460.16. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  20 April 2017 
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R 2460.1  SPECIAL EDUCATION - LOCATION, IDENTIFICATION, AND REFERRAL 

 

All students with disabilities, who are in need of special education and related services, including 

students with disabilities attending nonpublic schools, and highly mobile students such as migrant 

workersô children and homeless students regardless of the severity of their disabilities, are located, 

identified and evaluated according to N.J.A.C. 6A:14-3.3 

 

A. Procedures for Locating Students With Disabilities 

 

1. The CST Coordinator will coordinate the child find activities to locate, identify and 

evaluate all children, ages three through twenty-one, who reside within the school 

district or attend nonpublic schools within the school district and who may have a 

disability. 

 

2. By April 1st of each school year, the CST Director will conduct child find activities, 

in the native language of the population, as appropriate, including but not limited to: 

 

a. Development of child find materials for distribution. 

 

b. Broadcasting of child find information on the school district cable television 

station. (if applicable) 

 

c. Distribution of flyers to the parents of all students enrolled in the school 

district. 

 

d. Mailing of child find material to nonpublic schools in the area. 

 

e. Mailing of child find material to local pediatricians, hospitals and clergy. 

 

f. Public service announcements on local foreign language radio stations and 

cable television stations. 

 

g. Public service announcements in local newspapers. 

 

h. Distribution of child find materials in supermarkets, convenience stores, 

shelters for the homeless, public and private social service agency locations 

and nursery school providers. 
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i. Mailing information letters to local physicians, hospitals, nursery schools, 

non-public schools, health departments, community centers, rescue squads 

and churches. 

 

j. A guide to preschool services for potentially disabled children ages three to 

five is made available to parents. 

 

k. Posting of State developed child find materials in the main office for 

potentially disabled students and/or early intervention program. 

 

l. Training of home school advocate/school community liaisons or others to 

assist in the identification of potentially disabled students. 

 

m. Listings of Early Intervention Program (EIP), local nursery schools and 

pediatricians are maintained. The districtôs preschool coordinator (or other) 

maintains contact with EIP coordinator and nursery school director. 

 

n. Information is distributed through the Parent Advisory Committee. 

 

o. School handbooks distributed to parents contain information describing 

special education services. 

 

p. Distribution of information to the school districtôs ESL/Bilingual teachers 

describing child find activities. 

 

q. Students entering Kindergarten are screened annually to identify students 

who may have a disability. 

 

r. Intervention and Referral Services Committees (I&RS) have been 

established in the school building. 

 

 

 

 

B. Procedures for Intervention in the General Education Program 

 

A staff member or agency shall provide in writing a request for intervention services for 

students ages three to twelve, to the Building Principal or designee.  The request shall 

contain the following: 
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1. Reason for request (including parental or adult student request); 

 

2. Descriptive behavior of student performance; and 

 

3. Indication of the prior interventions. 

 

Teachers and other school professionals, as appropriate, will be in-serviced annually by the 

Building Principal or designee regarding the procedures for initiating and providing 

interventions in the general education program.  The parent(s) will be informed of the 

procedures to initiate interventions in the general education program.  

 

The Superintendent or designee will oversee the districtôs implementation/evaluation of the 

interventions identified.  

 

An Intervention and Referral Services Committee (I&RS) will be in place in the school 

building pursuant to N.J.A.C. 6A:16-8.1 et. Seq. and Policy and Regulation 2417. 

 

The Building Principal or designee will be responsible for the following: 

 

1. The implementation and effectiveness of building level I&RS Committee; 

 

2. Will identify the roles and responsibilities of building staff who participate in 

planning and providing intervention services; and 

 

3. Review, assess and document the effectiveness of the services provided in 

achieving the outcome identified in the intervention plan. 

 

4. The I&RS Committee shall: 

 

a. Plan and provide appropriate intervention services; 

 

b. Actively involve the parent(s) in the development and implementation of 

intervention plans; 

 

c. Develop an action plan for an identified student which specifies specific 

tasks, resources, persons responsible, completion dates, date for review; 

 

d. Coordinate the services of community based social and health provider 

agencies; 

 

e. Process and complete the documentation forms; 

PROGRAM 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

R 2460.1/page 4 of 7 

Special Education - Location, Identification, and Referral 

 

f. Review and assess the effectiveness of the services provided in achieving 

the outcomes identified in the intervention and referral plan; and 

 

g. Ensure the type, frequency, duration, and effectiveness of the interventions 

are documented. 

 

5. The Building Principal will insure that: 

 

a. I&RS Committee receive in-service training by the Building Principal or 

designee by October 31st each school year; 

 

b. Staff handbooks are updated by August 15th and include information 

regarding intervention procedures; 

 

c. New instructional staff attend the districtôs orientation program commencing 

in the month of August/September which includes information on I&RS 

Committee; 

 

d. School calendars are distributed in the month of September and provide 

information on intervention services; and 

 

e. Parent/student handbooks distributed in the month of September and include 

information on intervention services. 

 

 

 

C. Procedures for Referral 

 

Referral procedures are included in professional staff handbooks and referral forms are 

available in the Child Study Team office, and the Office of the Superintendent. 

 

1. Parental Notification of Referral Procedures 

 

Referral procedures shall be included in the website, Parent Handbook, newsletter, 

special education brochure or pamphlet or other school district publication, which 

shall be distributed to the parent(s).  These procedures and publications shall be 

updated annually and be distributed to the parent(s) and appropriate social service 

and welfare agencies not later than October 1 of each year.   
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2. Parent Initiated Referral 

 

When a parent makes a written request for an evaluation to determine eligibility for 

services: 

 

a. The written request shall  be received and dated by the Superintendentôs 

office; 

 

b. The written request shall be immediately forwarded to the office of special 

services/special education; 

 

c. A fil e will be initiated to include a timeline for processing the referral 

including the date that initiates the twenty-day timeline for conducting the 

referral/identification meeting and any forms used to open a case; 

 

d. Upon receipt of the referral a request for a summary and review of health 

and medical information regarding the student shall be forwarded to the 

school nurse who will transmit the summary to the (CST); 

 

e. The CST Coordinator will convene a referral/identification meeting within 

twenty calendar days (excluding school holidays, but not summer vacation) 

of the date the request was received by the district; 

 

f. A ñNotice of a Referral/Identification Meetingò will be sent to the parent(s); 

 

 

 

g. The notice will contain ñParental Rights in Special Educationò (PRISE) 

Booklet; and 

 

h. The referral/identification meeting will be attended by the parent(s), CST 

and regular education teacher. 

 

3. School Initiated Referral 

 

Referral of a student to the CST may be made by administrative, instructional and 

other professional staff to determine eligibility for special services when: 
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a. It is determined (optional: through the I&RS Committee) that interventions 

in the general education program have not been effective in alleviating the 

studentôs educational difficulties. 

 

b. It can be documented that the nature of the studentôs educational problem(s) 

is such that an evaluation to determine eligibility for services is warranted 

without delay. 

 

c. The CST Director, through in-service training, shall ensure that students are 

referred who may have a disability, but are advancing from grade to grade. 

 

(1)    A student with a disability, who is advancing from grade to grade with 

the support of specially designed services, may continue to be eligible 

when: 

 

(a)  As part of the re-evaluation, the Individualized Education Plan 

(IEP) team determines that the student continues to require 

specially designed services to progress in the general education 

curriculum; and 

 

(b) The use of functional assessment information supports the IEP 

teamôs determination. 

 

The following procedure will be followed for a school initiated referral: 

 

a. A referral to the CST will be completed by the referring staff member; 
 

b. I&RS documentation including, but not limited to:  teacher reports, grades 

and other relevant data (optional: the intervention record) shall be forwarded 

with the referral to the CST along with any other relevant data; 
 

c. I&RS documentation does not need to be forwarded for direct referral when 

the nature of the studentôs problem is such that the evaluation is warranted 

without delay; 

 

d. The referral should be dated upon receipt by the CST; 
 

e. A file will be initiated to include a timeline for processing the referral 

including the date that initiates the twenty-day timeline for conducting the 

referral/identification meeting; 
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f. Upon receipt of the referral, a request for a summary and review of health 

and medical information regarding the student shall be forwarded to the 

school nurse who will transmit the summary to the CST; 

 

g. The CST will convene a referral/identification meeting within twenty 

calendar days (excluding school holidays, but not summer vacation) of the 

date recorded on the referral; 

 

h. A ñNotice of a Referral/Identification Meetingò will be sent to the parent(s); 

 

i. The notice shall contain ñParental Rights in Special Educationò (PRISE); 

and 

 

j. The referral/identification meeting will be attended by the parent(s), CST 

and regular education teacher. 

 

4. The district may use community rehabilitation programs approved by the New 

Jersey Department of Labor, Division of Vocational Rehabilitation Services or any 

other State agency empowered to accept secondary level student placement 

according to N.J.A.C. 6A:14-4.7(i). 

 

5. Each evaluation of the student requires an assessment to determine appropriate 

post-secondary outcomes as part of transition services planning. 

 

6. Each IEP Team member is required to certify in writing whether the IEP Team 

report reflects his or her conclusions.  In the event the IEP Team report does not 

reflect the IEP Team memberôs conclusion, the IEP Team member must submit a 

dissenting opinion in order to ensure the parent(s) is aware of dissenting opinions 

regarding the determination of eligibility for a specific learning disability. 

 

7. The parent(s) must receive a copy of their childôs evaluation report and any 

documentation leading to a determination of eligibility not less than ten calendar 

days prior to the eligibility conference in order to ensure the parent(s) has a 

reasonable amount of time to review documentation prior to an eligibility 

conference. 

 

8. A student may be referred directly to the CST when warranted. 
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R 2460.8  SPECIAL EDUCATION - FREE AND APPROPRIATE PUBLIC EDUCATION 

 

A free and appropriate public education is available to all students with disabili ties between the 

ages of three and twenty-one including students with disabilities who have been suspended or 

expelled from school. 

 

Procedures regarding the provision of a free and appropriate public education to students with 

disabilities who are suspended or expelled are as follows: 

 

1. School officials responsible for implementing suspensions/expulsions in the district 

are the following:   
 

a. PreK ï 6  Superintendent/Principal. 
 

2. Each time a student with a disability is removed from his/her current placement for 

disciplinary reasons, notification of the removal is provided to the case manager by 

the Principal or designee. (Notification must be in written format for 

documentation.) 
 

a. Removal for at least half of the school day shall be reported via the 

Electronic Violence and Vandalism Reporting System. 
 

3. The Principal or designee will ensure that a system is in place to track the number 

of days a student with disabilities has been removed for disciplinary reasons.  

Documentation will include: 
 

a. Studentôs name; 
 

b. The infraction; 
 

c. Time suspended; and 
 

d. The cumulative days suspended including removal for a portion of the 

school day which is counted proportionately. 

 

4. When a student is suspended from transportation: 

 

a. Suspension from transportation is not counted as a day of removal if the 

student attended school. 

 

b. Suspension from transportation is counted as a day of removal if the student 

does not attend school. 
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c. If transportation is included in the studentôs IEP as a required related 

service, the school district shall provide alternate transportation during the 

period of suspension from the typical means of transportation.   
 

d. Suspension from transportation may be counted as a day of absence rather 

than a day of removal if the district made available an alternate means of 

transportation and the student does not attend school. 
 

5. When a student with a disability participates in an in-school suspension program, 

the Principal or designee shall ensure that participation in the program is not  

considered removal when determining whether a manifestation determination must 

be conducted if the program provides the following: 
 

a. Opportunity for the student to participate and progress in the general 

curriculum, 
 

b. Services and modifications specified in the studentôs IEP, 
 

c. Interaction with peers who are not disabled to the extent they would have in 

the current placement, and 
 

d. The student is counted as present for the time spent in the in-school 

suspension program. 
 

6. When a series of short-term removals will accumulate to more than ten school days 

in the year: 
 

a. The Principal or designee and the case manager will consult to determine 

whether the removals create a change of placement according to N.J.A.C. 

6A:14-2.8(c)2.  Written documentation of the consultation between the 

school administration and the case manager shall be maintained by the case 

manager. 
 

b. If it is determined that there is no change in placement, the Principal or 

designee, the case manager, and special education teacher will consult to 

determine the extent to which services are necessary to: 
 

(1) Enable the student to participate and progress appropriately in the 

general education curriculum; and 
 

(2) Advance appropriately toward achieving the goals set out in the 

studentôs IEP. 
 

Written documentation of the consultation and services provided shall be 

maintained in the studentôs file. 
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7. When a disabled student is removed from his/her current placement for more than 

ten days and the removal does not constitute a change in placement, the case 

manager shall convene a meeting of the IEP Team and, as necessary or required, 

conduct a functional behavior assessment and review the behavioral intervention 

plan according to N.J.A.C. 6A:14 Appendix A, Individuals with Disabilities 

Education Act Amendments of 2004, 20 U.S.C. §1415(k).  The IEP Team shall: 
 

a. Review the behavioral intervention plan and its implementation; 
 

b. Determine if modifications are necessary; and 
 

c. Modify the behavioral intervention plan and its implementation as 

appropriate. The plan will be modified to the extent necessary if at least one 

member of the team determines that modifications are necessary. 
 

The case manager will document the date and the outcome of the meeting. 
 

The documentation shall be placed in the studentôs file. 

 

Procedures Regarding the Provision of a Free and Appropriate Public Education to Preschool Age 

Students with Disabilities 
 

To ensure that preschoolers with disabilities who are not participating in an early intervention 

program have their initial IEPôs in effect by their third birthday, a written request for an initial 

evaluation shall be forwarded to the district. 
 

The following procedures will be followed: 
 

1. A parent of a preschool-age student suspected of having a disability, who requests a 

Child Study Team (CST) evaluation by telephone, will be advised to submit a 

written request for an evaluation to the CST Coordinator or Superintendent or 

designee. 

 

2. Upon receipt of the written request, the request shall be dated and signed by the 

recipient. 

 

3. The district will respond to referrals of preschoolers according to N.J.A.C.   6A:14-

3.3(e). 
 

4. A file will be initiated for the potentially disabled preschooler: 
 

a. The CST Coordinator will convene a referral/identification meeting within 

twenty calendar days (excluding school holidays but not summer vacation) 

of the date recorded on the request; 
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b. A ñNotice of Referral/ Identification Meetingò will be sent to the parent(s); 

 

c. The notice will contain ñParental Rights in Special Educationò (PRISE) 

Booklet; 

 

d. The meeting will be attended by the CST, including a speech language 

specialist, the parent(s), and a teacher who is knowledgeable about the 

districtôs program; and 

 

e. A program shall be in place no later than ninety calendar days from the date 

of consent. 

 

Procedures Regarding the Provision of a Free, Appropriate Public Education to Students with 

Disabilities Who Are Advancing From Grade to Grade 

 

The CST Coordinator, through in-service training, shall ensure students with disabilities who are 

advancing from grade to grade with the support of specially designed services, continue to be 

eligible when as part of a reevaluation, the IEP Team determines the student continues to require 

specially designed services to progress in the general education curriculum and the use of 

functional assessment information supports the IEP Teamôs determination. 

 

Procedures Involving Procedural Safeguards to Students Not Yet Eligible For Special Education 

 

Disciplinary procedural safeguards will apply to students not yet eligible for special education.  

The parent(s) and/or adult student may assert any of the protections of the law if the district had 

knowledge the student was a student with a disability before the behavior that precipitated the 

disciplinary action occurred. 
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R 2460.9  SPECIAL EDUCATION - TRANSITION FROM EARLY INTERVENTION         

              PROGRAMS TO PRESCHOOL PROGRAMS 

 

Children with disabilities participating in early intervention programs (EIP) assisted under IDEA 

Part C who will participate in preschool programs under N.J.A.C. 6A:14-1.1 et seq. will 

experience a smooth transition and will have an Individualized Education Program (IEP) 

developed and implemented according to N.J.A.C. 6A:14-3.3(e) and N.J.A.C. 6A:14-3.7. 

 

Procedure for Child Study Team (CST) Member Attendance at the Preschool Transition Planning 

Conference 

 

1. The district will make available a CST member to participate in the preschool 

transition planning conference arranged by the designated Part C service 

coordinator from the early intervention system and will: 

 

a. Review the Part C Individualized Family Service Plan for the child; 

 

b. Provide the parent(s) written district registration requirements; 

 

c. Provide the parent(s) written information with respect to available district 

programs for preschool students, including general education placement 

options; and 

 

d. Provide the parent(s) a form to use to request that the Part C service 

coordinator be invited to the childôs initial IEP meeting. 

 

2. The district will work collaboratively with the EIP designated Part C service 

coordinator or early intervention system to eliminate barriers regarding meeting 

times and locations. 

 

3. School district officials shall adhere to all procedures contained in N.J.A.C. 6A:14-

1.1 et seq. for transitioning children with disabilities from EIP to preschool 

programs. 

 

4. The Part C service coordinator shall be invited to the initial IEP meeting for a 

student transitioning from Part C to Part B. 

 

 

Adopted:  20 April 2017 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

PROGRAM 

R 2460.15/page 1 of 1 

Special Education ï In-Service Training Needs for  

Professional and Paraprofessional Staff 

M 

 

R 2460.15  SPECIAL EDUCATION ï IN-SERVICE TRAINING NEEDS FOR PROFESSIONAL 

AND PARAPROFESSIONAL STAFF 

 

 The in-service training needs for professional and paraprofessional staff who provide special 

education, general education, or related services will be identified and appropriate in-service 

special education training will be provided by the district.  

  

The district will maintain information to demonstrate its efforts to: 

  

1.         Prepare general and special education personnel with the content knowledge and 

collaborative skills needed to meet the needs of children with disabilities; 

  

2.         Enhance the ability of teachers and others to use strategies, such as behavioral 

interventions, to address the conduct of students with disabilities that impedes the 

learning of students with disabilities and others; 

  

3.         Acquire and disseminate to teachers, administrators, Board members, and related 

services personnel, significant knowledge derived from educational research and 

other sources and how the district will, if appropriate, adopt promising practices, 

materials, and technology; 

  

4.         Insure that the in-service training is integrated to the maximum extent possible with 

other professional development activities; and 

  

5.         Provide for joint training activities of parents and special education, related 

services, and general education personnel. 
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R 2460.16  SPECIAL EDUCATION - INSTRUCTIONAL MATERIAL TO 

          BLIND OR PRINT-DISABLED PUPILS 

 

All pupils that are blind or print-disabled will be provided instructional materials in a timely 

manner in accordance with a plan developed by the district. 

 

The plan to provide the instructional material to blind or print-disabled pupils in a timely manner 

will:  

 

1. Be included in the Individualized Education Program of each pupil with a 

disability; 

 

2. Set forth the instructional materials needed by the pupil; 

 

3. Indicate how the instructional material will be provided to the blind or print-

disabled pupil; and  

 

4. Address any assistive technology needed to permit the pupil to utilize the 

instructional material to be provided. 
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R2460.30 ADDITIONAL/COM PENSATORY SPECIAL EDUCATION  

AND RELATED SERVICES (M) 

 

The Board of Education shall provide additional or compensatory special education and related 

services to students with disabilities beyond the age of twenty-one pursuant to N.J.S.A. 18A:46-

6.3.  

 

As used in N.J.A.C. 18A:46-6.3(h) and this Regulation, ñparentò means the natural or adoptive 

parent, the legal guardian, resource family parent when willing to so serve, a surrogate parent, or a 

person acting in the place of a parent, such as a grandparent or stepparent with whom the student 

lives, or a person legally responsible for the studentôs welfare.  ñParentò shall also include an adult 

student who has attained the age of eighteen, who is not under legal guardianship, and who is 

entitled to receive special education and related services. 

 

A. Additional Special Education and Related Services 

 

1. Notwithstanding the provisions of N.J.S.A. 18A:46-6, N.J.S.A. 18A:46-8, or of any 

other law, rule, or regulation concerning the age of eligibility for special education 

and related services to the contrary, the Board shall: 

 

a. In the 2021-2022 school year, provide special education and related services 

contained in an Individualized Education Program (IEP) to a student with 

disabilities who attains the age of twenty-one during the 2020-2021 school 

year, provided the parent of the student and the IEP team determine that the 

student requires additional or compensatory special education and related 

services, including transition services, during the 2021-2022 school year. 

 

(1) A student receiving special education and related services pursuant 

to N.J.S.A. 18A:46-6.3.a. and A.1. shall not be eligible to receive 

such education and services beyond June 30, 2022, unless otherwise 

provided in a studentôs IEP or as ordered by a hearing officer, 

complaint investigation, or court of competent jurisdiction. 

 

2. Notwithstanding the provisions of N.J.S.A. 18A:46-6, N.J.S.A. 18A:46-8, or of any 

other law, rule, or regulation concerning the age of eligibility for special education 

and related services to the contrary, the Board shall: 
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a. In the 2022-2023 school year, provide special education and related services 

contained in an IEP to a student with disabilities who attains the age of 

twenty-one during the 2021-2022 school year, provided the parent of the 

student and the IEP team determine that the student requires additional or 

compensatory special education and related services, including transition 

services, during the 2022-2023 school year.   

 

(1) A student receiving special education and related services pursuant 

to N.J.S.A. 18A:46-6.3.b. and A.2. shall not be eligible to receive 

such education and services beyond June 30, 2023, unless otherwise 

provided in a studentôs IEP or as ordered by a hearing officer, 

complaint investigation, or court of competent jurisdiction. 

 

3. Notwithstanding the provisions of N.J.S.A. 18A:46-6, N.J.S.A. 18A:46-8, or of any 

other law, rule, or regulation concerning the age of eligibility for special education 

and related services to the contrary, the Board shall: 

 

a. In the 2023-2024 school year, provide special education and related services 

contained in an IEP to a student with disabilities who attains the age of 

twenty-one during the 2022-2023 school year, provided that the parent of 

the student and the IEP team determine that the student requires additional 

or compensatory special education and related services, including transition 

services, during the 2023-2024 school year.   

 

(1) A student receiving special education and related services pursuant 

to N.J.S.A. 18A:46-6.3.c. and A.3. shall not be eligible to receive 

such education and services beyond June 30, 2024, unless otherwise 

provided in a studentôs IEP or as ordered by a hearing officer, 

complaint investigation, or court of competent jurisdiction. 

 

B. Rights, Privileges, and Remedies 

 

1. A student receiving special education and related services, including transition 

services, pursuant to N.J.S.A. 18A:46-6.3 and this Regulation shall be afforded the 

same rights, privileges, and remedies provided to  
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 students with disabilities pursuant to State law, New Jersey State Board of 

Education regulations concerning special education, and the Federal ñIndividuals 

with Disabilities Education Act,ò (IDEA) 20 USC Ä1400 et seq.  

 

2. Any disputes that arise with respect to the provision or nature of services provided 

to a student with disabilities in the additional year as provided in accordance with 

N.J.S.A. 18A:46-6.3.a., b. and c., and A. above may be addressed as determined by 

the parent of the student with disabilities, by either: 

 

a. Mediation; 

 

b. A written request for a complaint investigation submitted to the Director of 

the Office of Special Education Policy and Dispute Resolution in the New 

Jersey Department of Education; or 

 

c. A special education due process hearing pursuant to IDEA, N.J.S.A. 

18A:46, or administrative code. 

 

C. Funding 

 

1. The special education and related services, including transition services, provided to 

students with disabilities pursuant to the provisions of N.J.S.A. 18A:46-6.3 and this 

Regulation, to the extent permitted by Federal law, be paid for from the monies 

received by the State or a school district under the Federal ñCoronavirus Aid, 

Relief, and Economic Security (CARES) Act,ò Pub.L.116-136, the Federal 

ñCoronavirus Response and Relief Supplemental Appropriations (CRRSA) Act, 

2021,ò Pub.L.116-260, the Federal ñAmerican Rescue Plan (ARP) Act,ò Pub.L.117-

2, or any other Federal funding provided to address the impact of the coronavirus 

pandemic on elementary and secondary schools as it becomes available.   

 

2. To the extent the Federal funds described in N.J.S.A. 18A:46-6.3.e.(1) and C.1. 

above do not cover the costs borne by the school district to provide the special 

education and related services, including transition services, to students with 

disabilities pursuant to the provisions of N.J.S.A. 18A:46-6.3 and this Regulation, 

the State of New Jersey shall appropriate funds as  
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 necessary from the Property Tax Relief Fund to reimburse the school district for 

these costs. 
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3. The special education and related services funded pursuant to the provisions of 

N.J.S.A. 18A:46-6.3.e. may include, but are not limited to, the additional staff, 

programs, and facilities deemed necessary by the school district to provide the 

special education and related services, including transition services, required under 

N.J.S.A. 18A:46-6. 
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The State of New Jersey Administrative Code defines exceptionally able (gif ted and talented) 

pupils as "those who possess or demonstrate exceptionally high levels of ability in the areas 

defined by the Core Curriculum Content Standards when compared to their chronological peers."  

The Essex Fells Board of Education and staff are committed to small class size and developing the 

gifts and talents of each pupil.  We recognize the utmost importance of identifying and nurturing 

all of the varied human intelligences.  Consequently, we do not have formal procedures to identify 

gifted pupils because with smaller class sizes and the ability to differentiate instruction, we 

primarily meet the needs of our most talented pupils in the regular classroom.  To do so, the Board 

requires that appropriate instructional opportunities be offered to identify and meet the needs of 

pupils who are capable of outstanding performance. 

 

The Board philosophy, which is consistent with the position of the New Jersey Association for 

Gifted Children (NJAGC), favors meeting the needs of potentially gifted pupils primarily in the 

regular classroom with the focus on differentiating curricula and instruction.  Teaching strategies 

to do so include: 

 

1. Flexible Grouping - Pupils work in a variety of group arrangements based on 

similar or mixed readiness levels, learning profiles or interests.  Pupils may also 

work independently. 

 

2. Tiered Assignments - Multiple versions of an assignment that build on pupils' prior 

knowledge. 

 

3. Ability -Based Reading and Discussion Groups 

 

4. Learning Centers - Collection of materials and activities adjusted to various 

readiness levels, interests, and learning profiles of pupils. 

 

5. Independent Study and Research Projects - Allow pupils to investigate areas of 

interest, with the teacher adjusting for different degrees of independence and 

complexity for each pupil. 

 

6. Technology - Infused assignments provide opportunities for pupils to create their 

own multi-media presentations; conduct research on the Internet and by using CD 

ROM materials; participate in distance learning activities with pupils in other 

schools; and engage in simulations that reflect real life situations. 
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engage in higher-level and creative thinking to solve problems in a context-rich and 

naturalistic setting. 
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8. Curriculum Compacting in Mathematics - Pre-test pupils on upcoming units to 

avoid teaching pupils what they already know.  Pupils who demonstrate mastery 

may either accelerate or pursue enrichment activities while a unit is being taught. 
 

9. Cooperative Learning - Divides responsibility for a learning activity by assigning 

different roles that build on pupil strengths. 
 

10. Adjusting Questions - Targeting questions to the readiness level, interest or learning 

profile of a pupil. 
 

Acceleration  
 

The Board also recognizes that there are a few highly capable pupils for whom curriculum 

modification and differentiated instruction are insufficient to fulfill academic potential.  For these 

children, acceleration must be considered whereby a child may skip a grade.  The factors 

considered in the decision to accelerate are: 
 

1. Intellectual and academic profile; 
 

2. Pupil disposition relative to the decision; 
 

3. Social readiness; and 
 

4. Parent support. 
 

When a highly capable and motivated pupil is accelerated, the Principal will work with the 

classroom teacher and school psychologist to carefully monitor placement. 

 

Summary  

 

Currently, Essex Fells School District is a member of the Essex County Steering Committee for 

Gifted and Talented Education and plans to participate in various activities sponsored by this 

organization over the course of the school year.  The Essex Fells Board of Education supports 

quality educational experiences for all pupils across the spectrum of ability, background and 

achievement.  For pupils who demonstrate the potential for an exceptional level of ability, the 

Board supports differentiating curriculum and instruction to provide appropriate and challenging 

educational experiences.  Such differentiation combines the strategies of enrichment and 

acceleration and provides flexibility and diversity. 
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R 2481  HOME OR OUT-OF-SCHOOL INSTRUCTION FOR GENERAL 

EDUCATION PUPILS 

 

The Board of Education will provide instructional services to an enrolled general education pupil 

at the pupil's home or other suitable out-of-school setting pursuant to N.J.A.C. 6A:16-10.2. 

 

A. Conditions For Providing Instructional Services ï N.J.A.C. 6A:16-10.2(a) 

 

1. The pupil is mandated by State law and rule for placement in an alternative 

education program for violations of N.J.A.C. 6A:16-5.5 and 5.6 but placement is 

not immediately available; 

 

2. The pupil is placed on short-term or long-term suspension from participation in the 

general education program pursuant to N.J.A.C. 6A:16-7.2 and 7.3; or 

 

3. A court order requires the pupil receive instructional services in the home or other 

out-of-school setting. 

 

B. Providing Services 

 

1. The school district shall provide services no later than five school days after the 

pupil has left the general education program. 

 

2. The school district in which the pupil resides shall be responsible for the costs of 

providing instruction in the home or out-of-school setting either directly or through 

contract with another Board of Education, Educational Services Commission, 

Jointure Commission or approved clinic or agency. 

 

C. Standards For Home or Out-OfïSchool Instruction 

 

1. The Superintendent or designee shall coordinate the development of an 

Individualized Program Plan (IPP) for delivery of instruction and maintain a record 

of delivery of instructional services and pupil progress. 

 

a. For a pupil expected to be on home instruction for thirty calendar days or 

more, the IPP shall be developed within thirty calendar days after 

placement; 
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(1) For a pupil on short-term suspension from the general education 

program pursuant to N.J.A.C. 6A:16-7.2, development of an IPP is 

not required. 

 

(2) For a pupil on long-term suspension from the general education 

program pursuant to N.J.A.C. 6A:16-7.3, the IPP shall be developed 

within thirty days following a determination by the school district. 

 

b. The IPP shall be based upon consultation with the pupil's parent(s) or legal 

guardian(s) and a multi-disciplinary team of professionals with appropriate 

instructional and educational services credentials to assess the educational, 

behavioral, emotional, social, and health needs of the pupil and recommend 

a program to address both educational and behavioral goals; 

 

c. The IPP shall incorporate any prior findings and actions recommended 

through the school building system of Intervention and Referral Services, 

pursuant to N.J.A.C. 6A:16-8, Intervention and Referral Services; 

 

d. The IPP shall recommend placement in an appropriate educational program, 

including supports for transition back to the general education setting; and 

 

e. The Superintendent or designee shall review the pupil's progress, consult 

with the pupil's parent(s) or legal guardian(s), and coordinate the revision of 

the IPP no less than every sixty calendar days. 

 

2. The teacher providing instruction shall be appropriately certified for the subject and 

grade level of the pupil pursuant to N.J.A.C. 6A:9, Professional Licensure and 

Standards. 

 

3. The teacher shall provide one-on-one instruction for no fewer than ten hours per 

week on three separate days of the week and no fewer than ten hours per week of 

additional guided learning experiences that may include the use of technology to 

provide audio and visual connections to the pupil's classroom. 
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Home or Out-of-School Instruction for General 

Education Pupils 

 

 

a. If home instruction is provided to pupils in a small group rather than through 

one-on-one instruction, direct instruction, that may include guided learning 

experiences, shall be provided for no fewer than twenty hours per week 

provided on no fewer than three separate days during the week and the pupil 

to teacher ratio shall not exceed 10:1. 

 

4. The instruction shall meet the Core Curriculum Content Standards in accordance 

with N.J.A.C. 6A:8 and the districtôs requirements for promotion and graduation. 

 

5. If  instruction is delivered in the pupil's home, a parent(s) or legal guardian(s) or 

other adult twenty-one years of age or older who has been designated by the 

parent(s) or legal guardian(s) shall be present during all periods of home instruction. 

 

6. Refusal or failure by a parent(s) or legal guardian(s) to participate in the 

development and revision of the pupil's IPP as required or to be present in the home 

as required in 5. above may be deemed a violation of compulsory education laws, 

pursuant to N.J.S.A. 18A:38-25 through 31, and child neglect laws, pursuant to 

N.J.S.A. 9:6-1 et seq. 

 

D. Record Keeping 

 

1. The Superintendent or designee shall maintain a summary record concerning pupils 

receiving home or out-of-school instruction because they could not be placed in the 

setting recommended as most appropriate in the pupils' IPPs. 

 

a. The summary record shall provide information concerning the number of 

pupils categorized by age, grade and gender, the number of weeks on home 

instruction before placement in the recommended setting, and the reasons 

for delay. 

 

b. The Superintendent shall provide the summary report annually to the 

County Superintendent of Schools. 
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R 2510  ADOPTION OF TEXTBOOKS 

 

A. Definition 

 

A ñtextbookò is the principal source of instructional material for any given course of study, 

in whatever form the material may be presented, which is available to or distributed to 

every pupil enrolled in the course of study. 

 

B. Textbook Selection Committee 

 

1. A textbook selection committee(s) will be named annually by the Principal. 

 

2. The Principal will appoint to the committee no fewer than three teaching staff 

members, who represent a range of interests and backgrounds. 

 

3. The Principal will chair the committee. 

 

4. If the Board so approves, members of the textbook selection committees may be 

given compensation during the summer months for the work of reviewing potential 

textbook selections. 

 

C. Recommendation Procedures 

 

1. Any teaching staff member may request the textbook selection committeeôs 

consideration of a possible textbook. 

 

2. The textbook selection committee will investigate current textbooks on the market. 

 

3. A textbook recommended for screening should be read and examined by each of the 

textbook selection committee members or, in a departmentalized school, by the 

appropriate subject area representatives.  The committee members should have 

examined, wherever possible, at least three other books similar in nature to the 

textbook recommended for adoption. 

 

4. Each textbook selection committee member should submit to the chairperson a 

written evaluation of the textbook. 

 

5. The committee chairperson will also read and examine each recommended 

textbook. 
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6. The committee chairperson or the person initiating the request for consideration will 

prepare an evaluation report for submission to the Superintendent. 

 

7. The Superintendent will forward the recommendation to the Board.  He/She may 

first convene the textbook selection committee or confer with the chairman of the 

committee to discuss the evaluation report and the merits of the recommended 

textbook. 

 

D. Review of Textbooks Currently In Use 

 

1. Each textbook that has been in use in the district for five years or more will be 

evaluated annually by the textbook selection committee for its continuing 

usefulness.  In addition, any teaching staff member may recommend the review of a 

textbook currently in use and used for less than five years. 

 

2. The textbook selection committee will consider: 

 

a. The length of service of the current textbook, 

 

b. The copyright date, 

 

c. The average condition of the textbooks currently in use, 

 

d. The cost of replacements, 

 

e. The merits of the textbook in the light of the standards by which new 

textbooks are measured, and 

 

f. If review has been especially requested, the reason for the request. 

 

3. A recommendation to retire a textbook will be forwarded to the Superintendent with 

a full report of the committeeôs findings.  Any such recommendation should be 

accompanied by the committeeôs suggestion for a replacement textbook. 

 

E. Standards of Review 

 

In the review of any suggested textbook, the textbook selection committee shall consider: 

 

1. The reliability and reputation for scholarship of its author and publisher; 

 

2. Whether the content of the textbook 
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a. Relates to the course of study in which it will be used, 

 

b. Can be read and understood by the pupils for which its use is intended, 

 

c. Is accurate and up to date, 

 

d. Clearly distinguishes fact from opinion, 

 

e. Is well organized and presented, 

 

f. Includes helpful and thoughtfully prepared indexes, graphic materials, 

references, bibliographies, glossaries, and appendices, and 

 

g. Is biased. 

 

3. The ways in which a proposed textbook improves on the book it replaces; 

 

4. Whether the proposed textbookôs binding, paper, and typeface are appropriate and 

durable; 

 

5. The cost and probable life of the proposed textbook; 

 

6. Whether the presentation of any controversial subject is objective and suitable to 

the maturity of the pupils for whose use the book is intended; 

 

7. The experience other schools and/or districts may have had with the use of the 

proposed textbook; and 

 

8. The textbookôs compliance with the districtôs affirmative action plan for school and 

classroom practices, as set forth in Policy No. 2260. 
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R 2520 INSTRUCTIONAL SUPPLIES 

 

A. Definition 

 

ñSuppliesò are the consumable materials distributed to teachers and students for the 

successful implementation of the instructional program. 

 

B. Supply Procedures 

 

1. Each staff member will be able to request supplies by submitting a request to the 

Principal or designee.   

 

2. Supplies will be kept in a secure location.  The Principal or designee will be 

responsible to approve the request of supplies for their school and staff. 

 

3. The staff memberôs request will be retained by the staff member and the Principal 

or designee. 

 

4. At the end of each school year, a record of the inventory of supplies retained by the 

staff member shall be reported by the staff member to the Principal or designee.   

 

5. The Principal will encourage all staff members to suggest additional supplies and/or 

replacements for the supplies used. 

 

C. Cost of Supplies 

 

Supplies will be made available without charge to all students, except in the following 

circumstances: 

 

1. Where non-reusable clothing or personal equipment, such as gym outfits, is 

required for the safety, health, or the protection of school property, students will be 

requested to provide their own clothing or equipment.  The Principal may require 

that such clothing or equipment meet school standards and may recommend a 

suitable vendor for the clothing or equipment. 

 

2. Where a student enrolled in a class or activity in which an item is made, such as 

woodshop or home economics, chooses to prepare and keep a useful item, the 

student may be required to pay the costs of the materials used.  Students shall 

always be given the option of preparing an item for use by the school,  
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for which no charge will be made.  Any charge made under this regulation 

will be presented in writing by the teacher with a copy to the Principal or 

designee and the moneys collected will be deposited with the Business 

Office. 

 

3. Students may be required to provide supplies for their participation in co-curricular 

activities.   

 

4. A student who is eligible for free and reduced rate meals will not be required to pay 

for any supplies, including those exempted from free distribution in paragraph C.1., 

2., and 3. above. 

 

5. Staff members shall report to the Principal or designee any student who is suspected 

of being unable to pay for supplies.  
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R 2531 USE OF COPYRIGHTED MATERIALS 

 

A. Literary Material 

 

1. A single copy may be made of any of the following by or for a teacher at his/her 

individual request for scholarly research or for use in teaching or in preparation for 

teaching a class: 

 

a. A chapter from a book; 

 

b. An article from a periodical or newspaper; 

 

c. A short story, short essay or short poem; whether or not from a collective 

work; or 

 

d. A chart, graph, diagram, drawing, cartoon or picture from a book, 

periodical, or newspaper. 

 

2. Multiple copies (not to exceed in any event more than one copy per pupil in a 

course) may be made by or for the teacher giving the course for classroom use or 

discussion provided that: 

 

a. Each copy includes a notice of copyright; and 

 

b. The material copied is brief and the copying is spontaneous and 

noncumulative as measured by the following definitions of brevity, 

spontaneity, and noncumulative effect. 

 

(1) Brevity: A reproduced work is brief if it consists of the following: 

 

(a) Poetry: Not more than a complete poem if fewer than 250 

words and if printed on not more than two pages or an 

excerpt from a longer poem if the excerpt is not more than 

250 words.  These numerical limits may be expanded to 

permit completion of an unfinished line of poetry. 
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(b) Prose: Not more than a complete article, story, or essay of 

fewer than 2,500 words; or an excerpt from any prose work 

of not more than 1,000 words or ten percent of the work, 

whichever is less, but in any event a minimum of 500 words.  

These numerical limits may be expanded to permit 

completion of an unfinished prose paragraph. 

 

(c) Illustration: Not more than one chart, graph, diagram, 

drawing, cartoon, or picture per book or per periodical issue. 

 

(d) Special Works: Certain works in poetry, prose or in poetic 

prose which often combine language with illustrations and 

which are intended sometimes for children and at other times 

for a more general audience often fall short of 2,500 words in 

their entirety.  Paragraph 2b(1)(b) above notwithstanding, 

such special works may not be reproduced in their entirety; 

however, an excerpt comprising not more than two of the 

published pages of such special work and containing not 

more than ten percent of the words found in the text thereof 

may be reproduced. 

 

(2) Spontaneity: Reproduction of a copyrighted work is spontaneous if: 

 

(a) The copying is at the instance and inspiration of the 

individual teacher; and 

 

(b) The inspiration and decision to use the work and the moment 

of its use of maximum teaching effectiveness are so close in 

time that it would be unreasonable to expect a timely reply to 

a request for permission to use the work. 

 

(3) Noncumulative Effect: Reproduction of a copyrighted work is 

noncumulative if: 

 

(a) The copying of the material is for only one course in the 

school in which the copies are made; 
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(b) Not more than one short poem, article, story, essay or two 

excerpts has been copied from the same author or more than 

three from the same collective work or periodical volume 

during one class term. This section does not apply to current 

news periodicals and newspapers and current news sections 

of other periodicals; 

 

(c) There have been no more than nine instances of such 

multiple copying for one course during one class term.  This 

section does not apply to current news periodicals and 

newspapers and current news sections of other periodicals. 

 

3. Notwithstanding any of the above, the following prohibitions shall be in effect: 

 

a. Copying shall not be used to create or to replace or substitute for 

anthologies, compilations, or collective works.  Such replacement or 

substitution may occur whether copies of various works or excerpts 

therefrom are accumulated or reproduced and used separately; 

 

b. There shall be no copying of or from works intended to be consumable in 

the course of study or of teaching.  Consumable works include workbooks, 

exercises, standardized tests, test booklets, answer sheets, and like material; 

 

c. Copying shall not substitute for the purchase of books, publishersô reprints, 

or periodicals; or be directed by higher authority; or be repeated with respect 

to the same item by the same teacher from term to term; 

 

d. No charge shall  be made to the pupil for the copied material. 

 

B. Televised Material 

 

1. A broadcast program may be recorded off-air simultaneously with broadcast 

transmission (including simultaneous cable retransmission) and retained for a 

retention period of forty-five calendar days after the date of the recording; at the 

expiration of the retention period the recording must be erased or destroyed. 

 

2. An off-air recording may be used once by individual teachers in the course of 

relevant teaching activities and may be repeated once only when instructional 

reinforcement is necessary, in the classroom or similar place of instruction or the 

home  of a pupil receiving home instruction, during the first ten school days in the  
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retention period.  After the first ten school days, an off-air recording may be used 

during the remainder of the retention period only to permit teachers to evaluate its 

effectiveness in the instructional period. 

 

3. Off-air recordings may be made only at the request of and used by individual 

teachers and may not be regularly recorded in anticipation of requests.  No 

broadcast program may be recorded off-air more than once at the request of the 

same teacher, regardless of the number of times the program may be broadcast. 

 

4. A limited number of copies may be reproduced from each off-air recording to meet 

the legitimate needs of teachers under these guidelines.  Each such additional copy 

shall be subject to all provisions governing the original recording.  All copies of off-

air recordings must include the copyright notice on the broadcast program as 

recorded. 

 

5. Off-air recordings need not be used in their entirety, but the recorded programs may 

not be altered from their original content.  Off-air recordings may not be physically 

or electronically combined or merged to constitute teaching anthologies or 

compilations. 

 

C. Pre-recorded Video 

 

The use of commercially pre-recorded video (such as video cassettes and DVD disks rented 

by commercial enterprises) may be used for instructional purposes without the purchase of 

a public performance license.  Such tapes shall not be used in school situations in violation 

of the copyright laws which prohibit use for reward or entertainment or in other school 

activities.  The use of such materials for these purposes in the school shall be considered a 

public performance and require: 

 

1. A blanket license for showing the pre-recorded video obtained from the Motion 

Picture Licensing Corporation (MPLC) or other group authorized to license the pre-

recorded material. 

 

2. A specific license for the showing of a pre-recorded video not covered by a blanket 

license. 

 

The use of non-commercially pre-recorded video shall require the written permission of the 

producer of the video prior to its use for other than instructional purposes. 

 

If the requested license or permission has not been obtained, the material shall not be 

shown in the school. 
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D. Music 

 

1. The following uses of copies of copyrighted music are permissible. 

 

a. Emergency copies of printed music may be made to replace purchased 

copies which for any reason are not available for an imminent performance 

provided purchased replacement copies are substituted in due course. 

 

b. For academic purposes other than performance: 

 

(1) Multiple copies of excerpts of works may be made, provided that the 

excerpts do not comprise a part of the whole which would constitute 

a performable unit such as a section, movement, or aria, but in no 

case more than ten percent of the work.  The number of copies shall 

not exceed one copy per pupil. 

 

(2) A single copy of an entire performable unit (section, movement, aria, 

etc.) that is 

 

(a) Confirmed by the copyright proprietor to be out of print, or 

 

(b) Unavailable except in a larger work, may be made by or for a 

teacher solely for the purpose of scholarly research or in 

preparation to teach a class. 

 

c. Printed copies that have been purchased may be edited or simplified 

provided that the fundamental character of the work is not distorted or the 

lyrics, if any, altered or lyrics added if none exist. 

 

d. A single copy of recordings of performances by pupils may be made for 

evaluation or rehearsal purposes and may be retained by the educational 

institution or individual teacher. 

 

e. A single copy of a sound recording (such as a tape, disc, or cassette) of 

copyrighted music may be made from sound recordings owned by the 

school district or by an individual teacher for the purpose of constructing 

aural exercises or examinations and may be retained by the district or the 

teacher.  (This pertains only to the copyright of the music itself and not to 

any copyright that may exist in the sound recording.) 
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2. The following uses of copies of copyrighted music are prohibited. 

 

a. Copying to create or replace or substitute for anthologies, compilations, or 

collective works; 

 

b. Copying of or from works intended to be consumable in the course of study 

or of teaching such as workbooks, exercises, standardized tests, answer 

sheets, and like material; 

 

c. Copying for the purpose of performance, except as permitted in paragraph 

C1a; 

 

d. Copying for the purpose of substituting for the purchase of music, except as 

permitted in paragraph C1a and paragraph C1b; and 

 

e. Copying without inclusion of the copyright notice that appears on the 

printed copy. 

 

E. Computer Software and the Internet 

 

1. A software program shall not be copied onto a blank disk except as expressly 

permitted by the program itself. 

 

2. An archival disk may be made as a back-up program disk.  The archival disk shall 

be used only when the original software disk has been mistakenly damaged or 

destroyed and may not be used for any other purpose. 

 

3. Software shall not be loaded into more than one computer at any one time, unless a 

site license has been purchased to permit loading multiple computers. 

 

4. Copyrighted materials shall not be downloaded from the Internet without the 

express permission of the author and the payment of any required fees. 

 

F. Obtaining Permission for Copying 

 

1. A teacher may request and obtain permission to copy material from a copyrighted 

work; the teacher may then use the work as expressly permitted and will not be 

bound by the limitations and prohibitions set forth above. 
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2. Request for permission must be in writing and should be sent, together with an 

envelope addressed to the sender, to the permissions department of the publisher of 

the work.  The request should include: 

 

a. The title, author or editor, and edition of materials for which permission is 

sought; 

 

b. The exact material to be used, with specification of amount, page numbers, 

chapters, including, if possible, a photocopy of the material; 

 

c. The number of copies the requestor proposes to make; 

 

d. The use to be made of the duplicated materials; 

 

e. The form of distribution; 

 

f. Whether or not the copies will be sold; and 

 

g. The process by which the material will be reproduced. 

 

3. A copy of the written permission granted by the publisher or copyright owner shall 

be preserved by the teacher who may be required to present the written permission 

to the Principal or designee. 

 

4. Teachers shall inform pupils on the limitations of the use of copyrighted material. 
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R 2560  LIVE ANIM ALS IN SCHOOL 

 

A. Standards for Use 

 

1. A teacher or other qualified adult supervisor must assume primary responsibility for 

the purposes and conditions of any study, activity, or performance that involves live 

animals in school. 

 

2. Each study involving live animals will have as a clearly defined objective the 

teaching of some biological principle(s). 

 

3. All animals used must be lawfully acquired in accordance with State and local laws, 

be healthy and free from transmissible diseases, and must have been vaccinated 

against rabies if susceptible.  Proof of vaccination must be provided to the Principal 

or designee before the live animal is brought into the school building. 
 

4. Animals may be handled only by the responsible adult supervisor and the pupil(s) 

directly involved in the study or performance. 
 

5. Animals must be properly fed and provided with sanitary cage quarters. 
 

6. When animals are kept on school grounds or in a school building over vacation 

periods, adequate housing must be provided and a qualified caretaker must be 

assigned the specific duties of care and feeding. 

 

7. Teachers of pupils pursuing investigations at other than regular class periods while 

in school as part of a school assignment or project (such as a school science fair) 

will be bound by these regulations. 

 

8. The Principal or designee must approve a live animal being brought into the school 

building and the use of any animal in a course of instruction or the establishment of 

an animal habitat in a classroom. 

 

9. The Principal or designee will make a determination that no pupil in a class where 

the animal will be housed is allergic to the animal and would suffer an adverse 

reaction to the animal.  The Principal or designee should also attempt to determine 

if any other pupil in the school building could suffer an adverse reaction.  If the 

Principal or designee determines that there is a pupil(s) who would suffer an 

adverse reaction, the Principal or designee shall deny approval to have the animal in 

the school. 
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B. Injury to Persons 

 

The following steps will be followed in the event a pupil, staff member, or visitor to school 

is bitten or scratched by an animal in school.  The teaching staff member or adult 

supervisor in charge will:  

 

1. Take immediate and prudent steps to prevent further injury; 

 

2. Follow Regulation No. 8441 for The Care of Injured and Ill Persons; and  

 

3. Capture and impound the animal, pending a determination of the Board of Health 

regarding any further action. 
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R 2624  GRADING SYSTEM 

 

A. Purpose of Grading 

 

1. The purpose of grading is to assist pupils in the process of learning; all grading 

systems will be subject to continual review and revision to that end. 

 

2. Grades acknowledge a pupilôs demonstrated profi ciency in the New Jersey Student 

Learning Standards and locally established learning goals and objectives: 

 

a. Active participation in and attention to daily lessons, 

 

b. Frequent contribution to discussions, 

 

c. Prompt, thorough, accurate, and neat preparation of assignments, 

 

d. Thorough preparation and performance on tests and assessments, 

 

e. Display of an eagerness to learn and an inquisitive approach to lessons, 

 

f. Attention to the need for proper materials, 

 

g. Cooperation with the teacherôs efforts, and 

 

h. Willingness to work to the best of his/her ability and to do more than the 

minimum expected. 

 

B. Preparation for Grading 

 

1. Each pupil must be informed of the behavior and achievements expected of him/her 

at the outset of each course of study or unit of study. 

 

2. Each pupil must be kept informed of his/her progress during the course of a unit of 

study.  Pupils who so request are entitled to see the grades resulting from their 

performance during the grading period. 

 

3. Each method of grading shall be appropriate to the course of study and the maturity 

and abilities of the pupils. 

 

4. Pupils should be encouraged to evaluate their own achievements. 
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5. The process of review and revision will involve teaching staff members, parent(s) 

or legal guardian(s), and, as appropriate, pupils. 

 

C. Grading Periods 

 

1. Grades will be awarded at the end of three marking periods in each school year. 

 

2. Pupils will be given notice of their mid-term grades at mid-point of each marking 

period. 

 

3. Pupils will be given a final grade in each subject at the end of the school year. 

 

4. Grades will be recorded on report cards for parent(s) or legal guardian(s) 

notification in accordance with Policy No. 5420 and Regulation No. 5420. 

 

D. Basis for Grading 

 

The teacher responsible for assigning a grade should take into consideration the pupilôs: 

 

1. Completion of written assignments prepared in the classroom or elsewhere; 

 

2. Oral contributions in class, including discussion responses, observations, panel 

participation, presentations, initiation of topics; 

 

3. Performance on oral and written tests and quizzes; 

 

4. Research into standard references and other background materials; 

 

5. Oral and written reports on materials read by the pupil ; 

 

6. Laboratory work; 

 

7. Term papers; 

 

8. Special oral or written reports; 

 

9. Other evidences of the pupilôs constructive efforts and achievements in learning; 

and 

 

10. For the final grade, the pupilôs attendance record, in accordance with Policy Nos. 

5200, 5410, and 5460. 
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E. Meaning of Grades 

 

1. The following grades will be given in each academic subject at the end of each 

marking period in grades 3-6: 

 

a. A grade of A indicates superior performance.  It may be given to a pupil 

whose achievement is significantly above grade level; whose work achieves 

a quality and quantity that consistently excels; and who demonstrates a high 

degree of initiative, application, and purpose. 

 

b. A grade of B indicates above average performance.  It should be given to a 

pupil whose achievement is above grade level; whose work frequently 

excels; and who generally demonstrates strength in the subject. 

 

c. A grade of C indicates average performance.  It should be given to a pupil 

whose achievement in most areas of the subject are average; whose work is 

acceptable; and who demonstrates a satisfactory degree of proficiency. 

 

d. A grade of D indicates below average performance.  It should be given to a 

pupil whose achievement in the subject is barely passing; whose work is the 

minimum acceptable for credit; and who demonstrates only weak 

proficiencies in the subject. 

 

e. A grade of F indicates failing performance and that no credit can be given 

for the subject.  It should be given to a pupil who has not met the minimum 

requirements of the course; who has demonstrated an inability or 

unwillingness to master the basic elements of the course; or who has failed 

to meet the minimum attendance standards necessary to pass a course of 

study. 

 

f. Letter grades may be modified by plus or minus signs. 

 

g.  A district-wide rubric will be utilized to indicate grades within the 

learning/social behavior, work/study habits and social emotional 

development domains. 

 

2. The following grading scales and indicators shall be used: 

 

  Grades Kindergarten, 1 and 2 
 

  Academic Evaluation Key 
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   1 = Independent 

   2 = Developing appropriate understanding of concept/skills 

   3 = Requires support and practice 

   4 = Area of Concern 

 

  Academic Evaluation Key 
 

   A+ (98-100) 

   A   (94-97) 

   A-  (90-93) 

   B+ (87-89) 

   B   (83-86) 

   B-  (80-82) 

   C+ (77-79) 

   C   (73-76) 

   C-  (70-72) 

   D+ (67-69) 

   D   (63-66) 

   D-  (60-62) 

   F/I     Incomplete (60 or below) 
 

F. Grade Validation 
 

In order that he/she may justify a grade, each teacher is directed to retain in his/her 

possession the following records to validate grades awarded to pupils.  The records should 

be kept for a minimum of six years after the end of the school year in which the grades 

were awarded. 
 

1. The daily attendance and tardiness record; 
 

2. All grades earned for classroom activities such as quizzes, tests, reports, and class 

recitations; 
 

3. All grades earned for activities conducted elsewhere, such as homework 

assignments and term papers; 
 

4. Any notation regarding the meaning of each grade and its relation to the type of 

activity or material covered; 

 

5. Any notation of discussions with the pupil on a grade or the pupilôs cumulative 

grade average; 

 

6. Any referrals for guidance, discipline, and the like; and 
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7. Any notations recording communications between the teacher and the parent(s) or 

legal guardian(s), the Principal, or other teaching staff members. 

 

G. Appeal 

 

1. Each teacher is responsible for the determination of the grade a pupil receives for 

participation in the teacherôs course of study. 

 

2. Each teacher may be required to furnish reasons, supported by evidence (see 

paragraph E above) to substantiate any grade earned. 

 

3. If a grade is challenged by a pupil or a parent(s) or legal guardian(s), the teacher 

will convene a conference and will explain the grading system and the reasons for 

the final grade. 

 

4. If the parent(s) or legal guardian(s) or pupil is not satisfied by the teacherôs 

explanations, he/she may appeal the grade to the Principal, who will consult with 

the teacher and the pupil in an attempt to resolve the dispute.  The Principal will 

give every reasonable deference to the teacherôs professional judgment. 

 

5. If the Principal determines that the grade should be changed, he/she will alter the 

grade on all records and indicate by whose authority the grade has been changed. 

 

6. No reprisals will be taken in any form against a teacher who remains determined in 

his/her belief that the grade originally given is fair and correct. A meeting with the 

parents, teachers, and administration will occur to review any alterations made to 

grades and/or report cards. 
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R 2622  STUDENT ASSESSMENT  

 

A. Statewide Assessment System ï N.J.A.C. 6A:8-4.1 

 

1. The school district shall, according to a schedule prescribed by the Commissioner 

of Education, administer the applicable Statewide assessments, including the 

following major components:  the elementary assessment component for grades 

three through five; the middle school assessment component for grades six through 

eight; the high school assessment component; and the alternative State assessment 

for students with disabilities; and provide notification to each student entering 

grades three through twelve of the Statewide assessment schedule. 

 

2. Pursuant to N.J.A.C. 6A:8-4.1(c), all students at grade levels three through twelve, 

and at any other grade(s) designated by the Commissioner of Education pursuant to 

N.J.A.C. 6A:8-4.1(a), shall take all appropriate Statewide assessments as scheduled. 

 

a. The school district shall provide all appropriate accommodations or 

modifications to the Statewide assessment system as specified by the New 

Jersey Department of Education (NJDOE) for English language learners 

(ELLs) and students with disabilities as defined in N.J.A.C. 6A:14-1.3 or 

eligible under Section 504 of the Rehabilitation Act as specified in a 

studentôs Individualized Education Program (IEP) or 504 plan in accordance 

with N.J.A.C. 6A:8-4.1(d)1.   

 

(1) The school district may administer the Statewide assessments in 

mathematics to ELLs in their native language, when available, 

and/or English.   

 

(2) The school district shall have the option for a first-year ELL of 

substituting a NJDOE-approved language proficiency test only for 

the English language arts component of the Statewide assessment, 

when the student has entered the United States after June 1 of the 

calendar year prior to the test administration. 
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b. The school district shall ensure students with disabilities as defined in 

N.J.A.C. 6A:14-1.3 participate in Statewide assessments in accordance with 

N.J.A.C. 6A:14-4.10. 

 

c. At specific times prescribed by the Commissioner of Education, the school 

district shall administer the alternative State assessment for students with 

disabilities to students with severe disabilities who cannot participate in 

other assessments due to the severity of their disabilities in accordance with 

N.J.A.C. 6A:8-4.1(d)3.   

 

d. The school district shall implement alternative ways for students to 

demonstrate graduation proficiency in accordance with N.J.A.C. 6A:8-

5.1(a)6, (f), (g), (h), or (i), as applicable. 

 

3. Test Administration Procedures and Security Measures 

 

a. The school district shall be responsible for ensuring the security of all 

components of the Statewide assessment system that are administered within 

the school district.   

 

b. All Statewide assessments shall be administered in accordance with the 

NJDOEôs required test administration procedures and security measures.   

 

c. Any breach of such procedures or measures shall be immediately reported to 

the Superintendent or designee. 

 

B. Documentation of Student Achievement ï N.J.A.C. 6A:8-4.2 

 

1. After each test administration, the NJDOE shall provide the Superintendent the 

following: 

 

a. Rosters of student performance in each content area; 

 

b. Individual student reports; and 

 

c. School and school district summary data, including school and school 

district means, numbers tested, and percent achieving at each performance 

level. 
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(1) The school district summary data shall be aggregated and 

disaggregated, and school summary data shall be disaggregated, for 

students with disabilities as defined in N.J.A.C. 6A:14-1.3 and for 

ELLs. 

 

2. The school district shall transmit within ten business days any official records, 

including transcripts, of students who transfer to other school districts or 

institutions. 

 

3. The school district shall maintain an accurate record of each studentôs performance 

on Statewide assessments. 

 

4. The school district shall maintain for every student a ninth grade through graduation 

transcript that contains the following, as available: 

 

a. Results of all applicable State assessments, including assessments that 

satisfy graduation requirements set forth at N.J.A.C. 6A:8-5.1(a)6; 

 

b. Results of any English language proficiency assessments according to 

N.J.A.C. 6A:8-5.1(h); 

 

c. Evidence of instructional experience and performance in the New Jersey 

Student Learning Standards (NJSLS); 

 

d. Evidence of technological literacy; 

 

e. Evidence of career education instructional experiences and career 

development activities; 

 

f. Evidence of State-issued occupational licenses and credentials, industry-

recognized occupational credentials, and/or technical skill assessments for 

students enrolled in NJDOE-approved career and technical education 

programs pursuant to N.J.A.C. 6A:19-3.2; and 

 

g. Any other information deemed appropriate by the school district. 

 

C. Accountability ï N.J.A.C. 6A:8-4.3 
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1. The Superintendent shall report final results of annual assessments to the Board and 

members of the public at a public meeting within sixty days of receipt of the 

information from the NJDOE. 

 

2. The Superintendent shall provide educators, parents, and students with results of 

annual assessments as required under N.J.A.C. 6A:8-4.2(a) and B.1. above, within 

thirty days of receipt of information from the NJDOE.  

 

3. The school district shall provide appropriate instruction to improve skills and 

knowledge for students performing below the established levels of student 

proficiency in any content area either on the Statewide or local assessments.   

 

4. All students shall be expected to demonstrate the knowledge and skills of the 

NJSLS as measured by the Statewide assessment system.   

 

D. Annual Review and Evaluation of School Districts ï N.J.A.C. 6A:8-4.4 

 

1. The NJDOE shall review the performance of schools and school districts by using a 

percent of students performing at the proficient level as one measure of annual 

measurable objective (AMO) and incorporating a progress criterion indicative of 

systemic reform. 

 

a. The review shall include the performance of all students, including students 

with disabilities as defined by N.J.A.C. 6A:14-1.3, students from major 

racial and ethnic groups, economically disadvantaged students, and ELLs. 

 

b. The review shall take place at each grade level in which Statewide 

assessments are administered, using the AMO targets. 

 

E. Public Reporting ï N.J.A.C. 6A:8-4.5 

 

1. In accordance with the requirements of N.J.A.C. 6A:8-4.5, the NJDOE shall report 

annually to the New Jersey State Board of Education and the public on the progress 

of all students and student subgroups in meeting the NJSLS as measured by the 

Statewide assessment system by publishing and distributing the NJDOEôs annual 

New Jersey School Report Card in accordance with N.J.S.A. 18A:7E-2 through 5.   
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2. After each test administration, the NJDOE shall report to the Board on the 
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F. Parental Notification 

 

Parents shall be informed of the school district assessment system and of any special tests 

that are to be administered to their children. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 2 March 2022 
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R 3126  INDUCTION PROGRAM FOR PROVISIONAL TEACHERS 

 

The Board of Education is authorized to employ a holder of a certificate of eligibility (CE) or 

certificate of eligibility with advanced standing (CEAS) after its mentoring plan has been approved 

pursuant to N.J.A.C. 6A:9-8.4. 

 

A. Definitions 
 

1. ñCertificate of Eligibility or CEò means a credential with lifetime validity issued to 

persons who have completed degree, academic study, and applicable test 

requirements for certification.  The CE permits the applicant to seek and accept 

employment in positions requiring certification. 
 

2. ñCertificate of Eligibility with Advanced Standing or (CEAS) means a credential 

with a lifetime validity issued to persons who have completed degree, academic 

study, applicable test requirements, and traditional professional preparation 

programs for certification.  The CEAS permits the applicant to seek and accept 

employment in positions requiring certification. 
 

3. ñMentor teacherò means a New Jersey certified experienced teacher who is assigned 

to provide support and guidance to a novice teacher. 
 

4. ñNovice teacherò means any full-time or part-time teacher who has not completed 

one year of full -time teaching under a valid State teaching certificate. 
 

5. ñProfessional Development Committeeò means the local district committee 

established by the Board of Education pursuant to N.J.A.C. 6A:9-15.3(d) to plan 

and implement local district professional development programs. 
 

6. ñProfessional Standards for Teachersò means the knowledge, skills, and 

dispositions that all new teachers must acquire and describes what all teachers 

should know and be able to do. 

 

B. State-Approved District Training Program 
 

1. The State-approved district training program shall provide essential knowledge and 

skills through the following training: 
 

a. On-going mentoring of the provisional teacher shall take place over a period 

of thirty weeks or proportionally longer if the provisional teacher holds a 

part-time teaching position in accordance with the districtôs mentor plan 

pursuant to N.J.A.C. 6A:9-8.4 and in accordance with the Professional 

Standards for Teachers. 
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b. The Building Principal or an appropriately certified school administrative 

designee shall observe and formally evaluate the provisional teacher in 

accordance with N.J.A.C.     6A:9-8.6 and 8.7. 

 

c. Except for d. and e. below, a minimum of two hundred hours of formal 

instruction in professional education aligned with the Professional Standards 

for Teachers shall be completed by the provisional teacher concurrently with 

the requirements of a. and b. above.  This requirement shall not apply to 

provisional teachers who hold a CEAS pursuant to N.J.A.C. 6A:9-8.1(c). 

 

d. For provisional teachers who are holders of a career and technical education 

CE, a minimum of two hundred hours of formal instruction in a State-

approved career and technical education professional education program 

that is aligned with the Professional Standards for Teachers and that 

includes the essential knowledge and skills regarding the delivery of career 

and technical education programs shall be completed concurrently with the 

requirements of a. and b. above.  This requirement shall not apply to 

provisional teachers who hold a CEAS pursuant to N.J.A.C.           6A:9-

8.1(b).  The effective date of this requirement shall be February 1, 2010. 

 

e. For provisional teachers who are holders of an elementary school 

(Kindergarten through grade five) endorsement, a minimum of two hundred 

ninety hours of formal instruction over no more than two years in a State-

approved program of formal instruction that is aligned with the Professional 

Standards for Teachers shall be completed.  This instruction must include in 

the first calendar year of a teacher's employment a minimum of forty-five 

hours of study in the teaching of language arts/literacy at the Kindergarten 

through grade five level and a minimum of forty-five hours of study in 

teaching mathematics at the Kindergarten through grade five level.  The 

effective date of this requirement shall be October 31, 2009.  Provisional 

teachers holding an elementary school (Kindergarten to grade five) 

certificate of eligibility may be exempted from completing forty-five hours 

of study in the teaching of language arts/literacy at the Kindergarten through 

grade five level as well as from completing forty-five hours of study in the 

teaching of mathematics at the Kindergarten through grade five level if:  
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(1) For each area of study, they have completed forty-five hours of study 

in that area within the three years prior to receiving their certificate 

of eligibility as documented by a New Jersey Department of 

Education approved alternate route regional training center or 

through equivalent coursework on the transcript of a regionally 

accredited four-year college or university; or 
 

(2) For each area of study, they document the equivalent of at least one 

year of successful experience as a full-time teacher during which the 

subject area is regularly taught, among the other subjects for which a 

Kindergarten through grade five teacher would be responsible.  This 

experience must take place within the three years prior to receiving 

their certificate of eligibility and documented by submitting a 

completed, original form provided by the Department of Education. 
 

2. Districts or consortia of districts, in conjunction with a college or university, shall 

provide formal instruction to the provisional teachers they employ pursuant to 

B.1.d. above.  The district or consortium shall submit a written plan for the 

department's approval.  In the event that joint sponsorship with a college or 

university cannot be achieved, the department may authorize the district or 

consortium to provide the formal instruction independently or in joint sponsorship 

with a non-collegiate entity.  The district or consortium's written plan shall include 

documentation of its efforts to secure college or university participation. 
 

3. Districts unable to provide formal instruction to provisional teachers in their employ 

shall provide access to formal instruction through a network of department-

authorized providers. 

 

C. Requirements for Local Mentor Plan 

 

1. A ñnovice teacherò means any full-time or part-time teacher who has not completed 

one year of full-time teaching under a valid State teaching certificate.  All novice 

teachers are required to participate in a mentoring program that takes place over a 

period of thirty weeks for provisional teachers holding a CEAS and thirty-four 

weeks for provisional teachers holding a CE. 
 

Provisional teachers shall participate for a proportionally longer period of time if in 

a part-time teaching position.  The mentoring program shall be implemented by the 

mentor teacher, supervised by the school Principal, and conducted within the 

parameters of a school district's local mentor plan and the requirements of N.J.A.C. 

6A:9-8.3. 
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a. In the event that no State funds are available to pay the costs of mentoring 

fees, candidates who are required to complete a provisional year of teaching 

in order to obtain standard certification shall be responsible for payment of 

mentoring fees during the provisional year.   

 

b. All novice teachers whose positions require possession of instructional 

certificates in accordance with N.J.S.A. 18A:26-2 and N.J.A.C.          6A:9-

5.1(a) shall comply with the requirements of the districtôs mentoring plan. 

 

2. Novice teachers in positions requiring the possession of instructional certificates 

shall comply with the provisions of N.J.A.C. 6A:9-8 and shall ensure the following: 

 

a. The rigorous mentoring shall be provided to novice teachers by developing a 

local mentor plan in which experienced teachers give confidential support 

and guidance to novice teachers in accordance with the Professional 

Standards for Teachers; 

 

b. That each novice teacher is assigned a mentor at the beginning of the 

contracted teaching assignment; 

 

c. That the districtôs mentor plan includes in-person contact between the 

mentor teacher and the novice teacher over the course of thirty weeks or 

proportionally longer if the novice teacher holds a part-time teaching 

assignment; 

 

d. That the Professional Development Committee established by the Board, 

pursuant to N.J.A.C. 6A:9-15.3(d), develops the districtôs mentor plan; and 

 

e. That the Board of Education shall report annually the implementation of the 

districtôs mentor plan as required by the Department of Education. 

 

3. The districtôs Professional Development Committee shall ensure the development 

of a district mentor plan as follows: 

 

a. The districtôs Professional Development Committee shall develop a district 

mentor plan that includes: 
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(1) Goals that at a minimum enhance teacher knowledge of and 

strategies related to the CCCS in order to facilitate pupil 
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achievement; identify exemplary teaching skills and educational 

practices necessary to acquire and maintain excellence in teaching; 

and assist novice teachers in the performance of their duties and 

adjustment to the challenges of teaching; 

 

(2) An application process for selecting mentor teachers; 

 

(3) Criteria for mentor teacher selection; 

 

(4) Provisions for comprehensive mentor training; 

 

(5) Identification of mentor teacher responsibilities; 

 

(6) Logistics for mentor plan implementation; 

 

(7) Consideration of collaborative arrangements with colleges and 

universities; 

 

(8) Provisions for the use of State funds; and 

 

(9) An addendum with criteria and guidelines for the twenty-day clinical 

experience pursuant to N.J.A.C. 6A:9-8.3(b)1. 

 

b. The Professional Development Committee shall submit the districtôs mentor 

plan to the Board of Education for initial approval. 
 

c. The Professional Development Committee shall submit the addendum for 

the twenty-day clinical experience pursuant to N.J.A.C. 6A:9-8.3(b)1 to the 

Board of Education for initial approval and to the Executive County 

Superintendent for final approval. 
 

d. After the mentor plan is reviewed, the Board shall submit the plan to the 

Executive County Superintendent for final review and approval.  The 

Executive County Superintendent shall notify the Department of plan 

approval. 
 

e. Every three years, the districtôs mentor plan shall be revised and re-

submitted to the Executive County Superintendent based on program 

evaluation. 
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4. The Board of Education shall be responsible for the implementation of the districtôs 

mentor plan through the following: 
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a. The plan shall provide criteria for selection of mentor teachers.  At a 

minimum, the criteria shall include the following: 
 

(1) The Board may select a certified teacher with at least three years of 

experience who is actively teaching in the district to serve as a 

mentor teacher; 
 

(2) The mentor teacher applicant is committed to the goals of the local 

mentor plan; 
 

(3) The mentor teacher applicant has agreed to maintain the confidential 

nature of the mentor teacher/novice teacher relationship; 
 

(4) The mentor teacher applicant has demonstrated exemplary command 

of content area knowledge and of pedagogy; 
 

(5) The mentor teacher applicant is experienced and certified in the 

subject area in which the novice teacher is teaching, where possible; 
 

(6) The mentor teacher applicant is knowledgeable about the social and 

workplace norms of the school district and the community the Board 

of Education serves; 
 

(7) The mentor teacher applicant is knowledgeable about the resources 

and opportunities in the district and able to act as a referral source to 

the novice teacher; 
 

(8) The mentor teacher applicant provides letters of recommendation as 

determined by the district mentor plan from those who are familiar 

with the mentor teacher applicant's work; and 
 

(9) The mentor teacher applicant agrees to complete a comprehensive 

mentor training program. 
 

b. Annually, the district shall submit a report on the effectiveness of the 

districtôs mentor plan to the Department of Education.  The report, using 

data collected on a Department of Education developed form, shall include 

program impact on job satisfaction, adequacy of time and training, and 

recommended program changes and additions. 
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c. The district shall align the mentor plan with the Professional Standards for 

Teachers. 

 

5. The Board of Education shall be responsible to budget any State funds appropriated 

for the novice teacher mentoring program. 
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a. Subject to the availability of funds, the department shall appropriate State 

funds based on the number of novice teachers employed each year in a given 

public school district. 

 

b. The Board of Education shall ensure that State funds appropriated for this 

program shall supplement, and not supplant, any Federal, State, or local 

funds already devoted to planning and implementing a novice teacher 

mentor program. 

 

c. The Board of Education shall ensure that State funds shall be used for one or 

more of the following: 
 

(1) Stipends for mentor teachers; 
 

(2) The costs associated with release time; 
 

(3) Substitutes for mentor teachers and novice teachers; and 
 

(4) Professional development and training activities related to the 

program. 
 

D. Evaluation of Provisional Teachers 
 

1. An appropriately certified Building Principal or administrative designee authorized 

to supervise instructional staff shall observe and evaluate the provisional teacher 

three times during the first year of mentoring for purposes of certification.  All 

performance evaluations shall be aligned with the Professional Standards for 

Teachers as defined in N.J.A.C. 6A:9-3.3 and reported on State-developed forms.  

Performance evaluations for career and technical education teachers shall also 

include career and technical education knowledge and skills. 
 

a. The first formative evaluation shall be completed at the end of ten weeks, or 

proportionally longer if the teacher is part-time, after the provisional teacher 

assumes full responsibility of a classroom. 
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b. The second formative evaluation shall be completed at the end of twenty 

weeks, or proportionally longer for part-time teachers, after the provisional 

teacher assumes full responsibility of a classroom. 
 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

c. The final summative evaluation shall be completed at the end of thirty 

weeks, or proportionally longer for part-time teachers, after the provisional 

teacher assumes full responsibility of a classroom.  This final, summative 

evaluation shall be completed by the Building Principal who shall make one 

of three recommendations for certification pursuant to N.J.A.C. 6A:9-8.7(b). 
 

2. Within fifteen days following each evaluation, the evaluator pursuant to a. above 

shall provide a copy of the evaluation to the provisional teacher. 

 

3. Mentor teachers shall not assess or evaluate the performance of provisional 

teachers.  Interactions between provisional teachers and experienced mentor 

teachers are formative in nature and considered a matter of professional privilege.  

Mentor teachers shall not be compelled to offer testimony on the performance of 

provisional teachers. 

 

E. Recommendation for Certification of Provisional Teachers 

 

1. Within thirty days after the conclusion of the State-approved district training 

program, the Building Principal shall submit the final evaluation directly to the 

Secretary of the New Jersey State Board of Examiners that shall contain a 

recommendation regarding standard certification for each provisional teacher. 

 

2. The final evaluation for each provisional teacher shall include one of the following 

recommendations: 

 

a. Approved:  Recommends issuance of a standard certificate; 

 

b. Insufficient:  Recommends that a standard certificate not be issued but that 

the candidate be permitted to seek entry on one more occasion into a State-

approved district training program.  A second rating of "insufficient" shall 

be deemed a "disapproved" in accord with c. below; or 

 

c. Disapproved:  Recommends that a standard certificate not be issued and that 

the candidate not be allowed to enter into another State-approved district 

training program. 
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3. Candidates who receive a recommendation of "disapproved" or two 

recommendations of "insufficient" may petition the Board of Examiners for 

approval of additional opportunities to seek provisional employment in districts 

other than those in which they received unfavorable recommendations pursuant to 

N.J.A.C.  6A:9-17.18. 
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R 3142  NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER 

 

A. Evaluations 
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1. Each nontenured teaching staff member shall be evaluated in strict compliance with 

N.J.S.A. 18A:27-3.1, N.J.A.C. 6A:10-1.1 et seq., and the policies and procedures of 

this district. 

 

B. Nonrenewal Recommendation 

 

1. When a nontenured teaching staff memberôs performance does not meet the 

standards of the school district, employment will not be offered to the nontenured 

teaching staff member for the succeeding school year. 

 

2. On or before May 15 of each year, each nontenured teaching staff member 

continuously employed by a Board of Education since the preceding September 30 

shall receive a written notice from the Superintendent that such employment will 

not be offered if the Superintendent recommends the nontenured teaching staff 

member not be renewed. 

 

3. A recommendation by the Superintendent to not renew a nontenured teaching staff 

memberôs contract for the succeeding school year may be based upon the 

nontenured teaching staff memberôs observations, evaluations, job performance, or 

any factor affecting his/her employment in the school district. 

 

4. A nontenured teaching staff member employment contract can be renewed only 

upon the Superintendentôs recommendation and 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. 

 

C. Nonrenewal Action 

 

1. Prior to notifying the nontenured teaching staff member of the nonrenewal, the 

Superintendent shall notify the Board of the recommendation not to renew the 

nontenured teaching staff memberôs contract and the reasons for the 

recommendation. The Superintendent may notify the Board members of the 

recommendation not to renew the nontenured teaching staff memberôs contract and 

the reasons for the recommendation in a written notice to the Board prior to May 15 

or in the  
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 alternative, in executive session.  If notification is provided to the Board in 

executive session, the Superintendent and the Board will meet in executive session 

prior to May 15 to review the Superintendentôs recommendation(s). 

 

a. Notice of the executive session shall be given in accordance with N.J.S.A. 

10:4-13 and individual notice shall be given, not less than forty-eight hours 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

in advance of the meeting, to those nontenured teaching staff members 

whose possible nonrenewal will be discussed at the meeting.  If any such 

nontenured teaching staff member requests the discussion take place in 

public, the recommendation for his/her nonrenewal will be severed from any 

other nonrenewal recommendation(s) and will be scheduled for discussion at 

a public meeting prior to May 15. 

 

2. A nontenured teaching staff member not recommended for renewal by the 

Superintendent is deemed not renewed.  A Board of Education vote is not required 

on the Superintendentôs recommendation(s) to not renew a nontenured teaching staff 

memberôs contract.  

 

D. Notice of Nonrenewal 

 

1. The nonrenewal notice shall be provided to the nontenured 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 memberôs address of record. 

 

E. Request for Statement of Reasons 

 

1. Any nontenured teaching staff member receiving notice that a teaching contract for 

the succeeding school year will not be offered may, within fifteen calendar days 

thereafter, request in writing, a statement of the reasons for such non-employment 

which shall be given to the nontenured teaching staff member in writing within 

thirty calendar days after the receipt of such request.   

 

2. The statement of reasons for a nonrenewal will set forth, with as much particularity 

as possible, the precise reasons for the nonrenewal.  Where the nonrenewal is based 

on performance deficiencies recorded in the  
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 nontenured teaching staff memberôs observations and evaluations and the 

nontenured teaching staff member has been given a copy of those observations and 

evaluations, the statement of reasons may incorporate the observations and 

evaluations by reference. 

 

3. The written statement of reasons will be prepared by the Superintendent. 

 

F. Nonrenewal Appearance 
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1. Whenever the nontenured teaching staff member has requested in writing and 

received a written statement of reasons for non-reemployment pursuant to N.J.S.A. 

18A:27-3.2, the nontenured teaching staff member may request in writing an 

informal appearance before the Board.  The written request shall be submitted to the 

Board within ten calendar days of the nontenured teaching staff memberôs receipt of 

the Boardôs statement of reasons. 

 

2. The informal appearance shall be scheduled within thirty calendar days from the 

nontenured teaching staff memberôs receipt of the Boardôs statement of reasons.  

 

3. The Board will  exercise discretion in determining a reasonable length of time for 

the proceeding, depending upon each instanceôs specific circumstances.   

 

4. The proceeding of an informal appearance before the Board may be conducted in 

executive session pursuant to N.J.S.A. 10:4-12(b)(8).  If conducted in executive 

session notice must be given in accordance with N.J.S.A. 10:4-13. 

 

5. The Board shall provide the nontenured teaching staff member adequate written 

notice regarding the date and time of the informal appearance. 

 

6. The nontenured teaching staff memberôs 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.   

 

7. The proceeding of an informal appearance before the Board shall be conducted with 

the President of the Board presiding. 
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8. The nontenured teaching staff member may be represented by an attorney or by one 

individual of his/her choosing.  The nontenured teaching staff member may present, 

on his or her behalf, witnesses who do not need to present testimony under oath and 

shall not be cross-examined by the Board.  Witnesses shall be called one at a time 

into the meeting to address the Board and shall be excused from the meeting after 

making their statements.   

 

G. Final Determination 

 

1. A Board vote is not required on the Superintendentôs recommendation(s) to not 

renew a nontenured teaching staff member.  However, after an informal appearance 

before the Board, the Superintendent may make a recommendation for 

reemployment of the nontenured teaching staff member to the voting members of 
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the Board.  If the Superintendent recommends the nontenured teaching staff 

member for reemployment, the voting members of the Board must, by a majority 

vote of the full Board at a public session, approve or not approve the 

Superintendentôs 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 nontenured teaching 

staff member reemployment after the informal appearance before the Board. 

 

3. Within three working days following the informal appearance, the Board shall 

notify the affected nontenured teaching staff member, in writing, of its final 

determination.  The Board may delegate notification of its final determination to the 

Superintendent or Board Secretary. 

 

 

Issued:  6 October 2021 
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R 3144  CERTIFICATION OF TENURE CHARGES 

 

Filing of Written Charges and Certificate of Determination 

 

A. Definition 

 

1. For the purposes of Policy 3144 and this regulation, ñdayò means business day 

when the period specified is less than seven days, and calendar day when the period 

specified is seven days or more; provided however, that calculations do not include 

the day of the action from which they are computed but do not include the last day 

of the period being computed unless such day falls on a Saturday, Sunday or 

holiday, in which case the last day shall be deemed the next business day 

immediately following.  Filings received after the close of business (4:15 p.m.) shall 

be deemed filed on the next business day. 
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B. Procedures and Timelines 

 

1. In all instances of the filing and certification of tenure charges, other than for 

reasons of inefficiency, the following procedures and timelines shall be observed: 

 

a. Charges shall be stated with specificity as to the action or behavior 

underlying the charges and shall be filed in writing with the Secretary of the 

Board of Education or the State District Superintendent, accompanied by a 

supporting statement of evidence, both of which shall be executed under 

oath by the person or persons instituting such charges. 

 

b. Charges along with the required sworn statement of evidence shall be 

transmitted to the affected tenured employee and the employee's 

representative, if known, within three working days of the date they were 

filed with the Secretary of the Board of Education or the State District 

Superintendent.  Proof of mailing or hand delivery shall constitute proof of 

transmittal. 

 

c. The affected tenured employee shall have an opportunity to submit to the 

Board of Education or the State District Superintendent a written statement 

of position and a written statement of evidence, both of which shall be 

executed under oath with respect thereto within fifteen days of receipt of the 

tenure charges. 
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d. Upon receipt of the tenured employee's written statements of position and 

evidence under oath, or upon expiration of the allotted fifteen-day time 

period, the Board of Education shall determine by a majority vote of its full 

membership, or the State District Superintendent shall determine, within 

forty-five days whether there is probable cause to credit the evidence in 

support of the charges and whether such charges, if credited, are sufficient 

to warrant a dismissal or reduction of salary. 
 

e. The Board of Education or the State District Superintendent shall, within 

three working days, provide written notification of the determination to the 

employee against whom the charge has been made, in person or by certified 

mail to the last known address of the employee and the employee's 

representative, if known. 

 

f. In the event the Board of Education or the State District Superintendent 

finds that such probable cause exists and the charges, if credited, are 
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sufficient to warrant a dismissal or reduction of salary, then the Board or the 

State District Superintendent shall, within fifteen days, file such written 

charges with the Commissioner.  The charges shall be stated with specificity 

as to the action or behavior underlying the charges and shall be 

accompanied by the required certificate of determination together with the 

name of the attorney who is anticipated for administrative purposes will be 

representing the Board or State District Superintendent and proof of service 

upon the employee and the employee's representative, if known.  Such 

service shall be at the same time and in the same manner as the filing of 

charges with the Commissioner. 

 

g. Pursuant to N.J.S.A. 18A:6-11, all deliberations and actions of the Board of 

Education with respect to such charges shall take place at a closed/executive 

session meeting. 

 

2. In the event the tenure charges are charges of inefficiency, except in the case of a 

Building Principal and Vice Principal in a school under full State intervention 

where procedures are governed by the provisions of N.J.S.A. 18A:7A-45 and such 

rules as may be promulgated to implement it, the following procedures and 

timelines shall be observed: 
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a. Initial charges of inefficiency shall be stated with specificity as to the nature 

of the inefficiency alleged and filed by the appropriate administrator with 

the Secretary of the Board of Education or the State District Superintendent 

along with a statement of evidence in support thereof executed under oath.  

In the event the charges are against the Chief School Administrator, they 

shall be filed, along with the required statement of evidence, by a designated 

Board member(s) upon the direction of the Board of Education as 

ascertained by majority vote of the full Board. 
 

b. The Board of Education, through its Board Secretary, or the State District 

Superintendent, upon receipt of the charges of inefficiency and the written 

statement of evidence in support thereof shall cause a copy of same to be 

transmitted to the affected employee and the employee's representative, if 

known, within three working days.  Proof of mailing or hand delivery shall 

constitute proof of transmittal. 
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c. The Board of Education, through its Board Secretary, or the State District 

Superintendent shall direct that the employee be informed in writing that, 

unless such inefficiencies are corrected within the minimal ninety-day 

period, or any longer period provided by the Board of Education or State 

District Superintendent, the Board or the State District Superintendent 

intends to certify those charges of inefficiency to the Commissioner 

pursuant to N.J.S.A. 18A:6-11. 
 

d. Concurrent with notifying the employee of such charges of inefficiency, the 

Board of Education or the State District Superintendent shall direct that 

there be a modification of the individual professional development plan 

mandated by N.J.A.C. 6A:32-4.3 or 4.4, to assure that such plan addresses 

the specific charges of inefficiency and complies with the timelines 

established for correction. 
 

e. Upon completion of the minimal ninety-day period for improvement, or 

such longer period as may be provided by the Board of Education or the 

State District Superintendent, the administrator(s) responsible for bringing 

such charges to the attention of the Board or the State District 

Superintendent shall notify the Board or the State District Superintendent in 

writing of what charges, if any, have not been corrected.  In the event the 

charges are against a Chief School Administrator, the Board of Education 

shall determine by majority vote of the full Board what charges, if any, have 

not been corrected. 
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f. The Board of Education or the State District Superintendent, upon receipt of 

the written notification or upon the Board's determination in the case of a 

Chief School Administrator, shall notify the affected employee in writing 

that all of the inefficiencies have been corrected or, in the alternative, which 

of the inefficiencies have not been corrected.  The time from the expiration 

of the minimal ninety-day period, or such longer period as may be provided 

by the Board of Education or the State District Superintendent, to the 

notification of the employee by the Board of Education or the State District 

Superintendent shall not exceed thirty calendar days. 

 

g. In the event that certain charges of inefficiency have not been corrected, the 

affected employee shall have an opportunity to respond within fifteen days 

of the receipt of said notification of inefficiency by filing a statement of 

evidence under oath in opposition to those charges. 

 

h. Upon receipt of such written statement of evidence under oath or upon 

expiration of the allotted fifteen-day time period, the Board of Education 
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shall determine by a majority vote of its full membership, or the State 

District Superintendent shall determine, within forty-five days, whether 

there is probable cause to credit the evidence in support of the charges and 

that such charges, if credited, are sufficient to warrant a dismissal or 

reduction in salary. 

 

i. In the event the Board of Education or the State District Superintendent 

finds that such probable cause exists and that the charges, if credited, are 

sufficient to warrant a dismissal or reduction of salary, then the Board or the 

State District Superintendent shall, within fifteen days, file such written 

charges with the Commissioner.  The charge(s) shall be stated with 

specificity as to the nature of the inefficiency alleged, and shall be 

accompanied by the required certificate of determination together with the 

name of the attorney who is anticipated for administrative purposes will be 

representing the Board of Education or State District Superintendent and 

proof of service upon the employee and the employee's representative, if 

known.  Such service shall be at the same time and in the same manner as 

the filing of charges with the Commissioner. 

 

j. Pursuant to N.J.S.A. 18A:6-11, all deliberations and actions of the Board of 

Education with respect to such charges shall take place at a closed/executive 

session meeting. 
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3. The provisions of this section shall not apply to employees of Charter Schools, who 

are governed by the provisions of N.J.A.C. 6A:11-6. 
 

C. Format of Certificate of Determination 
 

1. The certificate of determination which accompanies the written charges shall 

contain a certification by the Board of Education Secretary or the State District 

Superintendent: 
 

a. That the Board of Education or the State District Superintendent has 

determined the charges and the evidence in support of the charges are 

sufficient, if true in fact, to warrant dismissal or a reduction in salary; 
 

b. Of the date, place, and time of the meeting at which such determination was 

made and whether or not the employee was suspended and, if so, whether 

such suspension was with or without pay; 
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c. That such determination was made by a majority vote of the full Board or by 

the State District Superintendent in accordance with N.J.S.A.    18A:7A-39; 

and 
 

d. In the case of a charge of inefficiency, that the employee was given at least 

ninety days prior written notice of the nature and particulars of the alleged 

inefficiency. 
 

2. The provisions of this section shall not apply to employees of Charter Schools, who 

are governed by the provisions of N.J.A.C. 6A:11-6. 
 

D. Filing and Service of Answer to Written Charges 
 

1. An individual against whom tenure charges are certified shall have fifteen days 

from the date such charges are filed with the Commissioner to file a written 

response to the charges.  Except as to the time for filing, the answer shall conform 

to the requirements of N.J.A.C. 6A:3-1.5(a) through (d). 
 

a. Consistent with N.J.A.C. 6A:3-1.5(g), nothing in N.J.A.C. 6A:3-5.3 

precludes the filing of a motion to dismiss in lieu of an answer to the 

charges, provided that such motion is filed within the time allotted for the 

fi ling of an answer.  Briefing on the motions shall be in the manner and 

within the time fixed by the Commissioner, or by the Administrative Law 

Judge (ALJ) if the motion is to be briefed following transmittal to the Office 

of Administrative Law (OAL). 
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2. Upon written application by the person against whom charges are filed, the 

Commissioner may extend the time period for the filing of an answer upon a 

finding of good cause shown consistent with the provisions of N.J.S.A. 18A:6-16.  

Such application shall be received prior to the expiration of the fifteen-day answer 

period, and a copy shall be served upon the charging Board of Education or the 

State District Superintendent.  The Board of Education or State District 

Superintendent shall promptly notify the Commissioner of any opposition to the 

request. 

 

a. A request for extension which is not filed within the fifteen-day period 

allotted for answer to tenure charges will be considered only in the event of 

demonstrated emergency or other unforeseeable circumstance such that the 

request could not have been made within the requisite filing period. 

 

3. Where no answer is filed within the requisite time period and no request for 

extension is made, or such request is denied by the Commissioner, or where the 
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charged employee submits an answer or other responsive filing indicating the 

employee does not contest the charges, the charges shall be deemed admitted by the 

charged employee. 

 

4. The provisions of this section shall not apply to employees of Charter Schools, who 

are governed by the provisions of N.J.A.C. 6A:11-6. 

 

E. Determination of Sufficiency and Transmittal for Hearing 

 

1. Within fifteen days of receipt of the charged party's answer or expiration of the time 

for its filing, the Commissioner shall determine whether such charge(s) are 

sufficient, if true, to warrant dismissal or reduction in salary.  Where the charges are 

determined insufficient, they shall be dismissed and the parties shall be notified 

accordingly.  Where the charges are determined sufficient, the matter shall, within 

ten days of such determination, be transmitted to the OAL for further proceedings, 

unless the Commissioner retains the matter pursuant to N.J.A.C. 6A:3-1.11 or 1.12. 

 

a. A notice of transmittal shall be issued to the parties by the Department of 

Education on the same date as the matter is transmitted to the OAL. 
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2. Where a party to a tenure matter so requests, the Commissioner may agree to hold 

the matter in abeyance at any time prior to transmittal to the OAL.  Thereafter, 

requests to hold the matter in abeyance shall be directed to the OAL Clerk or the 

ALJ in accordance with the rules of the OAL.  Any request for abeyance, whether 

directed to the Commissioner or the OAL, shall be consistent with the intent of 

N.J.S.A. 18A:6-16 as amended by  P.L. 1998, c.42. 

 

F. Withdrawal, Settlement, or Mooting of Tenure Charges  

 

1. Once tenure charges are certified to the Commissioner, such charges may be 

withdrawn or settled only with the Commissioner's approval.  Any proposed 

withdrawal or settlement, whether submitted to the Commissioner or to the ALJ, 

shall address the following standards established by the State Board of Education in 

the matter entitled In re Cardonick, State Board decision of April 6, 1983 (1990 

School Law Decisions (S.L.D.) 842, 846): 

 

a. Accompaniment by documentation as to the nature of the charges; 
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b. Explication of the circumstances justifying settlement or withdrawal; 
 

c. Consent of both the charged and charging parties; 
 

d. Indication that the charged party entered into the agreement with a full 

understanding of his or her rights; 
 

e. A showing that the agreement is in the public interest; and 
 

f. Where the charged party is a teaching staff member, a showing that the 

teaching staff member has been advised of the Commissioner's duty to refer 

tenure determinations resulting in loss of position to the State Board of 

Examiners for possible suspension or revocation of certificate. 

 

2. A settlement agreement shall not propose terms that would restrict access to 

information or records deemed public by law or result in misrepresentation of the 

reason for an employee's separation from service.  Where tenure charges have been 

certified to the Commissioner by a Board of Education, any proposed settlement 

shall indicate, by signature of the Board Attorney or inclusion of a Board of 

Education resolution authorizing settlement, that the Board of Education has 

consented to the terms of the settlement. 
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3. A proposed withdrawal or settlement of tenure charges shall be submitted to the 

Commissioner prior to transmittal of such charges to the OAL; thereafter, it shall be 

submitted to the ALJ in accordance with applicable rules of the OAL. 

 

4. Where tenure proceedings against a teaching staff member are concluded prior to 

adjudication because the charged party has unilaterally resigned or retired, the 

Commissioner may refer the matter to the State Board of Examiners for action 

against the charged party's certificate as it deems appropriate, when such referral is 

warranted under the provisions governing resignation or retirement prior to 

conclusion of tenure charges as set forth in N.J.A.C. 6A:9-17.4. 

 

5. Where a proposed settlement requires the tenured employee to relinquish a 

certificate issued by the State Board of Examiners, upon approval of the settlement 

agreement, the Commissioner shall forward the matter to the State Board of 

Examiners for proceedings in accordance with N.J.A.C. 6A:9-17.11. 
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R 3146  CONDUCT OF REDUCTION IN FORCE 

 

A. Seniority Lists 

 

In order to determine the teaching staff member(s) affected by a reduction in force, a 

seniority list will be prepared for each seniority category.  The Superintendentôs office will 

 

1. Determine the category or categories of employment in which each teaching staff 

member has served by reference to positions held and qualifying certification. 

 

2. Determine whether the member has earned tenure in the district and in the position 

in which the category falls, in accordance with N.J.S.A. 18A:28-6.  Tenure is 

earned in the positions of Assistant Superintendent, School Business Administrator, 

Principal, Assistant Principal, Vice Principal, supervisor, educational services 

personnel, school nurse, and teacher. 
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3. Calculate length of service in each category within a tenure position in which the 

employee has earned tenure. 

 

a. Length of service may be expressed in calendar months and days or in 

calendar years and portions of years, to two decimal places. 

 

b. Length of service commences from the day on which the employee began 

service in the category and ends with the end of the current school year or, 

in the case of previously riffed employees, the day on which the employeeôs 

district service was terminated. 

 

4. Deduct from time of service in the category any periods of unpaid absence taken for 

any purpose other than study or research, except that the first thirty days, 

consecutive and aggregate, of such unpaid absence taken within any one school 

year will not be deducted. 

 

5. Add periods of prior active military service, to a maximum of four years, to the 

memberôs length of service in the first category of district employment.  Each full 

year of military service equals one year of seniority; a fraction of a year, ten months 

or longer, equals one year of seniority for a ten month employee. 

 

6. Enter the total amount of service for the memberôs initial category of employment. 

TEACHING STAFF MEMBERS 

R 3146/page 2 of 2 

Conduct of Reduction in Force 

 

 

7. If the member has been transferred to a second category or successive categories, 

calculate the service time of each category in accordance with A1 through A4 and 

enter separately. 

 

a. Service in succeeding categories is included in the memberôs seniority in 

each earlier category. 

 

b. Each seniority list must clearly indicate the category or categories in which 

the member has earned seniority and the total accrued time in each. 

 

B. RIF Procedures 

 

1. Determine the category or categories of employment to be reduced in number in a 

reduction in force. 

 

2. Transfer or dismiss nontenured teaching staff members in the reduced category, in 

accordance with Policy No. 3146. 
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3. If no nontenured member remains in the category, the least senior tenured member 

shall be transferred to a previous seniority category in the same tenure position over 

a nontenured member or a less senior member in that category. 
 

4. If there are no positions within his/her seniority categories in the same tenure 

position to which the member may be transferred, the member shall be transferred 

to a position outside his/her seniority categories but within the same tenure position, 

provided the member is appropriately certified for the position and the position is 

held by a nontenured employee. 
 

5. If there are no positions to which he/she can be transferred by right of seniority or 

tenure in the same tenure position, the member shall revert in reverse chronological 

order to each seniority category and tenure position in which he/she was previously 

employed in the district, in accordance with the procedure set forth in B3 through 

B4 above. 
 

6. When there are no positions which the tenured member affected by a reduction in 

staff can claim over other tenured employees by superior seniority or over 

nontenured employees by tenure, he/she shall be dismissed, shall receive sixty days 

notice of such dismissal or pay in lieu thereof, and shall be placed on a preferred 

eligible list for each category in which he/she was employed by the district. 
 

Issued:  19 October 2011 
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R 3160  PHYSICAL EXAMINATION  

 

A. Definitions 

 

1. ñEmployee assurance statementò means a statement signed by the employee 

certifying that information supplied by the employee is true to the best of the 

employeeôs knowledge. 

 

2. ñEmployeeò or ñstaff memberò means the holder of any full-time or part-time 

position of employment. 

 

3. ñHealth historyò means the record of a person's past health events obtained in 

writing, completed by the individual or their physician. 

 

4. ñHealth screeningò means the testing of people, using one or more diagnostic tools, 

to determine the presence or precursors of a particular disease. 

 

5. ñMedical evaluationò means the examination of the body by the school medical 

inspector or by any physician licensed to practice medicine. 

 

6. ñPhysical examinationò means the assessment of an individualôs health. 

 

7. ñPsychiatric examinationò means an examination for the purpose of diagnosis and 

treatment of mental disorders. 

 

B. Employeesô Initial Physical Examination 

 

Each newly employed teaching staff member shall be required to undergo a physical 

examination.  The physical examination shall include, but is not limited to a health history, 

health screenings, and medical evaluation. 
 

1. A health history shall be completed by the employee or by his/her physician which 

shall include the employeeôs: 
 

a. Past serious illnesses and injuries; 
 

b. Current health problems; 
 

c. Allergies; and 
 

d. Record of immunizations. 
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2. The employee shall submit to health screenings which shall include his/her: 

 

a. Height and weight; 

 

b. Blood pressure; 

 

c. Pulse and respiration rate; 

 

d. Vision screening; 

 

e. Hearing screening. 

 

3. Health screening shall also include a Mantoux test for the presence of tuberculosis. 

 

a. A newly employed member will be exempt from the Mantoux test if he/she 

presents satisfactory documentation of a test 

 

(1) Administered in a New Jersey school district from which the 

member has transferred, or 

 

(2) Administered in any place within the six months previous to the 

memberôs initial employment in this district. 

 

b. Procedures for the administration of the Mantoux test, interpretation of 

reactions, follow-up procedures, and reporting shall be conducted in 

accordance with the guidelines issued by the State Department of Health and 

titled School Tuberculin Testing in New Jersey. 

 

c. If the results of the Mantoux test so indicate, the employee shall be referred 

for a chest X-ray and medical evaluation to determine the presence of 

tuberculosis at the employee's expense.  The employee shall submit the 

report of the X-ray and evaluation to the school medical inspector.  If the 

school medical inspector does not receive the report within four weeks of 

the referral or is unwilling to accept the findings of the report, he/she may 

direct the employee to submit to a chest X-ray examination at Board 

expense, the results of which will be reported directly to the school medical 

inspector. 

 

 

TEACHING STAFF MEMBERS 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

R 3160/page 3 of 4 

Physical Examination 

 

 

d. An employee who presents a physician's or nurse practitionerôs 

documentation, acceptable to the school medical inspector, showing 

significant tuberculin reaction and a subsequent negative chest X-ray will be 

exempt from the Mantoux test. 

 

4. A medical evaluation that shall be limited to those assessments or information 

necessary to determine the employee's physical and mental fitness to perform with 

reasonable accommodation in the position which the employee seeks or currently 

holds and to detect any health risks to pupils and other employees.  The employee's 

medical evaluation shall include, but not be limited to, a record of immunizations.  

Guidance regarding immunizations for adults may be found in ñAdult 

Immunization: Recommendations of the Immunization Practices Advisory 

Committee (ACIP)ò, available from the Immunization Program, Centers for Disease 

Control, Public Health, U.S. Department of Health and Human Services, Atlanta  

GA  30333. 

 

5. A teaching staff member may provide health status information, including 

medications, which may be of value to medical personnel in the event of an 

emergency requiring treatment.  The staff member may also choose to share with 

the Principal and, if desired, with the certified school nurse, information regarding 

current health status to assure ready access in a medical emergency. 

 

C. Health Records 

 

1. All employee medical records, including computerized records, shall be secured, 

and shall be stored and maintained separate from other personnel files. 

 

2. Only the employee, the Superintendent, and the school medical inspector shall have 

access to the medical information in that individualôs file. 

 

3. The portion of the employee's medical record containing a health history may be 

shared with the Principal and the school nurse with the consent of the employee, as 

provided in B.5.above. 

 

D. Employeesô Physical Examination and Medical Updates 

 

School employee physical, examinations and/or annual medical updates shall not require 

disclosure of HIV status. 
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E. Candidates Records 

 

1. All r ecords regarding pre-employment physicals and drug tests will be maintained 

in separate medical files and treated as confidential medical records.  These records 

will be: 

 

a. Kept separate from a candidateôs personnel file; 

 

b. Kept in a locked cabinet in a central school district location; and 

 

c. Accessible only to the Superintendent and/or designee. 

 

2. The records of a candidateôs physical examination will be submitted to the school 

medical inspector, who will determine the candidateôs physical and mental fitness 

to function with reasonable accommodation in the position for which he/she has 

made application.  That determination will be made a part of the candidateôs 

application. 

 

3. A candidateôs medical records will be maintained separately from his/her 

application and will be kept confidential in accordance with paragraph D. 

 

a. If and when the candidate is employed by this district, the records will be 

kept in the person's medical file. 

 

b. If the candidate is not employed by this district within three years, the 

records will be destroyed. 
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R 3211.3  CONSULTING OUTSIDE THE DISTRICT 

 

The Board of Education recognizes that teaching staff members will  have expertise and knowledge 

in areas that other school districts, agencies, private business organizations and other entities may 

desire.  Recognizing that the school district will request the expertise from teaching staff members 

from other school districts, agencies, private business organizations and other entities the Board 

supports sharing of its teaching staff members with other school districts and agencies to the extent 

it does not interfere with the efficient operation of the school district. 

 

A. Definitions 

 

1. Agency - A public or private agency requesting the services of the school districtôs 

teaching staff member. 

 

2. Other school districts - A school district other than the school district that employs 

the teaching staff member, including all  supervisory and administrative personnel. 

 

3. Out-of-pocket expenses - Expenses that provide reimbursement for such items as 

travel, lodging, meal expenses, parking, copy costs, and supply costs. 

 

4. Remuneration - Any compensation, including, but not limited to, a paid stipend, an 

hourly fee, a per day fee, and/or any benefit conferred upon the teaching staff 

member, except out-of-pocket expenses. 

 

5. Staff member - A contracted member of the school districtôs teaching staff, 

including all supervisory and administrative personnel. 

 

B. Procedure - Consulting For No Additional Remuneration 

 

1. The teaching staff member or the agency requesting the expertise and knowledge of 

the teaching staff member must submit a written request to the Superintendent or 

designee.  The written request must include the following: 

 

a. The date(s) the teaching staff member will be away from the district; 

 

b. The time of day the teaching staff memberôs will be away from the school 

district; 

 

c. Any out-of-pocket costs to the school district; 
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d. Any reimbursements that the teaching staff member is entitled to from the 

other school district or agency; 

 

e. The specific services requested of the teaching staff member; and 

 

f. The location where the services will be provided. 

 

2. The Superintendent or designee will evaluate the request for a recommendation to 

be approved by the Board based on the criteria above along with any existing or 

potential relationships with the other school district for reciprocal services, a 

reduction in the future or existing cost of services to the school district, the teaching 

staff memberôs attendance record and the impact of the teaching staff member being 

out of the school district for the requested time. 

 

3. The Superintendent or designee will determine and recommend each request on a 

case by case basis and the decision is final.  The Superintendent may require the 

other district or agency to pay the cost of any substitute personnel related to the 

request. 

 

4. If deemed to be in the best interest of the school district, the Superintendentôs 

recommendation will be submitted to the Board for approval. 

 

5. The Boardôs approval of the Superintendentôs recommendation will permit the 

teaching staff memberôs consulting activity attendance and the teaching staff 

member will receive credit as a regular workday.  There shall be no overtime, extra-

pay or additional time-off granted to the teaching staff member if the request is 

approved by the Board. 

 

C. Reporting Activities 

 

The teaching staff member must comply with the New Jersey School Ethics Act N.J.S.A. 

18A:12-21 et seq. and, if required, must comply with financial disclosure requirements of 

N.J.S.A. 18A:12-24 and 12-25. 

 

 

 

 

 

 

Issued:  19 October 2011 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

TEACHING STAFF MEMBERS 

R 3218/page 1 of 4 

Substance Abuse 

M 
 

 

R 3218  SUBSTANCE ABUSE 

 

Procedures 

 

A. Basic procedures to be used when an employee is suspected of having a dependency upon 

or illegal use of a controlled dangerous substance. 

 

1. The employeeôs behavior shall be observed and documented by concerned staff. 

Such behavior as poor working performance, negative personality changes, and 

poor attendance could be symptomatic of a substance abuse problem.  The 

concerned staff member shall make this report to the Building Principal, the school 

physician (school medical inspector), or the school nurse. 

 

2. The school physician (school medical inspector) or the school nurse shall notify the 

Building Principal upon receiving any such report(s).  The Principal will notify the 

Superintendent of any such report(s).  The Principal and Superintendent, and school 

nurse when appropriate, will discuss their concern for the employeeôs health and 

performance to determine if further pursuance is appropriate and necessary. 

 

3. The Principal or school nurse, as determined by the Superintendent, shall discuss 

the suspected behavior with the employee as to the extent of the problem.  The 

Superintendent shall keep accurate and detailed official written records of all 

incidents related to suspected substance abuse. 

 

4. If the suspected dependency or use is confirmed, the employee shall be required to 

obtain professional counseling or complete an appropriate rehabilitation program. 

 

If necessary, an immediate leave of absence may be granted to the employee by the 

Superintendent.  The school nurse will recommend at least two certified counseling 

agencies or a rehabilitation program to the Superintendent. 

 

B. Procedures to be followed when an employee confides to a colleague or administrator that 

he/she has a substance abuse problem: 

 

1. The staff member shall encourage the employee to seek help. 

 

2. Report the concern about the potential substance abuse problem to the Building 

Principal. 
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3. The school physician or the school nurse must report the substance abuse problem 

to the Principal.  The Principal will then follow paragraph C2 of this regulation. 

 

C. Procedures to be followed when an employee is suspected of being under the influence of a 

substance during working hours: 

 

1. Whenever it appears to any teaching staff member, school nurse, or any other 

employee of the school district that an employee may be under the influence of a 

controlled dangerous substance as defined by the New Jersey Statutes, or any 

chemical (including alcohol/anabolic steroids) or chemical compound which 

releases vapor or fumes causing condition of intoxication, inebriation, excitement, 

stupefaction, or dulling of the brain or nervous system, this situation shall be 

immediately reported to the Principal, the school physician, or the school nurse. 

 

2. The school physician or school nurse shall notify the Superintendent/Principal when 

they receive a report.  The Superintendent/Principal shall: 

 

a. Arrange for the immediate examination of the employee by the school 

doctor or a doctor selected by the employee, or if such doctor is not 

immediately available, then arrange transportation to the local hospital.  The 

employee shall be accompanied to the doctor or emergency room by a 

member of the school staff designated by the Building Principal and/or the 

Superintendent/Principal. 

 

b. A report shall be requested from the examining physician which shall set 

forth whether or not the employee is under the influence of a substance, or 

any chemical, which includes alcohol, anabolic steroids, or chemical 

compound.  This test must be made within twenty-four hours of the initial 

report made by the Superintendent/Principal. 

 

c. The employee shall not be permitted to resume work until he/she has 

submitted to the Superintendent/Principal a written report from his/her 

personal physician or the physician who initially examined him/her 

certifying that he/she is physically and mentally able to return to work. 

 

d. If the report indicates a positive diagnosis, a Violence, Vandalism, and 

Substance Abuse Incident Report shall be completed by the 

Superintendent/Principal. 

 

e. If the report indicates a positive diagnosis, the following sanctions apply:  
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First offense: Provided the employee is not dismissed, the employee must 

report to an outside certified agency for counseling for three required 

sessions.  A report from the agency must be submitted within one week after 

the third counseling session.  A warning letter from the 

Superintendent/Principal will be placed in the employeeôs personnel folder. 

 

Second offense: Provided the employee is not dismissed, the employee must 

report to an outside certified agency for counseling for five sessions.  A 

report from the agency must be submitted within one week after the fifth 

counseling session.  A letter of reprimand will be placed in the employeeôs 

personnel folder advising him/her that a third incident will result in a 

suspension without pay and a loss of an increment for the following year. 

 

Third offense: Provided the employee is not dismissed, the employee must 

enroll in a certified rehabilitation program.  A letter must be sent to the 

Superintendent/Principal at the conclusion of the treatment programs.  Also, 

the employee will be suspended for a week without pay and lose his/her 

increment the following year. 

 

Fourth offense: Provided the employee is not dismissed, the employee will 

have a hearing before the Board in which a decision will be rendered by the 

Board relating to the continued employment of the employee. 

 

g. If the employee is suspected of substance abuse or use and, in the judgment 

of the Board of Education, and/or its agents, shows evidence of deviation 

from normal, physical or mental health, the Board may require the employee 

to undergo a physical examination in accordance with N.J.S.A. 18A:16-2, 

18A:16-3 and N.J.A.C. 6:29-7.4(f).  An employee who fails to comply with 

this requirement shall be subject to discipline. 

 

3. If the employee refuses to be examined for suspected substance abuse, the 

supervisor will notify the Superintendent/Principal immediately, or in his/her 

absence, his/her designee.  The Superintendent/Principal or designee shall request 

the school employee leave the school premises immediately.  If the school 

employee refuses to leave the school premises when required, the appropriate law 

enforcement agency will be called and a police report will be filed. 
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D. Procedures to be followed when an employee is found in possession of, and/or 

selling/distributing alcohol, anabolic steroids, and/or a controlled dangerous substance as 

defined by New Jersey Statutes and/or Codes. 

 

1. A report will be immediately filed with the appropriate law enforcement agency if 

any employee is found to be using, be in possession of, or selling illicit drugs, 

alcohol, or anabolic steroids on the schoolôs premises or as part of any school 

function. 

 

2. If in the course of any investigation by the appropriate law enforcement agency, an 

employee is arrested by the police, he/she will be immediately suspended from 

work with pay until a Board hearing can be arranged for further disciplinary action. 

 

3. Should the employee be found guilty of a criminal offense, he/she will have a Board 

hearing at which time the Board will render a decision regarding disciplinary action.  

He/she may be suspended without pay, lose an increment, be required to attend a 

rehabilitation program, or be terminated from employment. 

 

E. Any school staff member(s) who in good faith reports an employee to the 

Superintendent/Principal or the school medical inspector or the school nurse in an attempt 

to help such person cure his/her dependency upon or illegal use of controlled dangerous 

substance(s) as defined by N.J.S.A. 2A:170-25-9 and N.J.S.A. 24:21-2 shall not be liable in 

civil damages as a result of making any such report as specified in N.J.S.A. 2A:62A-4.  

Alcohol and anabolic steroids are not listed as a controlled, dangerous substance by statute 

or code. 

 

 

N.J.S.A. 2C:33-15 et seq. 

N.J.S.A. 24:21-2 et seq. 

42 C.F.R. II 

34 CFR 85.600 et seq. 

20 U.S.C.A. 1145g, 3224a 

41 U.S.C.A. 701 et seq. 
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R 3221  EVALUATION OF TEACHERS 

 

A. Definitions ï N.J.A.C. 6A:10-1.2 

 

The following words and terms shall have the following meanings when used in Policy and 

Regulation 3221 unless the context clearly indicates otherwise: 

 

ñAnnounced observationò 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. 

 

ñAnnual performance reportò means a written appraisal of the teacherôs performance 

prepared by the teacherôs designated supervisor based on the evaluation rubric for his or 

her position. 

 

ñAnnual summative evaluation ratingò means an annual evaluation rating that is based on 

appraisals of educator practice and student performance, and includes all measures 

captured in a teacherôs evaluation rubric.  The four summative performance categories are 

ineffective, partially effective, effective, and highly effective. 

 

ñCalibrationò in the context of educator evaluation means a process to monitor the 

competency of a trained evaluator to ensure the evaluator continues to apply an educator 

practice instrument accurately and consistently according to the standards and definitions 

of the specific instrument. 

 

ñChief School Administratorò means the Superintendent of Schools or the Administrative 

Principal if there is no Superintendent. 

 

ñCommissionerò means Commissioner of the New Jersey Department of Education. 

 

ñCo-observationò means two or more supervisors who are trained on the practice 

instrument who observe simultaneously, or at alternate times, the same lesson or portion of 

a lesson for the purpose of training.  

 

ñCorrective Action Planò 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  
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implementing the plan, and specific support that the district shall provide as defined in 

N.J.S.A. 18A:6-119.   

 

ñDepartmentò means the New Jersey Department of Education. 

 

ñDesignated supervisorò means the supervisor designated by the Superintendent of Schools 

or designee as the teacherôs supervisor. 

 

ñDistrict Evaluation Advisory Committeeò means a group created to oversee and guide the 

planning and implementation of the Board of Education's evaluation policies and 

procedures as set forth in N.J.A.C. 6A:10-2.3. 

 

ñEducator practice instrumentò means an assessment tool that provides:  scales or 

dimensions that capture competencies of professional performance; and differentiation of a 

range of professional performance as described by the scales, which must be shown in 

practice and/or research studies.  The scores from the teacher practice instrument are 

components of the teacherôs evaluation rubric and the scores are included in the summative 

evaluation rating for the individual.  The scores from educator practice instruments may be 

applied to the teacherôs summative evaluation rating in a manner determined by the school 

district. 

 

ñEvaluationò means an appraisal of an individualôs professional performance in relation to 

his or her job description and professional standards and based on, when applicable, the 

individualôs evaluation rubric.  

 

ñEvaluation rubricò means a set of criteria, measures, and processes used to evaluate all 

teachers in a specific school district or local education agency.  Evaluation rubrics consist 

of measures of professional practice, based on educator practice instrument, and student 

outcomes.  Each Board of Education will have an evaluation rubric specifically for 

teachers, another specifically for Principals, Vice Principals, and Assistant Principals, and 

evaluation rubrics for other categories of teaching staff members.  

 

ñIndicators of student progress and growthò means the results of assessment(s) of students 

as defined in N.J.A.C. 6A:8, Standards and Assessment. 

 

ñIndividual professional development planò is as defined in N.J.S.A. 18A:6-119. 
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ñJob descriptionò means a written specification of the function of a position, duties and 

responsibilities, the extent and limits of authority, and work relationships within and 

outside the school and school district. 

 

ñObservationò means a method of collecting data on the performance of a teacher's 

assigned duties and responsibilities.  An observation for the purpose of evaluation will be 

included in the determination of the annual summative evaluation rating and shall be 

conducted by an individual employed in the school district in a supervisory role and 

capacity and possessing a school administrator, Principal, or supervisor endorsement as 

defined in N.J.A.C. 6A:9-2.1. 

 

ñPost-observation conferenceò means a meeting, either in-person or remotely, between the 

supervisor who conducted the observation and the teacher for the purpose of evaluation to 

discuss the data collected in the observation.  

 

ñScoring guideò means a set of rules or criteria used to evaluate a performance, product, or 

project.  The purpose of a scoring guide is to provide a transparent and reliable evaluation 

process.  Educator practice instruments include a scoring guide that an evaluator uses to 

structure his or her assessments and ratings of professional practice. 

 

ñSemesterò means half of the school year. 

 

ñSignedò 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.  

 

ñStudent growth objectiveò means an academic goal that teachers and designated 

supervisors set for groups of students.  

 

ñStudent growth percentileò means a specific metric for measuring individual student 

progress on Statewide assessments by tracking how much a studentôs test scores have 

changed relative to other students Statewide with similar scores in previous years. 

 

ñSuperintendentò means Superintendent of Schools or Chief School Administrator. 

 

ñSupervisorò means an appropriately certified teaching staff member, as defined in 

N.J.S.A. 18A:1-1, or Superintendent employed in the school district in a  
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supervisory role and capacity, and possessing a school administrator, Principal, or 

supervisor endorsement as defined in N.J.A.C. 6A:9B-12. 

 

ñTeacherò 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.  

 

ñUnannounced observationò 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.  

 

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

 

No collective bargaining agreement entered into after July 1, 2013, shall conflict with the 

educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other 

specific statute or regulation, nor shall topics subject to bargaining involve matters of 

educational policy or managerial prerogatives.  

 

C. Educator Evaluation Data, Information, and Annual Performance Reports ï N.J.A.C. 

6A:10-1.4 

 

All information contained in annual performance reports and all information collected, 

compiled, and/or maintained by employees of the Board of Education for the purposes of 

conducting the educator evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., 

including, but not limited to, digital records, shall be confidential.  Such information shall 

not be subject to public inspection or copying pursuant to the Open Public Records Act, 

N.J.S.A. 47:1A-1 et seq.  Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be 

construed to prohibit the Department or a school district from, at its discretion, collecting 

evaluation data pursuant to N.J.S.A. 18A:6-123.e. or distributing aggregate statistics 

regarding evaluation data. 

 

D. Evaluation of Teachers ï N.J.A.C. 6A:10-2.1 

 

1. The Board of Education shall annually adopt evaluation rubrics for teachers.  The 

evaluation rubrics shall have four defined annual ratings:  ineffective, partially 

effective, effective, and highly effective. 
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2. The evaluation rubrics for teachers shall include all other relevant minimum 

standards set forth in N.J.S.A. 18A:6-123 (P.L. 2012,    c. 26, § 17c). 
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3. Evaluation rubrics shall be submitted to the Commissioner by August 1 for 

approval by August 15 of each year.  

 

E. Duties of the Board of Education ï N.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 guide 

the planning and implementation of the Board of Education's evaluation 

policies and procedures as set forth in N.J.A.C. 6A:10-2 et seq.; 

 

b. Annually adopt policies and procedures developed by the Superintendent 

pursuant to N.J.A.C. 6A:10-2.4, including the evaluation rubrics approved 

by the Commissioner pursuant to N.J.A.C. 6A:10-2.1(c): 

 

(1) The Superintendent shall develop policies and procedures that, at a 

minimum, ensure student performance data on the Statewide 

assessment is, upon receipt, promptly distributed or otherwise made 

available to teachers who were primarily responsible for instructing 

the applicable students in the school year in which the assessment 

was taken, as well as to teachers who are or will be primarily 

responsible for instructing the applicable students in the subsequent 

school 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 1, the Board/Superintendent shall notify the teacher of 

the policies and procedures at the beginning of his or her employment.  All 

teachers shall be notified of amendments to the policy and procedures within 

ten teacher working days of adoption; 
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d. Annually adopt by June 1, any Commissioner-approved educator practice 

instruments and, as part of the process described at N.J.A.C. 6A:10-2.1(c), 

notify the Department which instruments will be used as part of the school 

districtôs evaluation rubrics; 

 

e. Ensure the Principal of each school within the school district has established 

a School Improvement Panel pursuant to N.J.A.C. 6A:10-3.1.  The panel 
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shall be established annually by August 31 and shall carry out the duties and 

functions described in N.J.A.C. 6A:10-3.2; 

 

f. Ensure data elements are collected and stored in an accessible and usable 

format.  Data elements shall include, but not be limited to, scores or 

evidence from observations for the purpose of evaluation and student 

growth objective data; and 

 

g. Ensure the Superintendent or designee certifies to the Department that any 

observer who conducts an observation of a teacher for the purpose of 

evaluation as described in N.J.A.C. 6A:10-4.4; N.J.A.C. 6A:10-5.4; and 

N.J.A.C. 6A:10-6.2, shall meet the statutory observation requirements of 

N.J.S.A. 18A:6-119; 18A:6-123.b(8); and N.J.S.A. 18A:27-3.1 and the 

teacher member of the School Improvement Panel requirements of N.J.A.C. 

6A:10-3.2.  

 

2. The Board of Education shall ensure the following training procedures are followed 

when implementing the evaluation rubric for all teachers and, when applicable, 

applying the Commissioner-approved educator practice instrument: 

 

a. Annually provide training on and descriptions of each component of the 

evaluation 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 descriptions of 

all evaluation rubric components including, when applicable, detailed 

descriptions of student achievement measures and all aspects of the educator 

practice instrument; 
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b. Annually provide updates and refresher training for supervisors who are 

conducting evaluations in the school district and more thorough training for 

any supervisor who will evaluate teachers for the first time.  Training shall 

be provided on each component of the evaluated teacher's evaluation rubric 

before the evaluation of a teacher; 

 

c. Annually require each supervisor who will conduct observations for the 

purpose of evaluation of a teacher to complete at least two co-observations 

during the school year. 
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(1) Co-observers shall use the co-observation to promote accuracy and 

consistency in scoring. 

 

(2) A co-observation may count as one required observation for the 

purpose of evaluation pursuant to N.J.A.C. 6A:10-4.4, as long as the 

observer meets the requirements set forth in N.J.A.C. 6A:10-4.3 and 

4.4, but the co-observation shall not count as two or more required 

observations.  If a co-observation counts as one required observation, 

the score shall be determined by the teacherôs designated 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 training on and demonstrated competency in 

applying the evaluation rubrics.  

 

F. District Evaluation Advisory Committee ï N.J.A.C. 6A:10-2.3 

 

1. Members of the District Evaluation Advisory Committee shall include 

representation from the following groups:  teachers from each school level 

represented in the school district; central office administrators overseeing the 

teacher evaluation process; supervisors involved in teacher evaluation, when 

available or appropriate; and administrators conducting evaluations, including a 

minimum of one administrator conducting evaluations who participates on a School 

Improvement Panel.  Members also shall include the Superintendent, a special 

education administrator, a parent, and a member of the Board of Education. 
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2. The Superintendent may extend membership on the District Evaluation Advisory 

Committee to representatives of other groups and to individuals. 

 

3. A District Evaluation Advisory Committee is not required and the Board of 

Education shall have the discretion to establish a District Evaluation Advisory 

Committee. 

 

G. Evaluation Procedures for Teachers ï N.J.A.C. 6A:10-2.4 

 

1. The provisions outlined in Policy and Regulation 3221 and N.J.A.C. 6A:10-2.4 

shall be the minimum requirements for the evaluation of teachers. 
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2. Evaluation policies and procedures requiring the annual evaluation of all teachers 

shall be developed under the direction of the Superintendent, who may consult with 

the District Evaluation Advisory Committee or representatives from School 

Improvement Panels, and shall include, but not be limited to, a description of:  

 

a. Roles and responsibilities for implementation of evaluation policies and 

procedures;  

 

b. Job descriptions, evaluation rubrics for teachers, the process for calculating 

the summative ratings and each component, and the evaluation regulations 

set forth in N.J.A.C. 6A:10 et seq.; 

 

c. Methods of data collection and reporting appropriate to each job description, 

including, but not limited to, the process for student attribution to teachers, 

Principals, Assistant Principals, and Vice Principals for calculating the 

median and school-wide student growth percentile; 

 

d. Processes for observations for the purpose of evaluation and post-

observation conference(s) by a supervisor; 

 

e. Process for developing and scoring student growth objectives;  

 

f. The process for preparation of individual professional development plans; 

and 
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g. The process for preparation of an annual performance report by the teacherôs 

designated supervisor and an annual summary conference between the 

teacher and his or her designated supervisor.  

 

3. The annual summary conference between designated supervisors and teachers shall 

be held before the annual performance report is filed.  The conference shall occur 

on or before June 30 of each school year and shall include, but not be limited to, a 

review of the following: 

 

a. The performance of the teacher based upon the job description and the 

scores or evidence compiled using the teacherôs evaluation rubric, including, 

when applicable: 

 

(1) The educatorôs 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 teacher toward meeting the goals of the individual 

professional development plan or, when applicable, the corrective action 

plan; and 

 

c. The preliminary annual performance report.  

 

4. If any scores for the teacherôs evaluation rubric are not available at the time of the 

annual summary conference due to pending assessment results, the annual 

summative evaluation rating shall be calculated once all component ratings are 

available. 

 

5. The annual performance report shall be prepared by the teacherôs designated 

supervisor and shall include, but not be limited to:  

 

a. A summative rating based on the evaluation rubric, including, when 

applicable, a total score for each component as described in N.J.A.C. 6A:10-

4;  

 

b. Performance area(s) of strength and area(s) needing improvement based 

upon the job description and components of the teacherôs evaluation rubric; 

and 
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c. The teacherôs 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 observation reports and additional components 

of the summative evaluation rating as part of the teacherôs personnel file, or in an 

alternative, confidential location.  If reports and data are stored in an alternative 

location, the personnel file shall clearly indicate the reportôs location and how it can 

be easily accessed.  The records shall be confidential and shall not be subject to 

public inspection or copying pursuant to the Open Public Records Act, N.J.S.A. 

47:1A-1 et seq. 
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H. Corrective Action Plans for Teachers ï N.J.A.C. 6A:10-2.5 

 

1. For each teacher rated ineffective or partially effective on the annual summative 

evaluation, as measured by the evaluation rubrics, a corrective action plan shall be 

developed by the teacher and the teacherôs designated supervisor.  If the teacher 

does not agree with the corrective action planôs 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 school year following the year of evaluation except: 

 

a. If the ineffective or partially effective summative evaluation rating is 

received after October 1 of the school year following the year of evaluation, 

a corrective action plan shall be developed, and the teacher and his or her 

designated supervisor shall meet to discuss the corrective action plan within 

twenty-five teacher working days following the school districtôs receipt of 

the teacherôs summative rating. 
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3. The content of the corrective action plan shall replace the content of the individual 

professional development plan required pursuant to N.J.A.C. 6A:9C-4.3(a) and 

4.4(a) and shall: 

 

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

rubric; 

 

b. Include specific, demonstrable goals for improvement; 

 

c. Include responsibilities of the evaluated employee and the school district for 

the planôs implementation; and 

 

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

 

4. The teacherôs designated supervisor and the teacher on a corrective action plan shall 

discuss the teacherôs progress toward the goals outlined in the corrective action plan 

during each required post-observation conference, pursuant to N.J.S.A. 18A:27-3.1 

or N.J.A.C. 6A:10-4.4.  The teacher and his or her designated supervisor may 
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update the goals outlined in the corrective action plan to reflect any change(s) in the 

teacherôs progress, position, or role. 

 

5. Progress toward the teacherôs goals outlined in the corrective action plan: 

 

a. Shall be documented in the teacherôs personnel file and reviewed at the 

annual summary conference and the mid-year evaluation.  Both the teacher 

on a corrective action plan and his or her designated supervisor may collect 

data and evidence to demonstrate the teacherôs progress toward his or her 

corrective action plan goals; and 

 

b. May be used as evidence in the teacherôs next annual summative evaluation; 

however, such progress shall not guarantee an effective rating on the next 

summative evaluation. 

 

6. Responsibilities of the evaluated teacher on a corrective action plan shall not be 

exclusionary of other plans for improvement determined to be necessary by the 

teacherôs designated supervisor. 
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7. The School Improvement Panel shall ensure teachers with a corrective action plan 

receive a mid-year evaluation as required by N.J.S.A. 18A:6-120.c.  The mid-year 

evaluation shall occur approximately midway between the development of the 

corrective action plan and the expected receipt of the next annual summative rating.  

The mid-year evaluation shall include, at a minimum, a conference to discuss 

progress toward the teacherôs goals outlined in the corrective action plan.  The mid-

year evaluation conference may be combined with a post-observation conference.  

 

8. 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. 6A:10-4.4 for the purpose of evaluation as 

described in N.J.A.C. 6A:10-1.2 and 4.4(a). 

 

9. Except where a school district employs only one administrator whose position 

requires a supervisor, principal, or school administrator endorsement, tenured 

teachers with a corrective action plan shall be observed by multiple observers for 

the purpose of evaluation as described in N.J.A.C. 6A:10-4.4(c)4. 

 

10. The corrective action plan shall remain in effect until the teacher receives his or her 

next summative evaluation rating. 
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11. There shall be no minimum number of teacher working days a teacherôs corrective 

action plan can be in place. 

 

I. School Improvement Panel ï N.J.A.C. 6A:10-3 et seq. 

 

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

 

a. The School Improvement Panel shall include the Principal, a Vice Principal, and a teacher 

who is chosen in accordance with b. below by the Principal in consultation with the majority 

representative. If an Assistant Principal or Vice Principal is not available to serve on the panel, the 

Principal shall appoint an additional member who is employed in the district in a supervisory role 

and capacity, in accordance with N.J.S.A. 18A:6-120.a.  The Principal may appoint additional 

members to the School Improvement Panel as long as all  
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 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:  

 

(1) The teacher member shall be a person with a demonstrated record of 

success in the classroom.  A demonstrated record of success in the 

classroom means the teacher member shall have been rated effective 

or highly effective in the most recent available annual summative 

rating. 

 

(2) The majority representative, in accordance with a. above, may 

submit to the Principal, teacher member nominees for consideration. 

 

(3) The Principal shall have final decision-making authority and is not 

bound by the majority representativeôs list of nominees.  

 

c. The teacher member shall serve a full school year, except in case of illness 

or authorized leave, but may not be appointed more than three consecutive 

school years. 

 

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

31 of each year. 
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2. School Improvement Panel Responsibilities ï N.J.A.C. 6A:10-3.2 

 

a. The School Improvement Panel shall:  

 

(1) Oversee the mentoring of teachers according to N.J.A.C. 6A:9C-

5.3(a)2. and support the implementation of the school district 

mentoring plan; 

 

(2) Conduct evaluations of teachers pursuant to N.J.A.C. 6A:10-2.4 and 

4.4;  

 

(3) Ensure corrective action plans for teachers are created in accordance 

to N.J.A.C. 6A:10-2.5; and ensure mid-year  
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 evaluations are conducted for teachers who are on a corrective action 

plan; and 

 

(4) Identify professional development opportunities for all teachers 

based on the review of aggregate school-level data, including, but 

not limited to, teacher evaluation and student performance data to 

support school-level professional development plans described in 

N.J.A.C. 6A:9C-4.2.  

 

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

shall have: 

 

(1) Agreement of the majority representative; 

 

(2) An appropriate supervisory certificate; and 

 

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

observed. 

 

c. The teacher member who participates in the evaluation process shall not 

serve concurrently as a mentor under N.J.A.C. 6A:9C-5.2(a)3.  

 

J. Components of Teacher Evaluation Rubric ï N.J.A.C. 6A:10-4.1 
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1. The components of the teacher evaluation rubric described in N.J.A.C. 6A:10-4.1 et 

seq. shall apply to teachers holding the position of teacher and holding a valid and 

effective standard, provisional, or emergency instructional certificate. 

 

2. Evaluation rubrics for all teachers shall include the requirements described in 

N.J.S.A. 18A:6-123, including, but not limited to:  

 

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

 

b. Measures of teacher practice pursuant to N.J.A.C. 6A:10-4.3 and 4.4.  
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3. To earn a summative rating, a teacher shall have a student achievement score, 

including median student growth percentile and/or student growth objectives(s) 

scores, and a teacher practice score pursuant to N.J.A.C. 6A:10-4.4. 

 

4. Each score shall be converted to a percentage weight so all components make up 

100 percent of the evaluation rubric.  By August 31 prior to the school year in 

which the evaluation rubric applies, the Department shall provide on its website the 

required percentage weight of each component and the required summative rating 

scale.  All components shall be worth the following percentage weights or fall 

within the following ranges:  

 

a. If, according to N.J.A.C. 6A:10-4.2(b), a teacher receives a median student 

growth percentile, the student achievement component shall be at least thirty 

percent and no more than fifty percent of a teacherôs evaluation rubric rating 

as determined by the Department. 

 

b. If, according to N.J.A.C. 6A:10-4.2(b), a teacher does not receive a median 

student growth percentile, the student achievement component shall  be at 

least fifteen percent and no more than fifty percent of a teacherôs evaluation 

rubric rating as determined by the Department. 

 

c. Measures of teacher practice described in N.J.A.C. 6A:10-4.3 and 4.4 shall 

be at least fifty percent and no more than eighty-five percent of a teacherôs 

evaluation rubric rating as determined by the Department. 

 

5. Standardized tests, used as a measure of student progress, shall not be the 

predominant factor in determining a teacherôs annual summative rating. 

 

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



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

 

1. Measures of student achievement shall be used to determine impact on student 

learning.  The student achievement measure shall include the following 

components: 
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a. If the teacher meets the requirements of 2. below, the median student growth 

percentile of all students assigned to a teacher, which shall be calculated as 

set forth in 4. below; and 

 

b. Student growth objective(s), which shall be specific and measurable, based 

on available student learning data, aligned to the New Jersey Student 

Learning Standards (NJSLS), and based on growth and/or achievement. 

 

(1) For teachers who teach subjects or grades not covered by the NJSLS, 

student growth objective(s) shall align to standards adopted or 

endorsed, as applicable, by the State Board. 

 

2. The median student growth percentile shall be included in the annual summative 

rating of a teacher who: 

 

a. Teaches at least one course or group within a course that falls within a 

standardized-tested grade or subject.  The Department shall maintain on its 

website a course listing of all standardized-tested grades and subjects for 

which student growth percentile can be calculated pursuant to 4. below; 

 

b. Teaches the course or group within the course for at least sixty percent of 

the time from the beginning of the course to the day of the standardized 

assessment; and 

 

c. Has at least twenty individual student growth percentile scores attributed to 

his or her name during the school year of the evaluation.  If a teacher does 

not have at least twenty individual student growth percentile scores in a 

given school year,  the student growth percentile scores attributed to a 

teacher during the two school years prior to the evaluation year may be used 

in addition to the student growth percentile scores attributed to the teacher 

during the school year of the evaluation.  Only student growth percentile 

scores from school year 2013-2014 or any school year after shall be used to 

determine median student growth percentiles. 
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3. The Department shall periodically collect data for all teachers that include, but are 

not limited to, student achievement and teacher practice scores. 

 

4. The Department shall calculate the median student growth percentile for teachers 

using students assigned to the teacher by the school district.  For teachers who have 

a student growth percentile score:  

 

a. The Board of Education shall submit to the Department final ratings for all 

components, other than the student growth percentile, for the annual 

summative rating; and 

 

b. The Department then shall report to the employing district Board of 

Education the annual summative rating, including the median student 

growth percentile for each teacher who receives a median student growth 

percentile.  

 

5. Student growth objectives for teachers shall be developed and measured according 

to the following procedures: 

 

a. The Superintendent shall  determine the number of required student growth 

objectives for teachers, including teachers with a student growth percentile.  

A teacher with a student growth percentile shall have at least one and not 

more than four student growth objectives.  A teacher without a student 

growth percentile shall have at least two and a maximum of four student 

growth objectives.  By August 31 prior to the school year the evaluation 

rubric applies, the Department shall provide on its website the minimum and 

maximum number of required student growth objectives within this range. 

 

b. A teacher with a student growth percentile shall not use the standardized 

assessment used in determining the student growth percentile to measure 

progress toward a student growth objective. 

 

c. Each teacher shall develop, in consultation with his or her supervisor or a 

Principalôs designee, each student growth objective.  If the teacher does not 

agree with the student growth objectives, the Principal shall make the final 

determination. 
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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 teacherôs start date if the 

teacher begins 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 teacherôs 

personnel file on or before February 15. 

 

(1) If the Student Growth Objective (SGO) covers only the second 

semester of the school year, or if the teacher begins work after 

October 1, adjustments shall be recorded before the mid-point of the 

second semester. 

 

f. The teacherôs designated supervisor shall approve each teacherôs student 

growth objective score.  The teacherôs student growth objective score, if  

available, shall be discussed at the teacherôs annual summary conference 

and recorded in the teacherôs personnel file. 

 

L. Teacher Practice Components ï N.J.A.C. 6A:10-4.3  

 

1. The teacher practice component rating shall be based on the measurement of the 

teacherôs performance according to the school districtôs Commissioner-approved 

teacher practice instrument.  Observations pursuant to N.J.A.C. 6A:10-4.4 shall be 

used as one form of evidence for the measurement.  

 

M. Teacher Observations ï N.J.A.C. 6A:10-4.4 

 

1. For the purpose of teacher evaluation, observers shall conduct the observations 

pursuant to N.J.S.A. 18A:6-123.b.(8) and N.J.A.C. 6A:10-2.5 and 3.2, and they 

shall be trained pursuant to N.J.A.C. 6A:10-2.2(b). 

 

2. Observation conferences shall include the following procedures:  

 

a. A supervisor who is present at the observation shall conduct a post-

observation conference with the teacher being observed.  A  
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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 to the teacher practice 

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 occurrence of further 

observations for the purpose of evaluation.  

 

c. If agreed to by the teacher, one required post-observation conference and 

any pre-observation conference(s) for observations of tenured teachers who 

are not on a corrective action plan may be conducted by written 

communication, including electronic. 

 

d. One post-observation conference may be combined with a teacher's annual 

summary conference, as long as it occurs within the required fifteen teacher 

working days following the observation for the purpose of evaluation. 

 

e. A pre-observation conference, when required, shall occur at least one but 

not more than seven teacher working days prior to the observation.  

 

3. Each teacher shall be observed as described in N.J.A.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 unannounced, if applicable.  The following 

additional requirements shall apply:  

 

a. Each observation required for the purpose of evaluation shall be conducted 

for at least twenty minutes.  

 

b. Nontenured teachers shall be observed at least three times each school year, 

but not less than once each semester.  The observations shall be conducted 

in accordance with the timeframe set forth in N.J.S.A. 18A:27-3.1. 
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(1) Except where a school district employs only one administrator 

whose position requires a supervisor, principal, or school 

administrator endorsement, nontenured teachers shall be observed 

during the course of the year by more than one appropriately 

certified supervisor. 

 

c. Tenured teachers shall be observed at least two times during each school 

year.  Observations for all tenured teachers shall occur prior to the annual 

summary conference, which shall occur prior to the end of the academic 

school year. 

 

(1) If a tenured teacher was rated highly effective on his or her most 

recent summative evaluation and if both the teacher and the teacher's 

designated supervisor agree to use this option, one of the two 

required observations may be an observation of a Commissioner-

approved activity other than a classroom lesson.  The Department of 

Education shall post annually to its website a list of Commissioner-

approved activities that may be observed in accordance with 

N.J.A.C. 6A:10-4.4. 

 

d. Teachers on a corrective action plan shall receive, in accordance with 

N.J.A.C. 6A:10-2.5(h), one additional observation, including a post-

observation conference. 

 

e. Upon receiving a final summative evaluation that necessitates a corrective 

action plan, in accordance with N.J.A.C. 6A:10-2.5(a), any remaining 

required observation(s) shall not be conducted until the corrective action 

plan has been finalized. 

 

f. A written or electronic observation report shall be signed by the supervisor 

who conducted the observation and post-observation and the teacher who 

was observed. 

 

g. The teacher shall submit his or her written objection(s) of the evaluation 

within ten teacher working days following the conference.  The objection(s) 

shall be attached to each partyôs copy of the annual performance report.  
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4. To earn a teacher practice score, a nontenured teacher shall receive at least three 

observations. 
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a. If a nontenured teacher is present for less than forty percent of the total 

student school days in a school year, he or she shall receive at least two 

observations to earn a teacher practice score.  

 

N. Teacher Practice Instrument ï N.J.A.C. 6A:10-7.2 

 

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

following criteria: 

 

a. Include domains of professional practice that align to the New Jersey 

Professional Standards for Teachers pursuant to N.J.A.C. 6A:9-3; 

 

b. Include scoring guides for assessing teacher practice that differentiate 

among a minimum of four levels of performance, and the differentiation has 

been shown in practice and/or research studies.  Each scoring guide shall: 

 

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

 

(2) Provide a conversion to four rating categories;  

 

(3) Be applicable to all grades and subjects; or to specific grades and/or 

subjects if designed explicitly for the grades and/or subjects; and 

 

(4) Use clear and precise language that facilitates common 

understanding among teachers and administrators. 

 

c. Rely on, to the extent possible, specific, discrete, observable, and/or 

measurable behaviors of students and teachers in the classroom with direct 

evidence of student engagement and learning; and 

 

d. Include descriptions of specific training and implementation details required 

for the instrument to be effective. 

 

Adopted:  6 October 2021 
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R 3222  EVALUAT ION OF TEACHING STAFF MEMBERS, EXCLUDING TEACHERS AND 

ADMINISTRATORS (M) 

 

A. Definitions ï N.J.A.C. 6A:10-1.2 
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The following words and terms shall have the following meanings when used in Policy and 

Regulation 3222 unless the context clearly indicates otherwise: 

 

ñAnnual performance reportò means a written appraisal of the teaching staff member's 

performance prepared by the teaching staff memberôs designated supervisor based on the 

evaluation rubric for his or her position. 

 

ñAnnual summative evaluation ratingò means an annual evaluation rating that is based on 

appraisals of educator practice and student performance, if applicable, and includes all 

measures captured in a teaching staff memberôs evaluation rubric.  The four summative 

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

 

ñChief School Administratorò means the Superintendent of Schools or the Administrative 

Principal if there is no Superintendent. 

 

ñCommissionerò means Commissioner of the New Jersey Department of Education. 

 

ñCorrective Action Planò means a written plan developed by the designated supervisor in 

collaboration with the teaching staff member to address deficiencies as outlined in an 

evaluation.  The corrective action plan shall include timelines for corrective action, 

responsibilities of the individual teaching staff member and the school district for 

implementing the plan, and specific support that the district shall provide as defined in 

N.J.S.A. 18A:6-119.   

 

ñDepartmentò means the New Jersey Department of Education. 

 

ñDesignated supervisorò means the supervisor designated by the Superintendent of Schools 

or designee as the teaching staff memberôs supervisor. 

 

ñDistrict Evaluation Advisory Committeeò means a group created to oversee and guide the 

planning and implementation of the Board of Education's evaluation policies and 

procedures as set forth in N.J.A.C. 6A:10-2.3. 
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ñEducator practice instrumentò means an assessment tool that provides:  scales or 

dimensions that capture competencies of professional performance; and differentiation of a 

range of professional performance as described by the scales, which must be shown in 

practice and/or research studies.  The scores from educator practice instruments for 

teaching staff members other than teachers, Principals, Vice Principals, and Assistant 

Principals may be applied to the teaching staff memberôs summative evaluation rating in a 

manner determined by the school district.  
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ñEvaluationò means an appraisal of an individualôs professional performance in relation to 

his or her job description and professional standards and based on, when applicable, the 

individualôs evaluation rubric.  

 

ñEvaluation rubricò means a set of criteria, measures, and processes used to evaluate all 

teaching staff members in a specific school district or local education agency.  Evaluation 

rubrics consist of measures of professional practice, based on educator practice instruments 

and student outcomes.  Each Board of Education will have an evaluation rubric specifically 

for teachers, another specifically for Principals, Vice Principals, and Assistant Principals, 

and evaluation rubrics for other categories of teaching staff members.  

 

ñIndicators of student progress and growthò means the results of assessment(s) of students 

as defined in N.J.A.C. 6A:8, Standards and Assessment. 

 

ñIndividual professional development planò is as defined in N.J.S.A. 18A:6-119. 

 

ñJob descriptionò means a written specification of the function of a position, duties and 

responsibilities, the extent and limits of authority, and work relationships within and 

outside the school and school district. 

 

ñObservationò means a method of collecting data on the performance of a teaching staff 

member's assigned duties and responsibilities.  An observation for the purpose of 

evaluation will be included in the determination of the annual summative evaluation rating 

and shall be conducted by an individual employed in the school district in a supervisory 

role and capacity and possessing a school administrator, Principal, or supervisor 

endorsement as defined in N.J.A.C. 6A:9-2.1. 
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ñPost-observation conferenceò means a meeting, either in-person or remotely, between the 

supervisor who conducted the observation and the teaching staff member for the purpose of 

evaluation to discuss the data collected in the observation.  

 

ñScoring guideò means a set of rules or criteria used to evaluate a performance, product, or 

project.  The purpose of a scoring guide is to provide a transparent and reliable evaluation 

process.  Educator practice instruments include a scoring guide that an evaluator uses to 

structure his or her assessments and ratings of professional practice. 

 

ñSemesterò means half of the school year. 
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ñSignedò 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.  

 

ñStudent growth objectiveò means an academic goal that teaching staff members and 

designated supervisors set for groups of students.  

 

ñSuperintendentò means Superintendent of Schools or Chief School Administrator. 

 

ñSupervisorò means an appropriately certified teaching staff member, as defined in 

N.J.S.A. 18A:1-1, or Superintendent employed in the school district in a supervisory role 

and capacity, and possessing a school administrator, Principal, or supervisor endorsement 

as defined in N.J.A.C.  6A:9B-12. 

 

ñTeaching staff memberò for the purposes of Policy 3222 and this Regulation, includes, but 

is not limited to, educational services staff members, guidance counselors, school nurses, 

library/media specialists, occupational therapists, and other teaching staff members 

working under an educational services certificate and does not include teachers, Principals, 

Vice Principals, Assistant Principals, and administrators, including, but not limited to, 

Directors and/or Supervisors.   

 

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

 

No collective bargaining agreement entered into after July 1, 2013, shall conflict with the 

educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et  

TEACHING STAFF MEMBERS 

R 3222/page 4 of 12 

Evaluation of  Teaching Staff Members, Excluding Teachers and Administrators 

M  

 

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 Performance Reports ï N.J.A.C. 

6A:10-1.4 

 

All information contained in annual performance reports and all information collected, 

compiled, and/or maintained by employees of the Board of Education for the purposes of 

conducting the educator evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., 

including, but not limited to, digital records, shall be confidential.  Such information shall 

not be subject to public inspection or copying pursuant to the Open Public Records Act, 

N.J.S.A. 47:1A-1 et seq.  Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be 

construed to prohibit the Department or a school district from, at its discretion, collecting 

evaluation data pursuant to N.J.S.A. 18A:6-123.e. or distributing aggregate statistics 

regarding evaluation data. 
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D. Evaluation of Teaching Staff Members ï N.J.A.C. 6A:10-2.1 

 

1. The Board of Education shall annually adopt evaluation rubrics for all teaching staff 

members.  The evaluation rubrics shall have four defined annual ratings:  

ineffective, partially effective, effective, and highly effective. 

 

2. Evaluation rubrics shall be submitted to the Commissioner by August 1 for 

approval by August 15 of each year.  

 

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

 

1. The Board of Education shall meet the following requirements for the annual 

evaluation of teaching staff members, unless otherwise specified: 

 

a. Establish a District Evaluation Advisory Committee to oversee and guide 

the planning and implementation of the Board of Education's evaluation 

policies and procedures as set forth in N.J.A.C. 6A:10-2 et seq.; 

 

b. Annually adopt policies and procedures developed by the Superintendent 

pursuant to N.J.A.C. 6A:10-2.4, including the  
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evaluation rubrics approved by the Commissioner pursuant to N.J.A.C. 6A:10-

2.1(c): 

 

(1) The Superintendent shall develop policies and procedures that, at a 

minimum, ensure student 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, 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 teaching staff members of 

the adopted evaluation policies and procedures no later than October 1.  If a 

teaching staff member is hired after October 1, the Board/Superintendent 

shall notify the teaching staff member of the policies and procedures at the 

beginning of his or her employment.  All teaching staff members shall be 
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notified of amendments to the policy and procedures within ten teaching 

staff member working days of adoption; 

 

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

instruments and, as part of the process described at N.J.A.C. 6A:10-2.1(c), 

notify the Department which instruments will be used as part of the school 

districtôs evaluation rubrics; 

 

e. Ensure the Principal of each school within the school district has established 

a School Improvement Panel pursuant to N.J.A.C. 6A:10-3.1.  The panel 

shall be established annually by August 31 and shall carry out the duties and 

functions described in N.J.A.C. 6A:10-3.2; 

 

f. Ensure data elements are collected and stored in an accessible and usable 

format.  Data elements shall include, but not be limited to, scores or 

evidence from observations for the purpose of evaluation and student 

growth objective data; and 

 

g. Ensure the Superintendent or designee certifies to the Department that any 

observer who conducts an observation of a teaching staff  
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member for the purpose of evaluation as described in N.J.A.C. 6A:10-4.4; N.J.A.C. 

6A:10-5.4, and N.J.A.C. 6A:10-6.2, shall meet the statutory observation 

requirements of N.J.S.A. 18A:6-119; 18A:6-123.b.(8); and N.J.S.A. 18A:27-

3.1 and the teacher member of the School Improvement Panel requirements 

of N.J.A.C. 6A:10-3.2.  

 

2. The Board of Education shall ensure the following training procedures are followed 

when implementing the evaluation rubric for all teaching staff members and, when 

applicable, applying the Commissioner-approved educator practice instruments: 

 

a. Annually provide training on and descriptions of each component of the 

evaluation rubric for all teaching staff members who are being evaluated in 

the school district and provide more thorough training for any teaching staff 

member who is being evaluated for the first time.  Training shall include 

detailed descriptions of all evaluation rubric components including, when 

applicable, detailed descriptions of student achievement measures and all 

aspects of the educator practice instruments; 

 

b. Annually provide updates and refresher training for supervisors who are 

conducting evaluations in the school district and more thorough training for 
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any supervisor who will evaluate teaching staff members for the first time.  

Training shall be provided on each component of the evaluated teaching 

staff memberôs evaluation rubric before the evaluation of a teaching staff 

member; and 

 

c. The Superintendent shall annually certify to the Department that all 

supervisors of teaching staff members in the school district who are utilizing 

evaluation rubrics have completed training on and demonstrated 

competency in applying the evaluation rubrics.  

 

F. District Evaluation Advisory Committee ï N.J.A.C. 6A:10-2.3 

 

1. Members of the District Evaluation Advisory Committee shall include 

representation from the following groups:  teachers from each school level 

represented in the school district; central office administrators overseeing the 

teacher evaluation process; supervisors involved in teacher evaluation, when 

available or appropriate; and administrators conducting evaluations,  
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 including a minimum of one administrator conducting evaluations who participates 

on a School Improvement Panel.  Members also shall include the Superintendent, a 

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

 

2. The Superintendent may extend membership on the District Evaluation Advisory 

Committee to representatives of other groups and to individuals. 

 

3. A District Evaluation Advisory Committee is not required and the Board of 

Education shall have the discretion to establish a District Evaluation Advisory 

Committee. 

 

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

 

1. The provisions outlined in Policy and Regulation 3222 and N.J.A.C. 6A:10-2.4 

shall be the minimum requirements for the evaluation 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 Committee or representatives 

from School Improvement Panels, and shall include, but not be limited to, a 

description of:  
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a. Roles and responsibilities for implementation of evaluation policies and 

procedures;  

 

b. Job descriptions, evaluation rubrics for all teaching staff members, the 

process for calculating the summative ratings and each component, and the 

evaluation regulations set forth in N.J.A.C. 6A:10 et seq.; 

 

c. Methods of data collection and reporting appropriate to each job description, 

including, but not limited to, the process for student attribution to teachers, 

Principals, Assistant Principals, and Vice Principals for calculating the 

median and school-wide student growth percentile; 

 

d. Processes for observations for the purpose of evaluation and post-

observation conference(s) by a supervisor; 
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e. Process for developing and scoring student growth objectives; 

 

f. The process for preparation of individual professional development plans; 

and 

 

g. The process for preparation of an annual performance report by the teaching 

staff memberôs designated supervisor, and an annual summary conference 

between the teaching staff member and his or her designated supervisor.  

 

3. The annual summary conference between the designated supervisor and the 

teaching staff member shall be held before the annual performance report is filed.  

The conference shall occur on or before June 30 of each school year and shall 

include, but not be limited to, a review of the following: 

 

a. The performance of the teaching staff member based upon the job 

description and the scores or evidence compiled using the teaching staff 

memberôs evaluation rubric, including, when applicable: 

 

(1) The educatorôs practice instrument; and 

 

(2) Available indicators or student achievement measures such as 

student growth objective scores and student growth percentile scores. 

 

b. The progress of the teaching staff member toward meeting the goals of the 

individual professional development plan or, when applicable, the corrective 

action plan; and  
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c. The preliminary annual performance report.  

 

4. If any scores for the teaching staff memberôs evaluation rubric are not available at 

the time of the annual summary conference due to pending assessment results, the 

annual summative evaluation rating shall be calculated once all component ratings 

are available. 

 

5. The annual performance report shall be prepared by the teaching staff memberôs 

designated supervisor and shall include, but not be limited to:  
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a. A summative rating based on the evaluation rubric; 

 

b. Performance area(s) of strength and area(s) needing improvement based 

upon the job description and components of the teaching staff memberôs 

evaluation rubric; and 

 

c. The teaching staff memberôs individual professional development plan or 

corrective action plan from the evaluation year being reviewed in the report. 

 

6. The teaching staff member and the designated supervisor shall sign the report 

within five teaching staff member working days of the review. 

 

7. The Board of Education shall include all performance reports and supporting data, 

including, but not limited to, written observation reports and additional components 

of the summative evaluation rating as part of the teaching staff memberôs personnel 

file or in an alternative, confidential location.  If reports and data are stored in an 

alternative location, the personnel file shall clearly indicate the reportôs location and 

how it can be easily accessed.  The records shall be confidential and shall not be 

subject to public inspection or copying pursuant to the Open Public Records Act, 

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

 

H. Corrective Action Plans for Teaching Staff Members ï N.J.A.C. 6A:10-2.5 

 

1. For each teaching staff member rated ineffective or partially effective on the annual 

summative evaluation, as measured by the evaluation rubrics, a corrective action 

plan shall be developed by the teaching staff member and the teaching staff 

memberôs designated supervisor.  If the teaching staff member does not agree with 

the corrective action planôs content, the designated supervisor shall make a final 

determination.   
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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 year following the year of evaluation, except: 

 

a. If the ineffective or partially effective summative evaluation rating is 

received after October 1 of the school year following the year of evaluation, 

a corrective action plan shall be developed, and the  
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teaching staff member and his or her designated supervisor shall meet to discuss the 

corrective action plan within twenty-five teaching staff member working 

days following the school districtôs receipt of the teaching staff memberôs 

summative rating. 

 

3. The content of the corrective action plan shall replace the content of the individual 

professional development plan required pursuant to N.J.A.C. 6A:9C-4.3(a) and 

4.4(a) and shall: 

 

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

member evaluation rubric; 

 

b. Include specific, demonstrable goals for improvement; 

 

c. Include responsibilities of the evaluated employee and the school district for 

the planôs implementation; and 

 

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

 

4. The teaching staff memberôs designated supervisor and the teaching staff member 

on a corrective action plan shall discuss the teaching staff memberôs progress 

toward the goals outlined in the corrective action plan during each required post-

observation conference.  The teaching staff member and his or her designated 

supervisor may update the goals outlined in the corrective action plan to reflect any 

change(s) in the teaching staff  memberôs progress, position, or role.    

 

5. Progress toward the teaching staff memberôs goals outlined in the corrective action 

plan:  

 

a. Shall be documented in the teaching staff memberôs personnel file and 

reviewed at the annual summary conference and the mid-year evaluation.  

Both the teaching staff member on a corrective action plan and his or her 

designated supervisor may collect data and evidence to demonstrate the 
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teaching staff memberôs progress toward his or her corrective action plan 

goals; and 

 

b. May be used as evidence in the teaching staff memberôs next annual 

summative evaluation; however, such progress shall not guarantee an 

effective rating on the next summative evaluation. 
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6. Responsibilities of the evaluated teaching staff member on a corrective action plan 

shall not be exclusionary of other plans for improvement determined to be 

necessary by the teaching staff memberôs designated supervisor. 

 

7. The corrective action plan shall remain in effect until the teaching staff member 

receives his or her next summative evaluation rating. 

 

8. There shall be no minimum number of teaching staff member working days a 

teacherôs corrective action plan can be in place. 

 

I. Required Observations for Teaching Staff Members ï N.J.A.C. 6A:10-6.2 

 

1. The Superintendent shall determine the duration of observations required pursuant 

to N.J.S.A. 18A:27-3.1 for nontenured teaching staff members, except teachers, 

Principals, Vice Principals, and Assistant Principals.  Observations include, but are 

not limited to, observations of meetings, student instruction, parent conferences, 

and case-study analysis of a significant student issue.  The observation shall: 

 

a. Be at least twenty minutes in length; 

 

b. Be followed within fifteen teaching staff member working days by a 

conference between the supervisor who made the observation and the 

nontenured teaching staff member; 

 

c. Be followed by both parties to such a conference signing the written or 

electronic observation report and each retaining a copy of his or her records; 

and 

 

d. Allow the nontenured teaching staff member to submit his or her written 

objection(s) of the evaluation within ten teaching staff member working 

days following the conference.  The objection(s) shall be attached to each 

partyôs copy of the annual performance report. 
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2. All tenured teaching staff members shall receive at least one observation per school 

year. 
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3. All nontenured teaching staff members shall receive at least three observations, as 

required pursuant to N.J.S.A. 18A:27-3.1. 

 

a. The required observations and evaluations for nontenured teaching staff 

members shall take place before April 30 each year.  These observations and 

evaluations may cover that period between April 30 of one year and April 

30 of the succeeding year except in the case of the first year of employment 

where the three observations and evaluations must have been completed 

prior to April 30.   

 

b. The number of required observations and evaluations for nontenured 

teaching staff members may be reduced proportionately when an individual 

teaching staff member's term of service is less than one academic year. 

 

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

 

 

Adopted:  6 October 2021 
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4. Copies of the Individual Performance Development Plan will be placed in the 

teaching staff memberôs annual performance report and given to the teaching staff 

member.  The degree to which the teaching staff member achieved the requirements 

of the previous plan will be a measure of the staff memberôs annual performance 

evaluation. 

 

5. It is the duty of the teaching staff member to implement the plan as prepared; 

his/her failure to do so may result in disciplinary action up to and including 

certification of tenure charges. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

 

Adopted:  19 October 2011 



REGULATION 

 

 

ESSEX FELLS 

BOARD OF EDUCATION  

TEACHING STAFF MEMBERS 

R 3223.1/page 1 of 6 

Evaluation of Nontenured Administrators 

M  

 

R 3223.1  EVALUATION  OF NONTENURED ADMINISTRATORS 

 

The observation and evaluation of nontenured administrators will be conducted by appropriate 

administrative staff members.  Evaluation will be conducted in accordance with the following 

procedures. 

 

A. Evaluation Criteria 

 

1. Evaluation criteria for each administrative position will derive from the job 

description for the position and will relate directly to each of the tasks described.  

Wherever possible each set of evaluation criteria will be: 

 

a. Briefly stated and focused on major criteria of the position, 

 

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

judgment, 

 

c. Generic, covering a number of specific positions, and 

 

d. Written in the same format and in a direct, simple style. 

 

2. Maintenance of administrative job evaluation criteria will be the responsibility of 

the Superintendent.  Evaluation criteria will be reviewed annually, and 

 

a. Whenever the corresponding job description is revised, or 

 

b. On the request of a single job holder. 

 

3. Each nontenured administrator will be sent a copy of the current evaluation criteria 

for his/her position annually by the Superintendent.  Any revisions thereto shall be 

provided to each holder of that job within thirty working days of its adoption.  

Suggested revisions to evaluation criteria by job holders shall be referred initially to 

the job holderôs immediate supervisor for review. 

 

B. Collection of Evaluation Data 

 

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

 

1. Direct observation of the administrator in the course of performing an assigned 

duty; 
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2. Review of a product from the administrator that results from the performance of 

his/her assigned duties; 

 

3. Interviews of the administrator regarding his/her knowledge of assigned duties; 

 

4. Paper and pencil instruments (such as competency tests, pupil surveys, and the 

like); 

 

5. Audio-visual monitoring of the administrator in the performance of his/her assigned 

duties; and 

 

6. Reference to previous performance reports. 

 

C. Observations 

 

1. Nontenured administrators will be evaluated no fewer than three times in every 

school year and at least once during each semester.  A nontenured administrator 

employed fewer than sixty days in the school year may be observed and evaluated 

only once during the school year, and a nontenured administrator employed fewer 

than one hundred twenty days in the school year may be observed and evaluated 

only twice during the school year. 

 

2. The evaluator shall confer with the administrator at the beginning of each three 

month period, the first of such periods commencing at the beginning of the school 

year.  They shall together determine the job performance that will be observed.  The 

period of the observation will be appropriate to the performance to be observed and 

will be conducted in as few separate sessions as possible.  The evaluator shall 

record each separate instance of observation and the activity observed. 

 

3. Wherever possible, multiple observations that focus on different areas of 

responsibility are desirable.  Multiple observations should be spread over time to 

allow time for improvement. 

 

4. Each observation will be recorded on a separate form and a copy sent to the 

nontenured administrator within seventy-two hours prior to the observation 

conference. 
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D. Evaluations 

 

1. A written evaluation of each nontenured administrator in the performance of his/her 

duties will be prepared before the end of each three-month period during which a 

nontenured administrator has been evaluated. 

 

2. In addition to the evaluation following each observation or period of observation, 

the evaluator shall prepare a written evaluation of each nontenured administratorôs 

total performance as an employee of the school district.  This evaluation will be 

submitted to the administrator sufficiently in advance of the conference to enable 

the administrator or the Superintendent to amend it.  It will be appended to the 

evaluation based on performance observation and will be presented to the 

administrator at the conference. 

 

E. Post Observation Conferences 

 

1. No later than the end of each three-month period of observation, the administrator 

and the evaluating supervisor shall hold a conference to discuss the evaluation 

reports prepared in accordance with D1 and D2 above. 

 

2. The post observation conference will be conducted for the purpose of confirming 

the accuracy of the material collected, providing a forum for feedback, and 

providing assistance to the administrator whenever the need for such aid is 

indicated.  In addition, the evaluator must point up the effects of the observation (if 

any) on the administratorôs annual evaluation.  Sufficient time should be scheduled 

for a full discussion of the issues involved. 

 

3. Two copies of the written evaluation will  be prepared and both the supervisor and 

the nontenured administrator shall sign each copy and retain one copy. 

 

4. If the nontenured administrator so wishes, he/she may prepare a written disclaimer 

to the evaluation.  Any disclaimer will be appended to the evaluation, provided it is 

received not more than ten calendar days after the conference. 

 

5. Each observation report will be filed in the administratorôs personnel file.  A copy 

will be provided to the administrator within ten working days of the conference. 
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F. Annual Performance Conference and Report 

 

1. An annual performance conference will be held with each nontenured administrator 

by the evaluator who prepared the annual performance report (whenever possible) 

before the administratorôs annual performance report is filed. 

 

2. The annual performance conference will include a review of the: 

 

a. Administratorôs performance based upon his/her job description, 

 

b. Administratorôs progress toward the objectives of his/her Individual 

Performance Improvement Plan developed at the previous annual 

conference (if applicable), and 

 

c. Available indicators of pupil progress and growth toward their program 

objectives (if applicable). 

 

3. The purpose of the annual performance conference is to provide for a total review 

of the yearôs work, to identify strategies for improvement where necessary, and to 

recognize achievement and good practice.  Adequate time should be allotted for the 

conference in order to cover the required topics of discussion and to permit a full 

exploration of the possible solutions to any problems identified. 

 

4. The annual performance report will  be signed by the evaluator at the time of the 

conference and by the nontenured administrator within five working days of the 

conference.  The signature of the administrator will not necessarily be construed to 

indicate assent with the report. 

 

5. The administrator shall have up to ten working days following the conference to 

add material to the report not included by the evaluator. 

 

6. Each annual performance report shall be filed in the administratorôs personnel file.  

A copy will be provided to the staff member within ten working days of the 

conference. 

 

G. Review of Pupil Progress and Growth 

 

1. A review will be conducted, at least annually, of pupil progress and growth in each 

class, for the purpose of determining whether or not changes in the performance of 

the administrator or in the program would lead to improved results by the pupils 

during the subsequent school year. 
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2. The review of pupil progress and growth will be made by an evaluator who is 

familiar with the pupils involved and the school context against indicators 

previously determined by the administrator and agreed upon by the Superintendent. 

 

3. A summary of the pupil progress and growth data and its implications will be 

placed in the administratorôs annual performance report.  If applicable, the pupil 

progress and growth report will be one measure of the administratorôs annual 

performance evaluation. 

 

4. If the review of the pupil data reveals that pupils have not made the progress 

expected, the supervisor and staff member shall jointly determine what changes 

should be made to improve pupil performance.  Any such changes are subject to 

approval of the Superintendent before being implemented. 

 

H. Individual Performance Improvement Plan 

 

1. An Individual Performance Improvement Plan will be prepared annually for each 

nontenured administrator to correct deficiencies and to continue professional 

growth.  The plan will derive from the applicable evaluation criteria and focus on 

the most important areas of professional growth for each administrator as 

determined from weaknesses identified in his/her evaluation. 

 

2. The Performance Improvement Plan will be prepared in cooperation with the 

administrator whenever possible and will include: 

 

a. Areas of required growth, 

 

b. Methods of achieving that growth, 

 

c. A schedule for implementation of those methods, and 

 

d. The responsibility of the administrator and the district for implementing the 

plan. 

 

3. At the time the Performance Improvement Plan is prepared, a review will also be 

made of the administratorôs efforts to achieve the prior yearôs plan. 
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4. Copies of the Individual Performance Improvement Plan will be placed in the 

administratorôs annual performance report and given to the administrator.  The 

degree to which the administrator achieved the requirements of the previous plan 

will be a measure of his/her annual performance evaluation. 

 

5. It is the duty of the administrator to implement the plan as prepared; his/her failure 

to do so may result in disciplinary action up to and including dismissal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  19 October 2011 
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R 3223.2  EVALUATION OF TENURED ADMINISTRATORS 

 

The observation and evaluation of tenured administrators will be conducted by appropriate 

administrative staff members.  Evaluation will be conducted in accordance with the following 

procedures. 

 

A. Evaluation Criteria 

 

1. Evaluation criteria for each administrative position will derive from the job 

description for the position and will relate directly to each of the tasks described.  

Wherever possible each set of evaluation criteria will be: 

 

a. Briefly stated and focused on major criteria of the position, 

 

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

judgment, 

 

c. Generic, covering a number of specific positions, and 

 

d. Written in the same format and in a direct, simple style. 

 

2. Maintenance of administrative job evaluation criteria will be the responsibility of 

the Superintendent.  Evaluation criteria will be reviewed annually, and 

 

a. Whenever the corresponding job description is revised, or 

 

b. On the request of a single job holder. 

 

3. Each tenured administrator will be sent a copy of the current evaluation criteria for 

his/her position annually by the Superintendent.  Any revisions will be provided to 

each holder of that job within thirty working days of its adoption.  Suggested 

revisions to evaluation criteria by job holders will be referred initially to the job 

holderôs immediate supervisor for review. 

 

B. Collection of Evaluation Data 

 

Data will be gathered any one or more of the following evaluation methods: 
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1. Direct observation of the administrator in the course of performing an assigned 

duty; 

 

2. Review of a product from the administrator that results from the performance of 

his/her assigned duties; 

 

3. Interviews of the administrator regarding his/her knowledge of assigned duties; 

 

4. Paper and pencil instruments (such as competency tests, pupil surveys, and the 

like); 

 

5. Audio-visual monitoring of the administrator in the performance of his/her assigned 

duties; and 

 

6. Reference to previous performance reports. 

 

C. Observations 

 

1. Tenured administrators will be evaluated at least once during each school year. 

 

2. The evaluator shall confer with the administrator at the beginning of each school 

year.  They shall together determine the job performance that will be observed.  The 

observation period will occupy not less than one hourôs time. 

 

3. Each observation will be recorded on a separate form and a copy sent to the tenured 

administrator within seventy-two hours prior to the observation conference. 

 

D. Evaluations 

 

1. A written evaluation of each tenured administrator in the performance of his/her 

duties will be prepared within fifteen calendar days of the observation. 

 

2. In addition to the evaluation following each observation or period of observation, 

the evaluator shall prepare a written evaluation of each tenured administratorôs total 

performance as an employee of the school district.  This evaluation will be 

submitted to the administrator sufficiently in advance of the conference to enable 

the administrator or the Superintendent to amend it.  It will be appended to the 

evaluation based on performance observation and will be presented to the 

administrator at the conference. 
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E. Post Observation Conferences 

 

1. No later than fifteen days after the observation, the administrator and the evaluating 

supervisor shall hold a conference to discuss the evaluation reports prepared in 

accordance with D1 and D2 above. 

 

2. The post observation conference will be conducted for the purpose of confirming 

the accuracy of the material collected, providing a forum for feedback, and 

providing assistance to the administrator whenever the need for such aid is 

indicated.  In addition, the evaluator must point up the effects of the observation (if 

any) on the administratorôs annual evaluation.  Sufficient time should be scheduled 

for a full discussion of the issues involved. 

 

3. Two copies of the written evaluation will be prepared and both the supervisor and 

the tenured administrator shall sign each copy and retain one copy. 

 

4. If the tenured administrator so wishes, he/she may prepare a written disclaimer to 

the evaluation.  Any disclaimer will be appended to the evaluation, provided it is 

received not more than ten calendar days after the conference. 

 

5. Each observation report will be filed in the administratorôs personnel file.  A copy 

will be provided to the administrator within ten working days of the conference. 

 

F. Annual Performance Conference and Report 

 

1. An annual performance conference will be held with each tenured administrator by 

the evaluator who prepared the annual performance report (whenever possible) 

before the administratorôs annual performance report is filed. 

 

2. The annual performance conference will include a review of the: 

 

a. Administratorôs performance based upon his/her job description, 

 

b. Administratorôs progress toward the objectives of his/her Individual 

Performance Improvement Plan developed at the previous annual 

conference (if applicable), and 

 

c. Available indicators of pupil progress and growth toward their program 

objectives (if applicable). 
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3. The purpose of the annual performance conference is to provide for a total review 

of the yearôs work, to identify strategies for improvement where necessary, and to 

recognize achievement and good practice.  Adequate time should be allotted for the 

conference in order to cover the required topics of discussion and to permit a full 

exploration of the possible solutions to any problems identified. 

 

4. The annual performance report will be signed by the evaluator at the time of the 

conference and by the tenured administrator within five working days of the 

conference.  The signature of the administrator wil l not necessarily be construed to 

indicate assent with the report. 

 

5. The administrator shall have up to ten working days following the conference to 

add material to the report not included by the evaluator. 

 

6. Each annual performance report shall be filed in the administratorôs personnel file.  

A copy will be provided to the staff member within ten working days of the 

conference. 

 

G. Review of Pupil Progress and Growth 

 

1. A review will be conducted, at least annually, of pupil progress and growth in each 

class, for the purpose of determining whether or not changes in the performance of 

the administrator or in the program would lead to improved results by the pupils 

during the subsequent school year. 

 

2. The review of pupil progress and growth will be made by an evaluator who is 

familiar with the pupils involved and the school context against indicators 

previously determined by the administrator and agreed upon by the Superintendent. 

 

3. A summary of the pupil progress and growth data and its implications will be 

placed in the administratorôs annual performance report.  If applicable, the pupil 

progress and growth report will be one measure of the administratorôs annual 

performance evaluation. 

 

4. If the review of the pupil data reveals that pupils have not made the progress 

expected, the supervisor and administrator shall jointly determine what changes 

should be made to improve pupil performance.  Any such changes are subject to 

approval of the Superintendent before being implemented. 
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H. Individual Performance Improvement Plan 

 

1. An Individual Performance Improvement Plan will be prepared annually for each 

tenured administrator to correct deficiencies and to continue professional growth.  

The plan will derive from the applicable evaluation criteria and focus on the most 

important areas of professional growth for each administrator as determined from 

weaknesses identified in his/her evaluation. 

 

2. The Performance Improvement Plan will be prepared in cooperation with the 

administrator whenever possible and will include: 

 

a. Areas of required growth, 

 

b. Methods of achieving that growth, 

 

c. A schedule for implementation of those methods, and 

 

d. The responsibility of the administrator and the district for implementing the 

plan. 

 

3. At the time the Performance Improvement Plan is prepared, a review will also be 

made of the administratorôs efforts to achieve the prior yearôs plan. 

 

4. Copies of the Individual Performance Improvement Plan will be placed in the 

administratorôs annual performance report and given to the administrator.  The 

degree to which the administrator achieved the requirements of the previous plan 

will be a measure of his/her annual performance evaluation. 

 

5. It is the duty of the administrator to implement the plan as prepared; his/her failure 

to do so may result in disciplinary action up to and including certification of 

charges. 
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R 3230  OUTSIDE ACTIVITIES 

 

A. Outside Employment 

 

1. A full -time employee may engage in outside employment only when such 

employment does not: 

 

a. Constitute a conflict of interest, 

 

b. Occur at a time when the employee has assigned district duties, or 

 

c. Diminish the employeeôs efficiency in performing assigned district duties. 

 

2. A full -time employee who engages in employment outside the district shall report 

that employment to the Principal. 

 

B. Private Enterprise 

 

1. No employee may conduct activities on school district property designed to advance 

a private enterprise without the express permission of the Principal.  Permission will 

not be given for solicitations or collections on behalf of a private enterprise. 

 

2. No employee may, on school premises, advertise, recruit, or finance trips for pupils 

other than those expressly approved by the Board of Education. School property 

may not be used as the point of departure or arrival for any such privately arranged 

trip. 

 

C. Outside Associations 

 

Employees should avoid conduct and associations outside the classroom that, if known, 

would have an adverse or harmful effect upon pupils or the instructional program. 
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R 3232  TUTORIAL SERVICES 

 

A. Tutoring in the Instructional and Athletic Program 
 

1. Teachers or coaches will make every reasonable effort to assist pupils assigned to 

them who need extra help in the reinforcement of skills. 
 

2. In-school tutoring or coaching assistance may be given during the course of the 

school day or during the periods immediately before or after the school day. 
 

3. In-school tutoring and coaching is part of a teaching staff memberôs district 

responsibility and no teacher or coach may charge a fee for such services. 
 
B. Tutoring or Coaching Outside the School 
 

1. A teacher or coach who believes that a pupil would profit educationally by regularly 

scheduled outside tutorial or coaching help will so inform the Building Principal.  

No such recommendation may be made until the teacher or coach has offered extra 

help in accordance with paragraph A. 
 

2. If the Building Principal concurs in the teacherôs recommendation, he/she will 

notify the pupilôs parent(s) or legal guardian(s). 
 

3. The responsibility of securing a tutor or coach rests with the parent or legal 

guardian, but the teacher or coach and, where applicable, the pupilôs guidance 

counselor should be prepared to discuss the pupilôs performance and needs with the 

parent(s) or legal guardian(s). 
 

4. On the parentôs or legal guardianôs written request (in accordance with Policy No. 

8330), the teacher or coach should cooperate with the tutor or coach providing 

services, in providing information and materials used in class and in specifying 

skills needing reinforcement. 
 

5. Private tutoring or coaching is to be provided off school premises, and 

reimbursement is to be made by the pupil or parent(s) or legal guardian(s) directly 

to the tutor or coach. 
 

6. Teachers and coaches are prohibited from providing private tutoring or coaching 

services to pupils assigned to them in the regular school program.  A teacher or 

coach who tutors or coaches a pupil privately may not participate as a member of an 

evaluation team or special review assessment team for that pupil. 
 

7. No tutoring or coaching for which a teacher or coach receives a fee shall be carried 

on in the school building. 
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R 3232.1  HOME SERVICES 

 

Home teachers/therapists shall be required to complete a record of their attendance and hours (time 

sheets).  Parent(s) or legal guardian(s) are required to sign-off on the teacher's/therapist's time 

sheet for each home session. 

 

It can be difficult to predict when a child is getting sick or when there will be inclement weather.  

Therefore, the following guidelines shall be followed for home services for our teachers and 

parent(s) or legal guardian(s) when necessary: 

 

1. Home services will not be provided if school is not scheduled.  Teachers/ therapists 

shall follow the calendar of the school the child attends. 

 

2. If the child is absent from school or sent home sick, the teacher/therapist will not 

provide services in the home on the day of the pupil's absence from school or while 

the pupil is home with a communicable illness. 

 

3. Home services will not be provided or rescheduled when there are school closings 

or snow days. 

 

4. If inclement weather arises during the school day, scheduled home services during 

inclement weather will be provided at the teacher's/therapist's discretion. 

 

5. If a home session is canceled due to teacher's/therapist's illness, the service provider 

wil l attempt to reschedule session(s) missed within the month the absence occurred. 

 

It is suggested a parent(s) or legal guardian(s) and a teacher/therapist exchange phone numbers to 

avoid miscommunications and missed appointments.  Any questions regarding the implementation 

of this procedure shall be directed to the child's case manager. 
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R 3233  POLITICAL ACTIVIT IES 

 

A. Prohibited Activities  

 

The following political activities are prohibited on school district premises: 

 

1. Posting of political circulars or petitions on bulletin boards that are not sponsored 

by the school and included as part of the school curriculum and/or program; 

 

2. The distribution to employees, whether by placing in their school mailboxes or 

otherwise, of political circulars or petitions, except as delivered by the U.S. Postal 

Service; 

 

3. Collection of and solicitation for campaign funds; 

 

4. Solicitation for campaign workers; 

 

5. Use of pupils for writing or addressing political materials or the distribution of such 

materials to or by pupils; 

 

6. Display of any materials that promote the candidacy of any candidate for office by a 

person working on an election day in a district facility used as a polling place; and 

 

7. Any activity in the presence of pupils while on school property, which activity is 

intended and/or designed to promote, further or assert a position(s) on labor 

relations issues. 

 

B. Permitted Activities 

 

The following political activities are permitted on school premises. 

 

1. Conduct of pupil and employee elections and any campaigning connected with 

those elections. 

 

2. Classroom discussion and study of politics and political issues, when such 

discussion and study are appropriate to studies such as history, current events, or 

political science. 
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3. Distribution of political materials when approved by the Superintendent and when 

relevant to the class, curriculum, and maturity of the pupils.  Any such material 

shall be presented by the teacher without bias or discrimination. 

 

C. Nothing in this Regulation shall be interpreted to impose a burden on the constitutionally 

protected speech or conduct of a staff member or pupil. 
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R 3240  PROFESSIONAL DEVELOPMENT 

 

A. Professional Development Plans 

 

The school district will develop and implement professional development plans for teachers 

aligned with the requirements and the Professional Development Standards set forth in 

N.J.A.C. 6A:9.  The districtôs professional development activities shall: 

 

1. Improve teachers' understanding of the content and pedagogy related to their 

teaching assignment; 

 

2. Promote individual and collaborative professional learning with adequate and 

consistent time for teachers, including English as a second language, gifted and 

talented, bilingual and special education teachers, to work together in and across 

content areas and grade levels to review pupil work, analyze classroom assessments 

and other achievement data, critique lesson plans, and solve instructional problems; 

 

3. Include evaluation and analysis of professional development results in order to 

improve professional development by reviewing the following: 

 

a. Pupil test scores, work products, and attitudinal measures; 

 

b. Progress made in achieving professional development goals; 

 

c. Staff feedback on the effectiveness of professional learning activities and 

Professional Development Plans; 

 

d. Analysis of the costs associated with professional development 

opportunities in relation to the impact on pupil achievement and district 

goals; 

 

4. Include ongoing analysis by administrators and teachers regarding the effectiveness 

of implementation of professional development initiatives; and 

 

5. Include school district support through policies and adequate resources. 

 

Al l school leaders shall develop and implement a professional growth plan aligned with the 

requirements and the Professional Development Standards set forth in N.J.A.C. 6A:9. 
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B. Professional Development Programs 

 

1. Teaching staff members may be excused from the performance of their duties, 

without loss of compensation, for participation in relevant professional 

development programs, provided such participation: 

 

a. Meets the requirements of Policy No. 3240 and this regulation; and  

 

b. Has received final advance approval in accordance with paragraph B.5. 

below. 

 

2. The use of school district funds for travel expenditures for professional 

development activities shall be in accordance with N.J.S.A. 18A:11-12 and the 

State of New Jersey Department of the Treasury, Office of Management and Budget 

Circulars   08-19-OMB and 06-14-OMB (OMB Circulars) and any superseding 

circulars pertaining to travel, meals, events, and entertainment, and the additional 

requirements set forth in N.J.A.C. 6A:23A-7 et seq. 

 

3. A written request for permission to participate in a professional meeting must be 

submitted to the Superintendent or designee forty-five working days prior to the 

meeting when possible.  The request will include: 

 

a. The date, time, and place of the meeting; 

 

b. The name and address of the sponsoring organization; and 

 

c. The purpose of the meeting and its anticipated value to the school or district. 

 

4. The request will be evaluated considering:  

 

a. The memberôs participation in other professional meetings; 

 

b. Other requests for participation in the same meeting; 

 

c. The value to the school and/or district of the memberôs participation; 
 

d. The requirements as outlined in N.J.A.C. 6A:23A-7 et seq.; and 
 

e. Remaining available budgetary allocations for professional development 

activities. 
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5. The Superintendent or designee will grant or deny permission to attend the activity 

pending Board approval.  The Board of Education must approve all travel 

expenditures in accordance with N.J.S.A. 18A:11-12 and State of New Jersey 

Department of the Treasury, Office of Management and Budget Circulars                

08-19-OMB and 06-14-OMB (OMB Circulars) and any superseding circulars 

pertaining to travel, meals, events and entertainment, and the additional 

requirements set forth in N.J.A.C. 6A:23A-7 et seq. 

 

6. In order to receive reimbursement, each teaching staff member excused from 

his/her duties to attend a professional development program or activity shall prepare 

and submit to the Superintendent or designee, with a copy to the School Business 

Administrator/Board Secretary after the program or activity, an original, written 

summary report of the meeting that includes: 

 

a. The primary purpose of the travel; 

 

b. The key issues addressed at the event; and  

 

c. The relevance to improving instruction or the operations of the school 

district. 

 

7. Copies of the memberôs report will be distributed to such other teaching staff 

members as will benefit from the shared experience and information.  The 

participant may be required to meet with other teaching staff members to discuss 

the meeting. 

 

8. Any vouchers and claims for payment to be reimbursed pursuant to Policy No. 3240 

shall be submitted to the School Business Administrator/Board Secretary, along 

with supporting receipts and other appropriate documentation, no later than ten 

working days after the meeting. 

 

C. Required Professional Development for Teachers 

 

1. Each active teacher shall be required to complete 100 clock hours of approved 

professional development every five years in accordance with the requirements of 

N.J.A.C. 6A:9-15.2.  At least two hours of instruction in suicide prevention must be 

part of the 100 clock hours of professional development in accordance with the 

provisions of N.J.S.A. 18A:6-111. 
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