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4321- ACCEPTABLE USE OF COMPUTER NETWORK(S)/ COMPUTERS AND 
RESOURCES BY SUPPORT STAFF MEMBERS  

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 “system administrators” referred to herein as employees of the school district who 
administer the school district computer network(s)/computers and the system 
administrators reserve the right to monitor all activity on network(s)/computer 
facilities/computers.  

  
Because of the complex association between so many government agencies and 

computer network(s)/computers, support staff members must adhere to strict regulations. 
Regulations are provided here so that support staff members are aware of their 
responsibilities. The school district may modify these regulations at any time by 
publishing modified regulations on the network(s) and elsewhere.  

  
Support staff members are responsible for good behavior on computer 

network(s)/computers. Communications on the computer network(s)/computers are often 
public in nature. Policies and Regulations governing support staff members behavior and 
communications apply. The school district’s network(s), Internet access and computers 
are provided to conduct research and as a tool for instruction and to communicate with 
others. Access to computer network services/computers is given to support staff members 
who are expected to act in a considerate, responsible and professional manner. Access is 
a privilege, not a right. Access entails responsibility. Individual users of the district 
computer network(s)/computers are responsible for their behavior and communications 
over the computer network(s)/computers. It is presumed that users will comply with 
district standards. Beyond the clarification of such standards, the district is not 
responsible for the actions of individuals utilizing the computer network(s)/computers 
who violate the policies and regulations of the Board.  

  
Computer network(s)/computer storage areas shall be treated in the same manner 

as other school storage facilities. Computer network(s)/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. Users should expect all files stored on district servers will be 
available for review by district and/or school administrators as appropriate.  
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Within reasonable limits, freedom of speech and access to information will be 
honored.  

  
Behaviors including but not limited to the following are prohibited:  

  
1. Sending or displaying offensive messages or pictures;  
  
2. Using obscene language;  
  
3. Harassing, insulting or attacking others;  
  
4. Damaging, degrading or disrupting computers, computer systems or 

computer network(s)/ computers;  
  
5. Violating copyright laws;  
  
6. Using another’s password;  
  
7. Trespassing in another’s folders, work or files;  
  
8. Intentionally wasting limited resources;  
  
9. Employing the network(s)/computers for commercial purposes;   
  
10. Engaging in other activities which do not advance the educational 

purposes for which computer network(s)/computers are provided;  
  
11. Stealing data or other intellectual projects;  
  
12. Forging electronic mail messages;  
  
13. Posting anonymous messages;  
  
14. Accessing school computers for other than educational purposes; and/or  
  
15. Any other unethical, unacceptable, illegal and/or inappropriate activity.  

  
Information Content and Uses of the System  
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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 non-school related business or solicit the 
performance of any activity which is prohibited by law or is non-educational.  

  
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. 
Support staff members are advised that some systems may contain defamatory, 
inaccurate, abusive, obscene, profane, sexually oriented, threatening, racially offensive, 
or otherwise illegal material and are to supervise pupil use of computers and the Internet. 
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. Support staff members 
should discipline pupils knowingly bringing such materials into the school environment 
in accordance with Board policies and regulations and inform pupils that such activities 
may result in termination of such pupil’s accounts on the computer network(s) and their 
independent use of computers.  
  
On-line Conduct  
  

Any action by a support staff member or other user of the school district’s 
computer network(s)/computers that is determined by a system administrator to constitute 
an inappropriate use of computer network(s)/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 agree to indemnify the Nutley School District and the system administrators 

for any losses, costs, or damages, including reasonable attorney’s fees incurred by the 
Board relating to, or arising out of any breach of this section by the user.  
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Computer network(s)/computer resources are to be used by the user for his/her 

educational use only; commercial uses are strictly prohibited.  
  
Software Libraries on the Network(s)  
  

Software libraries on the network(s) are provided to support staff members as an 
educational resource. No support staff member 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(s)/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(s)/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 and Internet Relay Chat Room 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(s). The system administrators or the 
school administration, 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 or the school administration, at their sole discretion, further reserve 
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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(s)/computers or terminate the 
account of a member who misuses real-time conference features (talk/chat/Internet relay 
chat) etc.  
  
Electronic Mail  
  

Electronic mail (“E-mail”) 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(s) must have an educational or 
administrative purpose and are subject to review. A sender of an E-mail message should 
expect the E-mail messages will be reviewed by the system administrators or the school 
administration. Messages received by the system are retained on the system until deleted 
by the recipient or for a maximum of thirty calendar days. A canceled account will not 
retain its E-mail. Members are expected to remove old messages within thirty calendar 
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 network(s) 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  
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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(s), 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(s)/computers or may be terminated 
as a user and be subject to other disciplinary action.  
  
Vandalism  
  

Vandalism will result in cancellation of system privileges and other disciplinary 
measures. 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(s)/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(s)/computers should be used 
judiciously. Printing for other than educational, or school related purposes is prohibited.  
  
Violations  
  

Violations of the Acceptable Use of Computer Network(s)/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 No. 4321, 
Support Staff Members, Acceptable Use of Computer Network(s)/Computers and 
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Resources, Policy No. 4150, Support Staff Member Discipline, 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 Systems Manager in matters relating to the use of computer network(s)/computers 
and by the Superintendent or designee in matters of discipline or employee suspension or 
actions by the authorities deemed to be the appropriate course of action.  
  

Individuals violating this policy shall be subject to the consequences as indicated 
in Policy No. 2361 and other appropriate discipline which includes but are not limited to:  
  

1. Use of Computer Network(s)/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 employment;  
  
7. Legal action and prosecution by the authorities; 

  
 8. Any appropriate action that may be deemed necessary as determined by 

the Superintendent and approved by the Board of Education. 
  
Decisions of the Systems Manager may be appealed in accordance with the 

appropriate employee grievance procedure. 
  
Adopted:  
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4352- SEXUAL HARASSMENT OF SUPPORT STAFF MEMBERS COMPLAINT 
PROCEDURE 

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

  
1. Gender-based Harassment - Gender-based harassment that includes acts of 

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

  
2. Hostile Environment Sexual Harassment - Sexual harassing conduct 

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

  
3. Quid Pro Quo Harassment - When a school staff member explicitly or 

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

  
B. Grievance Procedure 
  

The following Grievance Procedure shall be used for an allegation(s) of 
harassment of school staff members by other school staff members: 
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1. Reporting of Sexual Harassment Conduct 
  

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

  
b. The school district can learn of sexual harassment through other 

means such as from a witness to an incident, an anonymous letter, 
or telephone call. 

  
c. A report to the school Building Principal or an immediate 

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

  
d. In the event the report alleges conduct by the Building Principal or 

the Affirmative Action Officer, the Superintendent will designate a 
school official to assume the Building Principal’s or Affirmative 
Action Officer’s responsibilities, as outlined in Policy No. 4352 
and this Regulation. 

  
2. Affirmative Action Officer’s Investigation 

  
a. Upon receipt of any report of potential sexual harassment conduct, 

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

  
b. When a school staff member provides information or complains 

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

  
d. The Affirmative Action Officer may request a staff member 

involved in the investigation to assist in the investigation. 
  
e. The Affirmative Action Officer will provide a copy of Board 

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

  
f. Any person interviewed by the Affirmative Action Officer may be 

provided an opportunity to present witnesses and other evidence. 
  
g. The Affirmative Action Officer and/or Superintendent will contact 

law enforcement agencies if there is potential criminal conduct by 
any party. 

  
h. The school district administration may take interim measures 

during an Affirmative Action Officer’s investigation of a 
complaint. 

  
i. The Affirmative Action Officer will consider particular issues of 

welcomeness based on the allegations. 
  

3. Investigation Results 
  
a. Upon the conclusion of the investigation, but not later than ten 

working days after reported to the Affirmative Action Officer, the 
Affirmative Action Officer will prepare a summary of findings to 
the parties.  At a minimum, this summary shall include the 
person(s) providing notice to the school district and the staff 
member(s) who was alleged to be sexually harassed. 
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b. The Affirmative Action Officer shall make a determination 
whether sexual harassment conduct was present. 

  
c. If the Affirmative Action Officer concludes sexual harassment 

conduct was not, or is not present, the investigation is concluded. 
  

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

  
e. In the event the Affirmative Action Officer determines a hostile 

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

  
f. In some situations, the school district may need to provide other 

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

  
g. The Superintendent will take steps to avoid any further sexual 

harassment and to prevent any retaliation against the staff member 
who made the complaint, was the subject of the harassment, or 
against those who provided the information or were witnesses.  
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The Affirmative Action Officer will inform the sexually harassed 
staff member to report any subsequent problems and will make 
follow-up inquiries to see if there has been any new incidents or 
retaliation. 

  
h. All sexual harassment grievances and accompanied investigation 

notes will be maintained in a confidential file by the Affirmative 
Action Officer. 

  
4. Affirmative Action Officer’s Investigation Appeal Process 

  
a. Any person found by the Affirmative Action Officer’s 

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

  
b. Any person who is not satisfied with the Superintendent’s 

determination may appeal to the Board.  The Board will make its 
determination within forty-five calendar days of receiving an 
appeal from the Superintendent’s determination. 

  
C. Office Of Civil Rights (OCR) Case Resolution 
  

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

  
1. Any alleged victim of sexual harassment may appeal a decision of the 

Affirmative Action Officer, Superintendent, or the Board to the Office of 
Civil Rights (OCR). 

  
2. Any person may report an allegation of sexual harassment to the OCR at 

any time.  If the OCR is asked to investigate or otherwise resolve incidents 
of sexual harassment of school staff members, OCR will consider 
whether:  
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a. The school district has a policy prohibiting sexual harassment and 
a grievance procedure; 

  
b. The school district appropriately investigated or otherwise 

responded to allegations of sexual harassment; and 
  

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 
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4425.1- MODIFIED DUTY EARLY RETURN TO WORK PROGRAM – SUPPORT 
STAFF MEMBERS 

The Modified Duty Early Return to Work Program shall be administered by the 
First Managed Care Option (MCO), the district’s designated Workers’ Compensation 
Coordinator.  
  
A. Filing a Claim Report 
  

1. A staff member must file a written Workers’ Compensation Report if they 
have been injured in the performance of their job.  This Report will be 
available in the main office and the nurse’s office in each school building 
and in the Coordinator’s office. 

  
2. Upon sustaining an on-the-job injury, the staff member shall immediately 

report the injury to their immediate supervisor and report to the school 
nurse.  If the injured staff member is not assigned to a school building 
with a school nurse, the school staff member shall immediately contact the 
Coordinator’s office.  The Coordinator, or designee, will direct the injured 
staff member to a school’s main office, a school nurse, or the workers’ 
compensation physician.   

  
a. In the event the injury requires immediate medical treatment, the 

staff member may be directed to the workers’ compensation 
physician or to the hospital emergency room.  In this case, the 
Report shall be completed by the staff member whenever practical. 

  
b. In the event the staff member gets injured when schools are closed 

or after business hours and the staff member believes the injury 
requires immediate medical treatment the staff member shall: 

  
(1) Go to the hospital emergency room; and 
  
(2) Notify their immediate supervisor as soon as possible after 

the injury. 
  

c. In the event the injured staff member goes to the hospital 
emergency room when schools are closed, the staff member must 
report the injury to the Coordinator the next business day.  The 
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Coordinator may direct the injured staff member to a school nurse 
or to the workers’ compensation physician.  All future medical 
treatment for the injured staff member shall be scheduled through 
the Coordinator’s office. 

  
d. In the event the staff member gets injured when schools are closed 

or after business hours and the staff member believes the injury 
does not require immediate medical treatment, the staff member 
shall: 

  
(1) Immediately notify their immediate supervisor; and 
  
(2) Notify the Coordinator’s office the next business day. 
  

3. The Workers’ Compensation Report shall be forwarded to the 
Coordinator’s office as soon as it is completed by the injured staff 
member. 

  
a. In the event the staff member requires a physician’s examination 

and evaluation, the Coordinator’s office will schedule the 
appointment with the workers’ compensation physician’s office 
and the staff member.   

  
4. Any staff member injured on-the-job and the injury causes the staff 

member to miss work time or prohibits the staff member from fulfilling all 
their job responsibilities must be examined by the workers’ compensation 
physician.  The Coordinator will authorize workers’ compensation time 
off from work for a staff member injured on-the-job only after the staff 
member has been examined by the worker’s compensation physician.  The 
Coordinator may, upon certain circumstances, authorize workers’ 
compensation time from work without requiring an examination by the 
workers’ compensation physician.  

  
5. The Modified Duty Early Return to Work Policy will be attached to the 

Workers’ Compensation Report and this Regulation will be provided to 
the injured staff member upon request. 

  
B. Physician’s Workers’ Compensation Examination and Evaluation 
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1. The Coordinator will provide the workers’ compensation physician a job 
description and a list of required tasks for positions in the school district.  

  
2. Upon completing the medical examination and evaluation, the workers’ 

compensation physician will prepare a report indicating the staff 
member’s physical limitations, if any, that prevent the staff member from 
completing the staff member’s job responsibilities. The workers’ 
compensation physician’s report will also include a diagnosis, to the best 
of the physician’s ability, on the length of recovery for each limitation.  
The physician’s report will be forwarded to the Coordinator. 

  
3. The Coordinator will review the workers’ compensation physician’s report 

and follow-up with the workers’ compensation physician and the staff 
member if the Coordinator needs more information to make a 
determination if modified duty is an option for the injured staff member. 

  
C. Modified Duty Restriction 
  

1. There is no permanent modified duty and all modified duty positions are 
temporary.  

  
2. Upon reviewing the workers’ compensation physician’s report, the 

Coordinator will determine if temporary modified duty is appropriate for 
the staff member.  The Coordinator may determine the staff member 
should be out of work until such time the staff member is able to return to 
work to assume all their job responsibilities.  The Coordinator may also 
determine a date in the future for the staff member to return to work to 
assume temporary modified duties. 

  
3. A medical review and examination by the workers’ compensation 

physician may be required to continue a modified duty assignment beyond 
sixty calendar days. 

  
4. The Board reserves the right to require a staff member returning from 

modified duty to submit to a physical examination before returning to their 
position to assume all the job responsibilities of their position. 

  
5. There will be communications among the Coordinator, the injured staff 

member’s supervisor, the staff member, the workers’ compensation 
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physician, and the workers' compensation insurance provider throughout 
the course of treatment and recovery of the injured staff member. 

  
6. A tracking system will be established for documenting a staff member’s 

status in the Modified Duty Program. 
  
D. Assignment of Job Tasks 
  

1. Assigning modified duty to staff members will be decided on a case-by-
case basis. 

  
2. Job tasks for staff members on modified duty will be determined and 

assigned within the limitations established and approved by the workers’ 
compensation physician.  

   
3. The injured staff member’s immediate supervisor shall provide periodic 

status reports to the Coordinator for any staff member assigned modified 
duty.   

  
4. There is no restriction on the school district location or the type of 

modified duties assigned to a staff member provided it is consistent with 
the limitations detailed by the workers’ compensation physician.  These 
modified duties may be assigned to a full or partial day schedule 
depending on the staff member’s limitations. 

  
5. The modified duties and/or responsibilities will be within the injured staff 

member’s capabilities and a staff member will not be assigned any 
modified duties and/or responsibilities that require any 
certifications/licenses that are not possessed by the injured staff member. 

  
E. Staff Member Requirements 
  

1. Staff members shall perform the job tasks designated by the workers’ 
compensation physician in the physician’s report and assigned by the 
Coordinator.  In the event these job tasks cause discomfort, the staff 
member shall discontinue the specific activity and inform their immediate 
supervisor.  The immediate supervisor will report this information to the 
Coordinator, who will schedule a medical appointment for the staff 
member. 
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2. Staff members are required to follow the Coordinator’s directives 

regarding: 
  

a. Job assignments and tasks; 
  
b. Attending scheduled doctors’ appointments; and 
  
c. Completing and transmitting reports to and from the workers’ 

compensation physician, their immediate supervisor, and the 
Coordinator’s office. 

  
F. Compliance With Laws 
  

The Modified Duty Early Return To Work Program shall be administered 
consistent with the applicable federal and State laws and in accordance with 
provisions of collective bargaining agreements within the district.   

 
 
 
 
 
 
 
 
 
 
Adopted: 
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4432- SICK LEAVE 

A. Eligibility for Sick Leave  
  

1. Each person steadily employed by this district will be paid in full, to the 
limit of his/her entitlement, for days on which the employee is absent from 
work because of:   

  
a. Personal disability due to the employee’s illness or injury;  
  
b. The employee’s exclusion from school by the school district’s 

medical authorities on account of a contagious disease; or   
  
c. The employee’s having been quarantined for a contagious disease 

in his/her immediate household.  
  

2. Whatever the claims of disability, no day of absence shall be considered to 
be a sick leave day on which the employee:   

  
a. Has engaged in or prepared for gainful employment with an 

employer other than the Board;  
  
b. Has participated in a concerted work stoppage; or  
  
c. Has engaged in any activity, vocational or avocational, that clearly 

refutes the employee’s claim of disability or quarantine.  
  
B. Call in Procedures  
  

1. An employee who anticipates a day of disability should make every 
reasonable effort to so notify his/her immediate supervisor no later than 
the day before the absence, to allow sufficient time for the securing of any 
substitute services that may be required.  

  
2. Notice of the disability should include a reasonable estimate of the 

duration of the disability.  
  
3. An employee who becomes aware of his/her disability on the morning of 

the absence must call the Business Administrator at 973-661-8797 
(telephone number) between the hours of 9 a.m. and 4 p.m.  
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4. An employee who becomes disabled during the school day must so inform 

his/her immediate supervisor and/or the Business Administrator as 
promptly as possible and request permission to leave the school premises.  

  
5. In all instances, the employee should call personally to report sick leave. 

An agent may be appointed to call in sick leave only when the employee is 
so incapacitated as to make a personal call inadvisable or impossible.  

  
C. Sick Leave Charges  
  

1. A sick leave absence commences when the absence is called in pursuant to 
paragraph B.   

  
a. An employee who leaves school early because of a disability will 

not be charged with a sick leave day provided the absence 
commences after the hour of 12:00 p.m.   

  
b. A school bus driver who reports a disability after the morning bus 

runs are completed will be charged only one-half a sick leave day.  
  

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

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

for emergency reasons will be charged with a full sick leave day.  
  
4. An employee scheduled for a sick leave absence on a day on which the 

schools do not open because of an emergency (such as a snow day) will 
not be charged with a sick leave day.  

  
D. Verification of Sick Leave  
  

1. An employee absent for reasons of disability more than five consecutive 
working days or more than eight cumulative working days in any one 
month (period of time) shall submit the signed statement of his/her 
physician indicating:  

  
a. The reason for the employee’s absence, as personally known to the 

physician, and  
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b. If the employee is not immediately returning to work, the 

anticipated duration of the employee’s disability.  
  

2. The Board may, at its discretion, require the employee to submit to 
examination by the school medical inspector or a physician designated by 
the school medical inspector.  

  
3. If the results of the examination conducted pursuant to paragraph D2 are 

inconsistent with the statement of the employee’s physician, the two 
examining physicians shall agree in good faith on a third physician, who 
shall examine the employee and whose medical opinion shall be 
conclusive and binding as to the employee’s disability on days claimed for 
sick leave.  

  
E. Readmission After Disability  
  

1. An employee who wishes to return to work after sick leave of more than 
five consecutive working days or more than eight cumulative working 
days in any one month (period of time) shall submit a signed statement of 
his/her physician indicating the employee’s fitness to perform his/her 
duties.  

  
2. The Board may, at it's discretion, require the employee to submit to 

examination by the school medical inspector or a physician designated by 
the school medical inspector.  

  
3. If the results of the examination conducted pursuant to paragraph D2 is 

inconsistent with the statement of the employee’s physician, the two 
examining physicians shall agree in good faith on a third physician, who 
shall examine the employee and whose medical opinion shall be 
conclusive and binding as to the employee’s fitness to return to service.  

  
F. Exhaustion of Sick Leave  
  

1. The Business Administrator or designee will monitor each employee’s 
sick leave bank and charge the employee’s bank of accumulated sick leave 
with sick leave days in accordance with Policy No. 4432 and this 
regulation.  
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2. When it is apparent that an employee on extended sick leave will utilize 
the last sick leave day to which he/she is entitled within five working days, 
the Business Administrator or designee will so inform the employee by 
written notice. The notice will include a statement of the employee’s right 
to request the Board for an extension of sick leave.  

  
3. A request for the extension of sick leave should be submitted to the 

Business Administrator at least thirteen working days in advance of the 
next Board meeting. The request must be accompanied by a physician’s 
signed statement setting forth the nature and anticipated duration of the 
employee’s disability.  

  
4. An employee who anticipates an extended period of disability may apply 

to the Board for a disability leave of absence, during which the employee 
will receive no compensation or benefits, pursuant to Policy No. 4431.  

  
5. Employees are reminded that sick leave extensions and disability leaves of 

absence are not entitlements and will be granted or denied by the Board on 
a case by case basis.  

  
G. Accumulation of Sick Leave  
  

1. Sick leave will be charged, first, to the sick leave newly available in the 
employee’s current contract year and, when that sick leave entitlement is 
exhausted, to the employee’s bank of accumulated sick leave.  

  
2. At the beginning of each contract year, up to ten days of sick leave newly 

available but unused in the prior contract year will be carried forward and 
credited to a full-time employee’s bank of sick leave.  

  
3. The unused sick leave of part-time employees will be accumulated on the 

basis of hours of work rather than days of work.  
  

a. At the close of each contract year, the number of sick leave days 
not used by a part-time employee will be multiplied by the number 
of hours the employee worked in each day or, if the employee 
worked irregular hours, the average number of hours in each 
contract day.  
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b. At the beginning of the following contract year, the total number of 
hours accumulated will be divided by the number of hours, or 
average number of hours, to be worked in each contract day. The 
result constitutes the number of accrued sick leave days the 
employee may claim when he/she has exhausted the sick leave 
days available in the current contract year.  

  
c. When a part-time employee, continuously employed in the district, 

is employed full-time, his/her accumulated sick leave hours will be 
divided by the number of hours in a full working day, and the 
dividend will be multiplied by the number of days he/she worked 
each week as a part-time employee. The product will be divided by 
five, the number of days in a full-time week. The resulting number, 
rounded up to the next full day, represents the number of accrued 
sick leave days in the employee’s sick leave bank.  

  
H. Records  
  

1. The personnel file of each person employed by this district will include an 
accurate record of the employee’s attendance in accordance with Policy 
No. 4211.  

  
2. Each employee’s attendance record will record the reason for any absence.  
  
3. The attendance record will include the accumulated unused sick leave in 

the employee’s sick leave bank. 
  
 
 
Adopted:  
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5519- DATING VIOLENCE AT SCHOOL  

A. Definitions 
  

1. “At school” means in a classroom, or anywhere on school property, school 
bus or school-related vehicle, at an official bus stop, or at any school-
sponsored activity or event whether or not it is on school grounds.  

  
2. “Dating partner” means any person involved in an intimate association 

with another individual that is primarily characterized by the expectation 
of affectionate involvement, whether casual, serious, or long-term. 

  
3. “Dating violence” means a pattern of behavior where one person threatens 

to use, or actually uses physical, sexual, verbal, or emotional abuse to 
control a dating partner. 

  
B. Procedures for Reporting Acts or Incidents of Dating Violence 
  

1. School staff members (administrative staff, instructional staff, support 
staff, and volunteers) shall take all reasonable measures to prevent acts or 
incidents of teen dating violence and are required to report all acts or 
incidents of dating violence at school.   

  
2. All acts or incidents of dating violence at school shall be reported to the 

Principal or designee. 
  

a. This report should be made verbally as soon as possible, but no 
later than the end of the pupil’s school day when the staff member 
witnesses or learns of an act or incident of dating violence at 
school. 

  
b. A written report regarding the act or incident of dating violence at 

school should be submitted to the Principal or designee by the 
reporting staff member no later than one day after the staff member 
witnesses or learns of an act or incident of dating violence at 
school. 
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3. These acts or incidents may include, but are not limited to: 
  

a. Witnessed or receipt of reliable information concerning acts or 
incidents that are characterized by physical, emotional, verbal, or 
sexual abuse; 

  
b. Digital or electronic acts or incidents of dating violence; and/or 
  
c. Patterns of behavior which are threatening or controlling. 

  
C. Guidelines/Protocols for Responding to At-School Acts or Incidents of Dating 

Violence 
  

1. Protocol for All School Staff Members - Any school staff member who 
witnesses or learns of an act or incident of dating violence at school shall 
take the following steps: 

  
a. Separate the victim from the aggressor; 
  
b. Speak with the victim and the aggressor separately; 
  
c. Speak with witnesses or bystanders separately; 
  
d. Verbally report the act or incident to the Principal or designee no 

later than the end of the pupil’s school day; 
  
e. Prepare and submit a written report of the act or incident to the 

Principal or designee no later than one day after the act or incident 
occurred; and 

  
f. Monitor the interactions of the victim and the aggressor with pupil 

safety being the priority. 
  

2. Protocol for Administrators/Administrative Investigation – The Principal 
or designee upon receiving a report of a dating violence act or incident at 
school shall take the following steps: 

  
a. Separate the victim from the aggressor, if applicable; 
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b. Meet separately with the victim and the alleged aggressor; 
  
c. Take written statements from the victim and alleged aggressor; 
  
d. Review the victim’s and alleged aggressor’s written statements to 

ascertain an understanding of the act or incident.  The 
administrator may ask questions of either individual for 
clarification; 

  
e. Further investigate the act or incident by speaking with 

bystanders/witnesses of the act or incident.  All statements 
obtained from bystanders/witnesses shall be written and 
documented, when possible; 

  
f. The school administrator may make a determination to involve the 

school resource officer or law enforcement, if appropriate; 
  
g. Appropriate referrals should be made if after an assessment by a 

school social worker, counselor, or psychologist determines the 
victim’s or alleged aggressor’s mental health has been placed at 
risk; 

  
h. The Principal or designee shall contact the parents/guardians of 

both the victim and the alleged aggressor.  The Principal or 
designee shall recommend a meeting be held to discuss the act or 
incident; and 

  
i. The Principal or designee will notify both parties in writing of the 

outcome/determination of the investigation into the act or incident 
of dating violence at school. 

  
3. Protocol for Working with the Victim of an Act or Incident of Dating 

Violence at School – The Principal or designee shall implement the 
following procedures for dealing with victims of a confirmed act or 
incident of dating violence at school: 

  
a. A pupil’s safety shall be the first priority in a dating violence act or 

incident.  Interaction between the victim and the aggressor shall be 
avoided.  The burden of any schedule changes (classroom, bus, 
etc.) should be taken on by the aggressor; 
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b. A conference shall be held with the victim and their 

parents/guardians; 
  
c. Identify any means or actions that should be taken to increase the 

victim’s safety and ability to learn in a safe and civil school 
environment; 

  
d. Alert the victim and their parents/guardians of school and 

community based resources that may be appropriate, including 
their right to file charges, if the act or incident violated the law; 

  
e. Monitor the victim’s safety as needed and assist the victim with 

any plans needed for the school day and after-school hours 
(hallway safety, coordination with parents/guardians for 
transportation to and from school, etc.).  The administration may 
develop a safety plan if deemed necessary; 

  
f. The administration may develop a Stay-Away Agreement between 

the victim and the aggressor if deemed necessary; 
  
g. Encourage the victim to self-report any and all further acts or 

incidents of dating violence that occur at school in writing to the 
Principal or designee; and 

  
h. Document all meetings and action plans that are discussed. 

  
4. Protocol for Working with the Aggressor of an Act or Incident of Dating 

Violence at School – The Principal or designee shall implement the 
following procedures for dealing with the aggressor of a confirmed act or 
incident of dating violence at school: 

  
a. Schedule a conference with the aggressor and their 

parents/guardians; 
  
b. Give the aggressor the opportunity to respond in a written 

statement to the allegations and the outcome/determination of an 
act or incident of dating violence at school; 
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c. Alert the aggressor and their parents/guardians to both school and 
community-based support and counseling resources that are 
available; 

  
d. Identify and implement counseling, intervention, and disciplinary 

methods that are consistent with school policy for acts or incidents 
of this nature; 

  
e. Review the seriousness of any type of retaliation (verbal, 

emotional, physical, sexual, electronic/digital) toward the victim 
who reported the act or incident of dating violence.  Address that 
consequences will be issued consistent with the school’s pupil 
code of conduct and procedures for any type of retaliation or 
intimidation toward the victim; and 

  
f. Document all meetings and action plans that are discussed. 

  
5. Protocol for the Documentation and Reporting of an Act or Incident of 

Dating Violence at School - School districts shall implement the following 
procedures for documenting and reporting acts or incidents of dating 
violence that occur at school: 

  
a. Dating violence statements and investigations shall be kept in files 

separate from pupil academic and discipline records to prevent the 
inadvertent disclosure of confidential information. 

  
b. Every act or incident of dating violence at school that is reported 

shall be documented in an appropriate manner.  This 
documentation shall include all written statements, planning 
actions, consequences, and disciplinary measures as well as 
counseling and other support resources that were offered, 
prescribed, and/or provided to the victim or the aggressor. 

  
D. Discipline Procedures Specific to At School Acts or Incidents of Dating Violence 
  

1. The Board of Education requires its school administrators to implement 
discipline and remedial procedures to address acts or incidents of dating 
violence at school that are consistent with the school’s pupil code of 
conduct. 
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2. The policies and procedures specific to acts or incidents of dating violence 
at school should be used to address the act or incident as well as serve as 
remediation, intervention, education, and prevention for all individuals 
involved. 

  
3. The responses shall be tiered with consideration given to the seriousness 

and number of previous occurrences of acts or incidents in which both the 
victim and alleged aggressor have been involved.   

  
4. Consequences may include, but are not limited to, the following: 

  
a. Admonishment; 
  
b. Temporary removal from the classroom; 
  
c. Classroom or administrative detention; 
  
d. In-school suspension; 
  
e. Out-of-school suspension; 
  
f. Reports to law enforcement; and 
  
g. Expulsion. 
  

5.                  Retaliation toward the victim of any act or incident of dating violence 
shall be considered when administering consequences to the aggressor 
based on the severity of the act or incident. 

  
6. Remedial procedures/interventions may include, but are not limited to, the 

following: 
  

a. Parent conferences; 
  
b. Pupil counseling (all pupils involved in the act or incident); 

  
c. Peer support group; 
  
d. Corrective instruction or other relevant learning or service 

experiences; 
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e. Supportive pupil intervention (Intervention and Referral Services - 

I&RS); 
  
f. Behavioral management plan; and 
  
g. Alternative placements. 

  
E. Warning Signs of Dating Violence 
  

1. A pattern of behaviors may be an important sign that a pupil is involved in 
an unhealthy or abusive dating relationship.  Many warning signs make a 
connection to one pupil in the relationship asserting control and power 
over the other.  Recognizing one or more signs of teen dating violence 
plays an important role in preventing, educating, and intervening in acts or 
incidents of dating violence.   

  
2. The warning signs listed below are to educate the school community on 

the characteristics a pupil in an unhealthy or abusive relationship might 
exhibit.  Warning signs may include, but are not limited to, the following: 
  
a. Name-calling and putdowns - Does one pupil in the relationship 

use name-calling or putdowns to belittle or intimidate the other 
pupil? 

  
b. Extreme jealousy - Does one pupil in the relationship appear 

jealous when the other talks with peers? 
  
c. Making excuses - Does one pupil in the relationship make excuses 

for the other? 
  
d. Canceling or changing plans - Does one pupil cancel plans often, 

and at the last minute?  Do the reasons make sense or sound 
untrue? 

  
e. Monitoring - Does one pupil call, text, or check up on the other 

pupil constantly?  Does one pupil demand to know the other’s 
whereabouts or plans? 
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f. Uncontrolled anger – Does one of the pupils in the relationship 
lose his or her temper or throw and break things in anger? 

  
g. Isolation - Has one pupil in the relationship given up spending time 

with family and friends?  Has the pupil stopped participating in 
activities that were once very important? 

  
h. Dramatic changes - Has the appearance of the pupil in the 

relationships changed?  Has the pupil in the relationship lost or 
gained weight?  Does the pupil seem depressed? 

  
i. Injuries - Does the pupil in the relationship have unexplained 

injuries?  Does the pupil give explanations that seem untrue? 
  
j. Quick Progression - Did the pupil’s relationship get serious very 

quickly? 
  
F. The Principal or designee will provide to the parents/guardians of a victim or 

aggressor information on safe, appropriate school, family, peer, and community 
resources available to address dating violence. 

 
 
 
 
 
 
 
 
Adopted: 
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5533- PUPIL SMOKING 

The Board of Education is committed to maintaining a smoke-free environment on school 
grounds, at events sponsored by the Board away from school, and on any transportation 
vehicle supplied by the Board of Education.  The school administration and all school 
staff members shall strictly enforce this smoking prohibition and will work together to 
ensure pupils do not smoke in violation of Board Policy 5533 and the law. 
  
A. Notice Provisions 
  

1. A sign shall be posted in every school building indicating smoking is 
prohibited in any school building or on school grounds.  The sign shall 
also indicate violators will be subject to a fine. 

  
2. Each school’s student handbook will indicate smoking is prohibited on 

school grounds, at events sponsored by the Board away from school, and 
on any transportation vehicle supplied by the Board of Education. 

  
3. A public address announcement will be made, when practicable, at school-

sponsored events indicating smoking is prohibited in school buildings and 
on school grounds. 

  
B. Reporting Procedures 
  

1. Any teaching staff member who observes a pupil smoking in violation of 
Policy 5533 shall inform the pupil to cease smoking and report the 
violation to the Principal or designee. 

  
2. Any support staff member who observes a pupil smoking in violation of 

Policy 5533 shall either inform a teaching staff member, who shall report 
the violation to the Principal or designee or the support staff member may 
report the violation directly to the Principal or designee.   

  
3. The Principal or designee will investigate each report received from a staff 

member and make a determination whether the pupil has violated Board 
Policy 5533. 

  
C. Violation Consequences 
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1. In the event the Principal or designee determines a pupil has violated 
Policy 5533, the pupil will be assigned appropriate discipline in 
accordance with the school’s pupil discipline/code of conduct. 

  
2. The Principal or designee will notify the pupil’s parent(s) or legal 

guardian(s) when discipline is being imposed for a violation of Policy 
5533. 

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 
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6350- COMPETITIVE CONTRACTING 

A. Definitions  
  

1. "Purchasing agent" means the School Business Administrator/Board 
Secretary or the Business Manager of the Board of Education duly 
assigned the authority, responsibility and accountability for the purchasing 
activity of the Board and having the power to prepare advertisements, to 
advertise for and receive bids and to award contracts as permitted by this 
chapter, but if there be no School Business Administrator/Board Secretary 
or Business Manager, such officer, committees or employees to whom 
such power has been delegated by the Board.  

  
2. "Extraordinary unspecifiable services" means services which are 

specialized and qualitative in nature requiring expertise, extensive training 
and proven reputation in the field of endeavor.  

  
3. "Professional services" means services rendered or performed by a person 

authorized by law to practice a recognized profession and whose practice 
is regulated by law and the performance of which services requires 
knowledge of an advanced type in a field of learning acquired by a 
prolonged formal course of specialized instruction and study as 
distinguished from general academic instruction or apprenticeship and 
training.  Professional services may also mean services rendered in the 
provision or performance of goods or services that are original and 
creative in character in a recognized field of artistic endeavor.  

  
4. "Aggregate" means the sums expended or to be expended for the provision 

or performance of any goods or services in connection with the same 
immediate purpose or task, or the furnishing of similar goods or services, 
during the same contract year through a contract awarded by a purchasing 
agent.  

  
5. "Bid threshold" means the dollar amount set in N.J.S.A. 18A:18A-3, 

above which a Board will advertise for and receive sealed bids in 
accordance with procedures set forth in N.J.S.A. 18A:18A-1 et seq.  

  
6. "Contract year" means the period of twelve consecutive months following 

the award of a contract.  
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7. "Competitive contracting" means the method described in sections 45 
through 49 of P.L.1999, c.440 (C.18A:18A-4.1 through C.18A:18A-4.5) 
of contracting for specialized goods and services in which formal 
proposals are solicited from vendors; formal proposals are evaluated by 
the purchasing agent or counsel or School Business Administrator; and the 
Board awards a contract to a vendor or vendors from among the formal 
proposals received.  

  
8. "Goods and services" or "goods or services" means any work, labor, 

commodities, equipment, materials, or supplies of any tangible or 
intangible nature, except real property or any interest therein, provided or 
performed through a contract awarded by a purchasing agent, including 
goods and property subject to N.J.S.A. 12A:2-101 et seq.  

  
9. "Library and educational goods and services" means textbooks, 

copyrighted materials, pupil produced publications and services incidental 
thereto, including but not limited to books, periodicals, newspapers, 
documents, pamphlets, photographs, reproductions, microfilms, pictorial 
or graphic works, musical scores, maps, charts, globes, sound recordings, 
slides, films, filmstrips, video and magnetic tapes, other printed or 
published matter and audiovisual and other materials of a similar nature, 
necessary binding or rebinding of library materials, and specialized 
computer software used as a supplement or in lieu of textbooks or 
reference material.  

  
10. "Lowest price" means the least possible amount that meets all 

requirements of the request of a purchasing agent.  
  
11. "Lowest responsible bidder or vendor" means the bidder or vendor:  (1) 

whose response to a request for bids offers the lowest price and is 
responsive; and (2) who is responsible.  

  
12. "Official newspaper" means any newspaper designated by the Board 

pursuant to R.S.35:1-1 et seq.  
  
13. "Purchase order" means a document issued by the purchasing agent 

authorizing a purchase transaction with a vendor to provide or perform 
goods or services to the Board, which, when fulfilled in accordance with 
the terms and conditions of a request of a purchasing agent and other 
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provisions and procedures that may be established by the Board, will 
result in payment by the Board.  

  
14. "Quotation" means the response to a formal or informal request made by a 

purchasing agent to a vendor for provision or performance of goods or 
services, when the aggregate cost is less than the bid threshold.  
Quotations may be in writing, or taken verbally if a record is kept by the 
purchasing agent.  

  
15. "Responsible" means able to complete the contract in accordance with its 

requirements, including but not limited to requirements pertaining to 
experience, moral integrity, operating capacity, financial capacity, credit, 
and workforce, equipment, and facilities availability.  

  
16. "Responsive" means conforming in all material respects to the terms and 

conditions, specifications, legal requirements, and other provisions of the 
request.  

  
17. "Concession" means the granting of a license or right to act for or on 

behalf of the Board, or to provide a service requiring the approval or 
endorsement of the Board, and which may or may not involve a payment 
or exchange, or provision of services by or to the Board, provided that the 
term concession will not include vending machines.  

  
18. "Proprietary" means goods or services of a specialized nature, that may be 

made or marketed by a person or persons having the exclusive right to 
make or sell them, when the need for such goods or services has been 
certified in writing by the Board to be necessary for the conduct of its 
affairs.  

  
19. "Service or services" means the performance of work, or the furnishing of 

labor, time, or effort, or any combination thereof, not involving or 
connected to the delivery or ownership of a specified end product or goods 
or a manufacturing process.  Service or services may also include an 
arrangement in which a vendor compensates the Board for the vendor’s 
right to operate a concession.  
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B. Competitive Contracting  
  

Competitive contracting may be used in lieu of public bidding for specialized 
goods or services that exceed the bid threshold provided the process is 
administered by a purchasing agent, by legal counsel of the Board, or by the 
School Business Administrator. The Board shall pass a resolution authorizing the 
use of competitive contracting each time specialized goods or services are desired 
to be competitively contracted.  If the desired goods or services have previously 
been contracted for using the competitive contracting process then the original 
resolution of the Board will suffice.  Competitive contracting may only be used 
for the following purposes:  

  
1. The purchase or licensing of proprietary computer software designed for 

Board purposes, which may include hardware intended for use with the 
proprietary software, but not for general purpose computer hardware or 
software;  

  
2. The hiring of a for-profit entity or a not-for-profit entity incorporated 

under Title 15A of the New Jersey Statutes for the purpose of the 
operation, management or administration of recreation or social service 
facilities or programs; or the operation, management or administration of 
data processing services;  

  
3. Services performed by an energy services company pursuant to N.J.S.A. 

40A:18A-4.1.c.;  
  
4. Telecommunications transmission or switching services that are not part 

of a tariff or schedule of charges filed with the Board of Public Utilities;  
  
5. The purchase of specialized machinery or equipment of a technical nature, 

or servicing thereof, which will not reasonably permit the drawing of 
specifications;  

  
6. Food services provided by food service management companies when not 

part of programs administered by the New Jersey Department of 
Agriculture, Bureau of Child Nutrition Programs;  

  
7. Driver education courses provided by licensed driver education schools;  
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8. At the option of the Board, any good or service that is exempt from 
bidding pursuant to N.J.S.A. 18A:18A-5;  

  
9. Laboratory testing services;  
  
10. Concessions;  
  
11. The operation, management or administration of other services, with the 

approval of the Division of Local Government Services in the Department 
of Community Affairs.  

  
Any purpose included in 1 through 11 above, will not be considered by a Board as 
an extraordinary unspecifiable service pursuant to N.J.S.A. 18A:18A-5.  Unless 
an exception is provided for under N.J.S.A. 18A:18A-42 permitting a longer 
contract duration, contracts awarded under competitive contracting may be for a 
term not to exceed five years.  

  
C. Requests for Proposals  
  

1. The purchasing agent will prepare request for proposal documentation, 
which will include:  

  
a. All requirements deemed appropriate and necessary to allow for 

full and free competition between vendors;  
  
b.      Information necessary for potential vendors to submit a proposal; 

and  
  
c. A methodology by which the Board will evaluate and rank 

proposals received from vendors.  
  

2. The methodology for the awarding of competitive contracts will be based 
on an evaluation and ranking, which will include technical, management, 
and cost related criteria, and may include a weighting of criteria.  This 
methodology will be developed in a way that is intended to meet the 
specific needs of the district and where such criteria will not unfairly or 
illegally discriminate against or exclude otherwise capable vendors.   

  
a. When an evaluation methodology uses a weighting of criteria, at 

the option of the Board the weighting to be accorded to each 
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criterion may be disclosed to vendors prior to receipt of the 
proposals.   

  
b. The methodology for awarding competitive contracts will comply 

with such rules and regulations as the Director of the Division of 
Local Government Services in the Department of Community 
Affairs may adopt in accordance with N.J.S.A. 18A-4.4(a).  

  
3. At no time during the proposal solicitation process will the purchasing 

agent convey information, including price, to any potential vendor which 
could confer an unfair advantage upon that vendor over any other potential 
vendor.  If a purchasing agent desires to change proposal documentation, 
the purchasing agent will notify only those potential vendors who received 
the proposal documentation of any and all changes in writing and all 
existing documentation will be changed appropriately.  

  
4. All proposals and contracts will be subject to the provisions of section 1 of 

P.L.1977, c.33 (C.52:25-24.2) requiring submission of a statement of 
corporate ownership and the provisions of P.L.1975, c.127 (C.10:5-31 et 
seq.) concerning equal employment opportunity and affirmative action.  

  
D. Soliciting, Evaluating and Awarding Competitive Bid Contracts  
  

1. Notice of the availability of Request for Proposal  
  

a. Request for Proposal documentation will be published in an 
official newspaper of the Board at least twenty days prior to the 
date established for the submission of proposals.  

  
b. The purchasing agent will promptly reply to any request by an 

interested vendor by providing a copy of the request for proposals.  
  
c. The Board may charge a fee for the proposal documentation that 

will not exceed $50.00 or the cost of reproducing the 
documentation, whichever is greater.  

  
2. Submission of Request for Proposals  

  
a. Each interested vendor will submit a proposal which will include 

all the information required by the request for proposals.  
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b. Failure to meet the requirements of the request for proposals may 

result in the Board disqualifying the vendor from further 
consideration.  

  
c. Under no circumstances will the provisions of a proposal be 

subject to negotiation by the Board.  
  

3. Competitive Contracting - Subcontracting Services  
  

a. If the Board, at the time of solicitation, utilizes its own employees 
to provide the goods or perform the services, or both considered 
for competitive contracting, the Board will, at any time prior to, 
but no later than the time of solicitation for competitive contracting 
proposals, notify affected employees of the Board’s intention to 
solicit competitive contracting proposals.  

  
b. Employees or their representatives will be permitted to submit 

recommendations and proposals affecting wages, hours, and terms 
and conditions of employment in such a manner as to meet the 
goals of the competitive contract.   

  
c. If employees are represented by an organization that has negotiated 

a contract with the Board, only the bargaining unit will be 
authorized to submit such recommendations or proposals.  

  
d. When requested by such employees, the Board will provide such 

information regarding budgets and the costs of performing the 
services by such employees as may be available.  

  
e. Nothing will prevent such employees from making 

recommendations that may include modifications to existing labor 
agreements in order to reduce such costs in lieu of award of a 
competitive contract, and agreements implementing such 
recommendations may be considered as cause for rejecting all 
other proposals.  
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4. Evaluation of Requests for Proposals  
  

a. The purchasing agent will evaluate all proposals only in 
accordance with the methodology described in the request for 
proposals.  After proposals have been evaluated, the purchasing 
agent will prepare a report in accordance with N.J.S.A. 18A:18A-
4.5d evaluating and recommending the award of a contract or 
contracts.  The report will:   

  
(1) List the names of all potential vendors who submitted a 

proposal and will summarize the proposals of each vendor;  
  
(2) Rank vendors in order of evaluation;  
  
(3) Recommend the selection of a vendor or vendors, as 

appropriate, for a contract;  
  
(4) Be clear in the reasons why the vendor or vendors have 

been selected among others considered; and  
  
(5) Detail the terms, conditions, scope of services, fees, and 

other matters to be incorporated into a contract.  
  

The report will be made available to the public at least forty-eight hours 
prior to the awarding of the contract, or when made available to the Board, 
whichever is sooner.  The Board will have the right to reject all proposals 
for any of the reasons set forth in N.J.S.A. 18A:18A-22.  

  
5. Award of Contract   

  
Award of a contract will be made by resolution of the Board within sixty 
days of the receipt of the proposals, except that the proposals of any 
vendors who consent thereto, may, at the request of the Board, be held for 
consideration for such longer period as may be agreed.  

  
6. Competitive Contracting Report  

  
The report prepared pursuant to N.J.S.A. 18A:18A-4.5d of this section 
will become part of the public record and will reflect the final action of the 
Board.  Contracts will be executed pursuant to N.J.S.A. 18A:18A-40.  
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7. Publication of Contracts Awarded Using Competitive Contracting  

  
a. The Secretary of the Board will publish a notice in the official 

newspaper of the Board summarizing the award of a contract, 
which will include but not be limited to:  

  
(1) The nature, duration, and amount of the contract;  
  
(2) The name of the vendor; and  
  
(3) A statement that the resolution and contract are on file and 

available for public inspection in the office of the Secretary 
of the Board. 
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