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2414- PROGRAMS AND SERVICES FOR PUPILS IN HIGH POVERTY AND IN 
HIGH NEED SCHOOL DISTRICTS 

High poverty school districts are required to provide programs and services that address 
class size and Kindergarten programs.  High need school districts are required to provide 
programs and services that focus on improving instruction in literacy and mathematics. 
  
A high poverty school district for the purposes of this policy means a school district in 
which forty percent or more of the pupils are “at risk” as defined in N.J.S.A. 18A:7F-45.  
Class size in high poverty school districts shall not exceed twenty-one pupils in grades 
Kindergarten through three, twenty-three pupils in grades four and five, and twenty-four 
pupils in grades six through twelve.  However, if the district chooses to maintain lower 
class sizes in grades Kindergarten through three, class sizes in grades four and five may 
be equal but not exceed twenty-five pupils.  Exceptions to these class size requirements 
are permitted for some physical education and performing arts classes, where appropriate.  
High poverty school districts shall maintain all existing full-day Kindergarten programs 
with a teacher's aide for each classroom.  Class size for these Kindergarten classrooms 
shall not exceed twenty-one pupils.  
  
High need school districts for the purpose of this policy are high poverty school districts 
that are below proficiency levels on State assessments as outlined in N.J.A.C. 6A:13-
3.3(a).  The New Jersey Department of Education shall identify the list of high need 
school districts based on State assessment results and shall promptly notify the districts 
that are classified as high need.  In the first school year immediately following such 
identification as a high need school district, the district shall begin planning for 
implementation of, and shall implement where possible, the designated program(s).  In 
the subsequent year following identification as a high need school district, the district 
shall fully implement the designated program(s).  High need school districts, once 
identified, shall remain in that status and shall continue to implement the designated 
program(s) for a minimum of three years. 
  
High need school districts where less than eighty-five percent of total pupils have 
achieved proficiency in language arts literacy on the New Jersey Assessment of Skills 
and Knowledge (NJ ASK) 3 shall provide an intensive early literacy program for 
preschool to grade three to ensure that all pupils achieve proficiency on State standards in 
accordance with the requirements of N.J.A.C. 6A:13-3.4(a). 
  
High need school districts where less than eighty percent of total pupils have achieved 

proficiency in language arts literacy on the NJ ASK 8 shall implement an 
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intensive literacy program for grades four through eight in accordance with the 
requirements of N.J.A.C. 6A:13-3.4(b). 
  
High need school districts where less than eighty percent of total pupils have achieved 
proficiency in language arts literacy on the high school State assessment shall implement 
a language arts literacy program aligned with college preparatory English I, II, III, and IV 
for grades nine through twelve that incorporates the elements in N.J.A.C. 6A:13-3.4(b) 
with the exception of providing a double period of language arts literacy. 
  
High need school districts in which less than eighty-five percent of total pupils have 
achieved proficiency in mathematics on the NJ ASK 4 shall implement a comprehensive 
program for mathematics education that prepares pupils in grades three through four for 
success in higher order mathematics including the components as outlined in N.J.A.C. 
6A:13-3.5(b). 
  
High need school districts where less than eighty percent of total pupils have not 
achieved proficiency in mathematics on the NJ ASK 8 shall implement a comprehensive 
program for mathematics education that prepares all pupils in grades five through eight 
for success in Algebra at the high school level and that incorporates the elements in 
N.J.A.C. 6A:13-3.5(b). 
  
High need school districts where eighty percent or more of total pupils have not achieved 
proficiency in mathematics on the high school State assessment shall implement a 
comprehensive program for mathematics education for grades nine through twelve which 
incorporates the elements in N.J.A.C. 6A:13-3.5(b) and that is aligned to course 
expectations as required to meet graduation requirements. 
  
  
N.J.A.C. 6A:13-3.1; 6A:13-3.2; 6A:13-3.3; 6A:13-3.4; 6A:13-3.5 
  
  
Adopted:  03 May 2004 
Revised: 09 June 2014 
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2417- PUPIL INTERVENTION AND REFERRAL SERVICES  

The Board of Education directs the establishment and implementation of a coordinated 
system in each 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 learning, behavior, or health difficulties and to assist staff 
who have difficulties in addressing pupils’ learning, behavior, or health needs in 
accordance with the requirements of N.J.A.C. 6A:16-8.1. 
  
The intervention and referral services shall be provided to aid pupils in the general 
education program and, pursuant to N.J.S.A. 18A:46-18.1 et seq. and N.J.A.C. 6A:16-8.1 
et seq., may be provided for pupils who have been determined to be in need of special 
education programs and services.  The intervention and referral services provided for 
pupils who have been determined to be in need of special education programs and 
services shall be coordinated with the pupil's Individualized Education Program team, as 
appropriate. 
  
The functions of the system of intervention and referral services in each school building 
shall be to: 
  

1. Identify learning, behavior, and health difficulties of pupils; 
  
2. Collect thorough information on the identified learning, behavior, and 

health difficulties; 
  
3. Develop and implement action plans which provide for appropriate school 

or community interventions or referrals to school and community 
resources, based on the collected data and desired outcomes for the 
identified learning, behavior, and health difficulties; 

  
4. Provide support, guidance, and professional development to school staff 

who identify learning, behavior, and health difficulties; 
  
5. Provide support, guidance, and professional development to school staff 

who participate in each building’s system for planning and providing 
intervention and referral services; 

  
6. Actively involve parent(s) or legal guardian(s) in the development and 

implementation of intervention and referral services action plans; 
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7. Coordinate the access to and delivery of school resources and services for 
achieving the outcomes identified in the intervention and referral services 
action plans; 

  
8. Coordinate the services of community-based social and health provider 

agencies and other community resources for achieving the outcomes 
identified in the intervention and referral services action plans; 

  
9. Maintain records of all requests for assistance, intervention and referral 

services action plans, and related pupil information pursuant to N.J.A.C. 
6A:16-8.2(a)9; 

  
10. Review and assess the effectiveness of the provisions of each intervention 

and referral services action plan in achieving the outcomes identified in 
each action plan and modify each action plan to achieve the outcomes, as 
appropriate; and 

  
11. At a minimum, annually review the intervention and referral services 

action plans and the actions taken as a result of the building’s system of 
intervention and referral services and make recommendations to the 
Building Principal for improving school programs and services, as 
appropriate. 

  
The Board of Education establishes the following guidelines for the involvement of 
school staff and community members in each building’s system of intervention and 
referral services pursuant to N.J.A.C. 6A:16-8.3. 
  
Each building team will be composed of the Principal or a regular teaching staff member 
appointed by the Principal to act in his/her place; a regular teaching staff member; an 
educational services staff member; the staff member who referred a pupil in need of 
assistance or identified an issue requiring remediation; and such other staff members as 
may be required to assist the pupil or study the issue. 
  
The building I&RS team will identify pupils in need and plan for appropriate intervention 
or referral services and/or referral to community resources, based on desired outcomes. 
  
When a pupil is referred to the building I&RS team, the team may provide support and 
guidance to the pupil's classroom teachers, plan and provide for appropriate interventions, 
coordinate access to and delivery of school services to the pupil, and coordinate the 

services of community members and/or community-based social and health 
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provider agencies that may aid in the development and implementation of intervention 
and referral services action plans. 
  
Parent(s) or legal guardian(s) shall be notified whenever a pupil is referred to the building 
I&RS team, except as such notice may be waived by laws protecting abused children and 
the confidentiality of persons seeking drug or alcohol rehabilitation.  Parent(s) or legal 
guardian(s) shall be offered an opportunity to participate in the development and 
implementation of intervention and referral services action plans. 
  
The Principal shall, in consultation with the building I&RS team, report to the Board at 
the end of the school year on the concerns and issues identified by the team and the 
effectiveness of the services provided in achieving the outcomes identified in the 
intervention and referral services action plans. 
  
  
N.J.S.A. 18A:46-18.1 et seq. 
N.J.A.C. 6A:14; 6A:16-8.1; 6A:16-8.2; 6A:16-8.3 
 
 
 
 
Adopted:   26 Mar 2007 
Revised: 09 June 2014 
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2460.7- SPECIAL EDUCATION - FREE AND APPROPRIATE PUBLIC 
EDUCATION 

 
A free and appropriate public education is available to all pupils with disabilities between 
the ages of three and twenty-one including pupils with disabilities who have been 
suspended or expelled from school. 
  
Procedures regarding the provision of a free and appropriate public education to pupils 
with disabilities who are suspended or expelled are as follows: 
  

1. School officials responsible for implementing suspensions/expulsions in 
the district are the following: (List school officials/designees by district 
organizational level.) 

  
a. 9-12 Principal/Vice Principal or designee; 
  
b. 7-8 Principal/Vice Principal or designee; 
  
c. K-6 Principal or designess. 

  
2. Each time a pupil 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.) 

  
3. Each Principal or designee will ensure that a system is in place to track the 

number of days a pupil with disabilities has been removed for disciplinary 
reasons.  Documentation will include: 

  
a. Pupil’s 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 pupil is suspended from transportation: 
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a. Suspension from transportation is not counted as a day of removal 

if the pupil attended school. 
  
b. Suspension from transportation is counted as a day of removal if 

the school district does not make available an alternate means of 
transportation and the pupil does not attend school. 

  
c. 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 pupil does not attend 
school. 

  
5. When a pupil with a disability participates in an in-school suspension 

program, the Principal or designee shall ensure that participation in the 
program is not counted as a day of removal if the program meets the 
following criteria: 

  
a. The pupil has the opportunity to progress in the general 

curriculum, 
  

b. Services and modifications specified in the pupil’s IEP can be 
provided in the in-school suspension program, 

  
c. Interaction with non-disabled peers to the extent they would have 

in the current placement, and 
  
d. The pupil 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/Vice 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. 



REGULATION 
                                                                                                      Nutley Public Schools 
                                                                                                                  Support Staff 

                                                                                                           2460.7R Page 3 of 5 
                                                                          Special Education – Free and Appropriate 
                                                                                                                 Public Education 
 

 

 

 

FIRST READING  
2014-05-19 
 

  
b. If it is determined that there is no change in placement, the 

Principal/Vice 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 pupil to participate and progress appropriately in 

the general education curriculum; and 
  
(2) Advance appropriately toward achieving the goals set out 

in the pupil’s IEP. 
  
(3) Written documentation of the consultation and services   

provided shall be maintained in the pupil’s file. (Attach any 
relevant forms) 

  
7. When a disabled pupil 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 an IEP meeting to: 

  
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.  
(Attach any relevant forms) 

  
The documentation shall be placed in the pupil’s file. 

  
Procedures Regarding the Provision of a Free and Appropriate Public Education to 
Preschool Age Pupils with Disabilities 
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To ensure that preschoolers with disabilities who are not participating in an early 
intervention program have their initial IEP’s 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 pupil 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 Office of 
Special Services. 

  
2. Upon receipt of the written request, the request shall be dated and signed 

by the recipient. 
   
3. A file will be initiated for the potentially disabled preschooler: 
  

a. The child study team will convene a referral/identification meeting 
within twenty calendar days (excluding school holidays but not 
summer vacation) of the date recorded on the request; 

  
b. A “Notice of Planning Meeting (Identification Meeting) will be 

sent to the parent(s): 
  
c. The notice will contain “Parental Rights in Special Education” 

(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 district’s 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 Pupils 
with Disabilities Who Are Advancing From Grade to Grade 
  
The child study team through in-service training shall ensure pupils 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 
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determines the pupil continues to require specially designed services to progress in the 
general education curriculum and the use of functional assessment information supports 
the IEP Team’s determination. 
  
Procedures Involving Procedural Safeguards to Pupils Not Yet Eligible For Special 
Education 
  
Disciplinary procedural safeguards will apply to pupils not yet eligible for special 
education.  The parent(s) and/or adult pupil may assert any of the protections of the law if 
the district had knowledge the pupil was a pupil with a disability before the behavior that 
precipitated the disciplinary action occurred. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:   03 May 2004 
Revised:   09 June 2014 
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3222  EVALUATION OF TEACHING STAFF MEMBERS 

 
The Board of Education recognizes the importance of teaching staff member 
effectiveness to further the development of a professional corps of educators and 
to increase student achievement.  The Board of Education adopts Policy and 
Regulation 3222 for the evaluation of teaching staff members consistent with the 
Teacher Effectiveness and Accountability for the Children of New Jersey Act 
(TEACHNJ) and the Achieve NJ administrative codes.  This Policy and 
Regulation provides the provisions and requirements for teaching staff member 
evaluations consistent with TEACHNJ and Achieve NJ.   
 
For the purposes of Policy and Regulation 3222, “teaching staff member” 
includes, but is not limited to, educational services staff members, guidance 
counselors, school nurses, library/media specialists, occupational therapists, and 
other teaching staff members working under an educational services certificate. 
For the purposes of Policy and Regulation 3222, “teaching staff member” does 
not include teachers, Principals, Vice Principals, Assistant Principals, and 
administrators, including, but not limited to, directors and/or supervisors. 
 
The rules in N.J.A.C. 6A:10 – Educator Effectiveness shall not override any 
conflicting provision(s) of collective bargaining agreements or other employment 
contracts in effect on July 1, 2013 and no collective bargaining agreement entered 
into after July 1, 2013, shall conflict with the educator evaluation system 
established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other specific statute or 
regulation, nor shall topics subject to bargaining involve matters of educational 
policy or managerial prerogatives.  All information contained in written 
performance reports and all information collected, compiled, and/or maintained 
by employees for the evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq. 
shall be confidential and shall not be subject to public inspection or copying 
pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.   
 
The Board shall annually adopt evaluation rubrics for teaching staff members 
which shall be submitted to the Commissioner by June 1 for approval by August 1 
of each year.  The evaluation rubrics shall have four defined annual ratings:  
ineffective, partially effective, effective, and highly effective.    The Board shall  

 
 
 

 



POLICY 
                                                                                                        Nutley Public Schools 

                                                                                                    Teaching Staff Members 
                                                                                                                3222 Page 2 of 2 
                                                              Evaluation of Teaching Staff Members 
 

 

 

 

FIRST READING  
2014-05-19 
 

meet the requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual 
evaluation of teaching staff members and shall ensure the training procedures as 
outlined in N.J.A.C. 6A:10-2.2(b) are followed when implementing the evaluation 
rubrics for all teaching staff members.  A District Evaluation Advisory Committee 
shall be established in accordance with the requirements of N.J.A.C. 6A:10-2.3. 
  
The minimum requirements for the evaluation procedures for teaching staff 
members as outlined in N.J.A.C. 6A:10-2.4 shall be followed.  For each teaching 
staff member rated ineffective or partially effective on the annual summative 
evaluation rating, as measured by the evaluation rubrics, a corrective action plan 
shall be developed in accordance with the provisions of N.J.A.C. 6A:10-2.5. 
 
Observations and evaluations for nontenured teaching staff members shall be in 
accordance with the provisions of N.J.S.A. 18A:27-3.1.  Evaluations for 
nontenured teaching staff members shall be completed prior to the May 15 notice 
requirement date for continued employment.  Evaluations for tenured teaching 
staff members shall be completed prior to June 30. 
 
The Superintendent shall annually notify all teaching staff members of the 
adopted evaluation policies and procedures/regulations no later than October 1.  If 
a teaching staff member is hired after October 1, the Superintendent shall notify 
the teaching staff member of the policies and procedures/regulations at the 
beginning of his or her employment.  All teaching staff members shall be notified 
of amendments to the policy and procedures/regulations within ten teaching staff 
member working days of adoption. 
 
 
N.J.S.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1 
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5 
 
 
 
Adopted:   03 May 2004 
Revised:    25 August 2008 
Revised:    09 June 2014 
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4230R OUTSIDE ACTIVITIES 

A. Outside Employment 
  

1. A full-time employee may engage in outside employment when such 
employment does not: 
  
a. Constitute a conflict of interest; 
  
b. Violate the New Jersey School Ethics Act; or 
  
c. Occur at a time when the employee has assigned district duties and 

responsibilities. 
  

2. A full-time employee who engages in employment outside the district 
shall report that employment to the Superintendent only if the outside 
employment may require any type of accommodation by the school 
district or if the outside employment would require the staff member to not 
perform or limit the staff member’s ability to perform all the 
responsibilities of their school district employment. 

  
B. Private Enterprise, Business, or Business Organization 
  

1. An employee shall not conduct activities on school district grounds that 
may advance a private enterprise, business, or business organization 
without the express permission of the Superintendent.  Permission will not 
be given for solicitations or collections on behalf of a private enterprise, 
business, or business organization. 

  
2. An employee shall not, on school grounds, solicit pupils for trips other 

than those expressly approved by the Board or Superintendent without 
permission of the Superintendent.  School grounds shall not be used as the 
point of departure or arrival for any such privately arranged activity. 

  

 

Adopted: 09 June 2014 
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4233R POLITICAL ACTIVITIES 

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. 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 on 
election day 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 conduct of employee elections and any campaigning connected with those 
elections is permitted on school premises.  

  
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.  

                 Adopted: 09 June 2014 
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5513 CARE OF SCHOOL PROPERTY  

  
The Board of Education believes that the schools should help pupils learn to 

respect property and to develop feelings of pride in community institutions. The Board 
charges each pupil enrolled in this district with responsibility for the proper care of 
school property and the school supplies and equipment entrusted to his/her use.  

  
Pupils who cause damage to school property will be subject to disciplinary 

measures. The Board authorizes the imposition of a fine for the loss, damage, or 
defacement of a textbook and reserves the right to withhold a report card or diploma from 
any pupil whose payment of a fine is in arrears.  

  
A pupil who demonstrates chronic and/or serious disregard for property may be 

referred to the Child Study Team.  
  
The Superintendent shall develop rules for the safekeeping and accounting of 

textbooks and prepare a schedule of fines for lost and damaged textbooks.  
  
  
N.J.S.A. 18A:34-2; 18A:37-3  
N.J.A.C. 6A:23-6.6  
 
 
 
 
Adopted:  09 June 2014 
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8210 SCHOOL YEAR 

The Board of Education recognizes that the preparation of a school calendar is 
essential to orderly educational planning and to the efficient operation of the district. 

  
The Board shall determine annually the days when the schools will be in session 

for instructional purposes.  The school calendar will provide no fewer than one hundred 
and eighty days of instruction.  Days on which school is closed for holidays, teachers’ 
institutes, and inclement weather shall not be considered as days in session.   

  
A school day shall consist of not less than four hours of actual instruction, except 

that in an approved Kindergarten, one continuous session of two and one half hours may 
be considered a full day.   A half-day class shall be considered the equivalent of a full 
day’s attendance only if the class is in session for four hours or more, exclusive of recess 
periods or lunch periods. 
  

An approved Kindergarten shall meet the requirements set forth in N.J.A.C. 
6A:32-8.3(c).] 

  
The Commissioner of Education shall annually prescribe a list of religious 

holidays on which it shall be mandatory to excuse pupils for religious observance upon 
the written request signed by the parent or person standing in loco parentis.  Staff 
members shall avoid, whenever possible, scheduling a test on a religious holiday 
commonly observed by residents of the district. 

  
The Superintendent shall annually prepare and submit to the Board a school 

calendar no later than the February prior to the school year. The Board reserves the right 
to alter the school calendar when such alteration is feasible and serves the best interests 
of the pupils of this district. 
  
  
N.J.S.A. 18A:25-3; 18A:36-2; 18A:36-16 
N.J.A.C. 6A:32-8.3 

 
Adopted:  03 May 2004 
Revised: 09 June 2014 
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8311- MANAGING ELECTRONIC MAIL 

School district e-mail messages, like paper records, must be retained and destroyed 
according to established records management procedures as required by New Jersey’s 
Division of Archives & Records Management (NJDARM).  E-mail messages are 
electronic documents created and sent or received by a computer system.  This definition 
applies equally to the contents of the communication, the transactional information, and 
any attachments associated with such communication.  Thus, e-mail messages are similar 
to other forms of communicated messages, such as correspondence and memoranda. 
  
N.J.S.A. 47:3-16, as amended, defines public records as follows: 
  

“Public records” mean any paper, written or printed book, document or drawing, 
map or plan, photograph, microfilm, data processed or image processed 
document, sound recording or in a similar device, or any copy thereof, that has 
been made or required by law to be received for filing, indexing, or reproducing 
by any officer, commission agency, or authority of the State or any political 
subdivision thereof, including any subordinate boards thereof, or that has been 
received in the course of his/her or its official business by such officer, 
commission, agency, or authority of the State or of any political subdivision 
thereof, including subordinate boards thereof, in connection with the transaction 
of public business and has been retained by such recipient or its successor as 
evidence of its activities or because of the information contained therein. 
  

An e-mail message that meets the criteria of the definition of public records per N.J.S.A. 
47:3-16, as amended, whether it is subject to access by the general public or not, must be 
retained according to records retention and disposition schedules approved by the State 
Records Committee.  No public record e-mail may be destroyed without prior consent of 
the NJDARM and the State Records Committee, even if the retention period for a record 
has expired. 
  
Retention or disposition of e-mail messages must be related to the information they 
contain or the purpose they serve.  The content of e-mail messages may vary 
considerably and therefore, the content must be evaluated to determine the length of time 
the message must be retained. 
  
For the purposes of this Policy, there are non-record e-mail messages and public record e-
mail messages. 
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Non-record e-mail messages are personal correspondence that do not meet the criteria of 
public records as per N.J.S.A. 47:3-16, as amended, and may be deleted at any time 
unless they become part of some official record as a result of a special circumstance.  
These types of messages may include personal correspondence not received or created in 
the course of school district business and may be deleted at any time since it is not an 
official public record.  Non-record e-mail messages are also non-governmental 
publications that are publications, promotional material from vendors, and similar 
materials that are publicly available to anyone.  These e-mail messages are not public 
records as defined by N.J.S.A. 47:3-16, as amended, unless specifically incorporated into 
other official public records, and may also be deleted at any time.  However, if an e-mail 
message is used to justify an expenditure or is included in a proposal, the e-mail message 
becomes an official public record and must be retained according to records retention and 
disposition schedules in accordance with the appropriate retention schedules. 
  
All public record e-mail messages shall be maintained by the individual who sends the e-
mail message and the primary recipient.  The sender and primary recipient are 
encouraged to print a hard copy of a public record e-mail and file the e-mail in school 
district files for continued access.  The district may establish a district-wide system to 
facilitate public record e-mail management for continued access and retention.  All public 
record e-mails shall be retained according to records retention and disposition schedules 
approved by the State Records Committee and no public record e-mail may be destroyed 
without prior consent of the NJDARM and the State Records Committee, even if the 
retention period for a record has expired. 
  
An e-mail message that meets the criteria of the definition of a “government record” per 
N.J.S.A. 47:1A-1.1 must be made available to the public upon request under New 
Jersey’s Open Public Records Act during the required retention period, unless the content 
of the message falls under one of the exceptions contained in the Act or any other statute, 
regulation, Executive Order by the Governor, rule of Court, or Federal law, regulation or 
order. 
  
  
State of New Jersey – Circular Letter 03-10-ST – Managing Electronic Mail: Guidelines 
and Best Practices – 7/11/02  
  
  
Adopted:  09 June 2014 
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8335- FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT 

The Board of Education policies and regulations will be in compliance with the 
requirements of the Family Educational Rights and Privacy Act (FERPA).  FERPA 
affords parents and adult pupils certain rights with respect to the pupil’s education 
records.  FERPA requires the district to provide parents and adult pupils the right to 
inspect and review the pupil’s education records within forty-five days of the day the 
school district receives a request for access, to request an amendment(s) of the pupil’s 
education records the parent or adult pupil believes are inaccurate, and to consent to 
disclosures of personally identifiable information contained in the pupil's education 
records, except to the extent that FERPA authorizes disclosure without consent.   

  
FERPA permits disclosure of pupil records without consent if the disclosure is to 

school officials with legitimate educational interests.  FERPA permits the school district 
to disclose education records without a parent’s or adult pupil’s consent to officials of 
another school district in which a pupil seeks or intends to enroll.  FERPA requires a 
school district to make a reasonable attempt to notify the parent or adult pupil of the 
records request unless it states in its annual notification that it intends to forward records 
on request. 

  
The parent or adult pupil has the right to file a complaint with the U.S. 

Department of Education concerning alleged failures by the district to comply with the 
requirements of FERPA.  The name and address of the Office that administers FERPA is: 

  
Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC  20202-5901 
  
The New Jersey Administrative Code 6A:32-7 – Pupil Records adopted by the 

New Jersey Department of Education incorporates the requirements of FERPA and Board 
of Education Policy 8330 ensures parents and adult pupils are afforded certain rights with 
respect to the pupil’s education records as required by FERPA. 
  
20 U.S.C. Sec. 1232g. – The Family Educational Rights and Privacy Act 
N.J.A.C. 6A:32-7  
 
Adopted:  09 June 2014 
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