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0142.1 NEPOTISM

The Board of Education adopts this Nepotism Policy as a condition of
receiving State aid pursuant to N.J.A.C. 6A:23A-6.2.

For the purposes of this Policy, “relative” means an individual's spouse, by
marriage or civil union pursuant to N.J.S.A. 37:1-33, domestic partner as
defined in N.J.S.A. 26:8A-3, or the individual's or spouse's parent, child,
sibling, aunt, uncle, niece, nephew, grandparent, grandchild, son-in-law,
daughter-in-law, stepparent, stepchild, stepbrother, stepsister, half-brother
or half-sister, whether the relative is related to the individual or the
individual's spouse by blood, marriage or adoption.

For the purposes of this Policy, “immediate family member” means the
person’s spouse, partner in a civil union as defined in N.J.S.A. 37:1-33,
domestic partner as defined in N.J.S.A. 26:8A-3, or dependent child
residing in the same household.

For the purposes of this Policy, “administrator” is defined as set forth in
N.J.S.A. 18A:12-23.

No relative of a Board member or the Superintendent of Schools shall be
employed in an office or position in this school district except that a person
employed by the school district on the effective date of the Policy or the
date a relative becomes a Board member or Superintendent shall not be
prohibited from continuing to be employed in the district.

The Superintendent of Schools shall not recommend to the Board of
Education pursuant to N.J.S.A. 18A:27-4.1 any relative of a Board
member or the Superintendent.

In accordance with N.J.A.C. 6A:23A-6.2(a)6.(b), per diem substitutes and
student employees who are relatives of a Board member or the
Superintendent of Schools shall be excluded from the provisions of this
Policy and N.J.A.C. 6A:23A-6.2.
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A school district administrator shall be prohibited from exercising direct or
indirect authority, supervision, or control over a relative of the
administrator. Where it is not feasible to eliminate such a direct or indirect
supervisory relationship, appropriate screens and/or alternative
supervision and reporting mechanisms must be put in place.

A school district administrator or Board member who has a relative who is
a member of the bargaining unit shall be prohibited from discussing or
voting on the proposed collective bargaining agreement with that unit or
from participating in any way in negotiations, including, but not limited to,
being a member of the negotiating team; nor should that school district
administrator be present with the Board in closed session when
negotiation strategies are being discussed; provided however, that the
administrator may serve as a technical resource to the negotiating team
and may provide technical information necessary to the collective
bargaining process when no one else in the district can provide such
information.

A school district administrator or Board member who has an immediate
family member who is a member of the same Statewide union in another
school district shall be prohibited from participating in any way in
negotiations, including but not limited to, being a member of the
negotiating team or being present with the Board of Education in closed
sessions when negotiation strategies are being discussed, prior to the
Board of Education attaining a Tentative Memorandum of Agreement with
the bargaining unit that includes a salary guide and total compensation
package. Once the Tentative Memorandum of Agreement is established,
a school district administrator with an immediate family member who is a
member of the same State-wide union in another school district may fully
participate in the process, absent other conflicts. Notwithstanding these
provisions, a district administrator who has an immediate family member
who is a member of the same Statewide union in another district may
serve as a technical resource to the negotiating team and may provide
technical information necessary to the collective bargaining process when
no one else in the district can provide the information.

N.J.A.C. 6A:23A-6.2

Adopted: 20 October 2008
Revised:
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1220 EMPLOYMENT OF CHIEF SCHOOL ADMINISTRATOR

The Board of Education vests the primary responsibility for the administration of
this school district in a Superintendent of Schools and recognizes the appointment
of a person to that office is one of the most important functions this Board can
perform. The Superintendent shall have a seat on the Board of Education and the
right to speak on matters at meetings of the Board (pursuant to N.J.S.A. 18A:17-
20.a or N.J.S.A. 18A:17-20.b), but shall have no vote.

Recruitment Procedures

The Board shall actively seek the best qualified and most capable candidate for
the position of Superintendent. The Board may use a consultant service to assist
in the recruitment process. Recruitment procedures may include, but are not
limited to, the following activities:

1. The preparation of a new or a review of an existing written job
description;
2. Preparation of informative material describing the school district

and its educational goals and objectives;
3. Where feasible, the opportunity for applicants to visit the district;

4. Establish an interview process that encourages the candidate and
the Board members to have a meaningful discussion of the school
district’s needs and expectations. The Board members shall review
and discuss the candidate’s credentials, qualifications, educational
philosophy, and other qualities and expertise he/she can offer to
the district; '

5. Solicitation of applications from a wide geographical area; and

6. Strict compliance with law and Policy No. 1530 on equal
employment opportunity.
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Qualifications

The candidate must possess or be eligible for a valid New Jersey administrative
certificate endorsed for school administrator or a provisional school administrator’s
endorsement in accordance with N.J.A.C. 6A:9-12.4 et seq. and must qualify for
employment following a criminal history record check.

The candidate shall meet criteria established by the Board.
Employment Contract

A person appointed Superintendent must enter an employment contract with the
Board. An employment contract for the Superintendent of Schools shall be
reviewed and approved by the Executive County Superintendent in accordance
with the provisions of N.J.A.C. 6A:23A-3.1 and Policy 1620. Any actions by the
Executive County Superintendent undertaken pursuant to N.J.A.C. 6A:23A-3.1
may be appealed to the Commissioner pursuant to the procedures set forth in
N.J.A.C. 6A:3.

The employment contract with the Superintendent must be approved with a
recorded roll call majority vote of the full membership of the Board at a public
Board meeting.

In the event there is a Superintendent vacancy at the expiration of the existing
contract, only the Board seated at the time of the expiration of the current
Superintendent’s contract may appoint and approve an employment contract for
the next Superintendent.

In the event there is a Superintendent vacancy prior to the expiration of the
existing contract, the Board seated at the time the position becomes vacant may
appoint and approve an employment contract for the next Superintendent.

The contract for the Superintendent who does not acquire tenure, but who holds
tenure during the term of his/her employment contract will include: a term of not
less than three nor more than five years and expiring July 1; a beginning and
ending date; the salary to be paid and benefits to be received; a provision for
termination of the contract by the Superintendent; an evaluation process pursuant
to N.J.S.A. 18A:17-20.3; and other terms agreed to between the Board and the
Superintendent.

During the term of the contract, the Superintendent shall not be dismissed or
reduced in compensation except for inefficiency, incapacity, conduct unbecoming
a Superintendent, or other just cause and only by the Commissioner of Education
pursuant to the tenure hearing laws. The contract will automatically renew for the
same term and with the same conditions unless the parties have entered a new
contract, which may provide a different term of not less than three nor more than
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five years, or the Board has notified the Superintendent at least one year or more
(if more than a one-year notice is provided in the contract) in advance of the
expiration of the contract, that the contract will not be renewed.

Pursuant to N.J.S.A. 18A:20.2a, the Board shall submit to the Commissioner for
prior approval an early termination of employment agreement that includes the
payment of compensation as a condition of separation. In accordance with
N.J.S.A. 18A:17-20.2a, compensation includes, but is not limited to, salary,
allowances, bonuses and stipends, payments of accumulated sick or vacation
leave, contributions toward the costs of health, dental, life, and other types of
insurance, medical reimbursement plans, retirement plans, and any in-kind or
other form of remuneration.

An early termination of an employment agreement shall be limited in its terms
and conditions as outlined in N.J.A.C. 6A:23A-3.2. The Commissioner shall
evaluate such agreements in accordance with the provisions of N.J.S.A. 18A:17-
20.2a and N.J.A.C.  6A:23A-3.2 and has the authority to disapprove the
agreement. The agreement shall be submitted to the Commissioner by the district
by certified mail, return receipt requested. The determination shall be made
within thirty days of the Commissioner’s receipt of the agreement from the school
district.

Disqualification

Any candidate's misstatement of fact material to qualifications for employment or
the determination of salary will be considered by this Board to constitute grounds
for dismissal.

Certificate Revocation

In accordance w1th N.J.A.C. 6A:23A-3.1(e)(12), in the event the Superintendent’s

certificate is revoked, the Superintendent’s contract is null and void.

N.J.S.A. 18A:16-1; 18A:17-15; 18A:17-20; 18A:17-20.1;
18A:17-20.2; 18A:17-20.2a; 18A:17-20.3
N.J.A.C. 6A:9-12.3; 6A:9-12.4; 6A:23A-3.1, 6A:23A-3.2

Cross reference: Policy Guide No. 1230

Adopted: 03 May 2004
Revised:
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1620 ADMINISTRATIVE EMPLOYMENT CONTRACTS

The Executive County Superintendent shall review and approve for all Superintendents, Deputy
Superintendents, Assistant Superintendents, and School Business Administrators in school
districts, county vocational school districts, county special services school districts and other
districts, except charters, within the County under the supervision of the Executive County
Superintendent:

1. New employment contracts, including contracts that replace expired contracts
for existing tenured and non-tenured employees;

2. Renegotiations, extensions, amendments, or other alterations of the terms of
existing employment contracts that have been previously approved by the
Executive County Superintendent; and

3. Provisions for contract extensions where such terms were not included in the
original employment contract or are different from the provisions contained in
the original approved employment contract.

In counties where there is no Executive County Superintendent or Acting Executive County
Superintendent, the Assistant Commissioner for Field Services shall review and approve all above
contracts.

The contract review and approval shall take place prior to any required public notice and hearing
pursuant to N.J.S.A. 18A:11-11 and prior to the Board approval and execution of those contracts
to ensure compliance with all applicable laws, including but not limited to N.J.S.A. 18A:30-3.5,
18A:30-9, 18A:17-15.1 and 18A:11-12.

The public notice and public hearing required pursuant to N.J.S.A. 18A:11-11 is applicable to a
Board that renegotiates, extends, amends, or otherwise alters the terms of an existing contract with
the Superintendent of Schools, Deputy Superintendent, Assistant Superintendents, or School
Business Administrator.

The public notice and public hearing requirements of N.J.S.A. 18A:11-11 do not apply to contact
that replace expired contracts for existing employees in one of these positions, whether tenured or
not tenured.

In connection with the Executive County Superintendent’s review of the contract, the Board shall
provide the Executive County Superintendent with a detailed statement setting forth the total cost
of the contract for each applicable year, including salary, longevity (if applicable), benefits and all
other emoluments.

The review and approval shall be consistent with the following additional standards:
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Contracts for each class of administrative position shall be comparable with the
salary, benefits and other emoluments contained in the contracts of similarly
credentialed and experienced administrators in other school districts in the
region with similar enrollment, academic achievement levels and challenges,
and grade span.

No contract shall include provisions that are inconsistent with the travel
requirements pursuant to N.J.S.A. 18A:11-12 and N.J.A.C. 6A:23A-7 including,
but not limited to, the provisions for mileage reimbursement and reimbursement
for meals and lodging in New Jersey. Any contractual provision that is
inconsistent with law is superseded by the law.

No contract shall include provisions for the reimbursement or payment of
employee contributions that are either required by law or by a contract in effect
in the district with other teaching staff members, such as payment of the
employee’s State or federal taxes, or of the employee’s contributions to FICA,
Medicare, State pensions and annuities (TPAF), life insurance, disability
insurance (if offered), and health benefit costs.

No contract shall contain a payment as a condition of separation from service
that is deemed by the Executive County Superintendent to be prohibited or
excessive in nature. The payment cannot exceed the lesser of the calculation of
three months pay for every year remaining on the contract with pro-ration for
partial years, not to exceed twelve months, or the remaining salary amount due
under the contract.

No contract shall include benefits that supplement or duplicate benefits that are
otherwise available to the employee by operation of law, an existing group plan,
or other means; e.g., an annuity or life insurance plan that supplements or
duplicates a plan already made available to the employee. Notwithstanding the
provisions of this section, a contract may contain an annuity where those
benefits are already contained in the existing contract between the employee and
the district.

Contractual provisions regarding accumulation of sick leave and supplemental
compensation for accumulated sick leave shall be consistent with N.J.S.A.
18A:30-3.5. Supplemental payment for accumulated sick leave shall be payable
only at the time of retirement and shall not be paid to the individual’s estate or
beneficiaries in the event of the individual’s death prior to retirement. Pursuant
" to N.J.S.A. 18A:30-3.2, a new Board of Education contract may include credit
of unused sick leave in accordance with the new Board of Education’s policy on
sick leave credit for all employees.

Contractual provisions regarding accumulation of unused vacation leave and
supplemental compensation for accumulated unused vacation leave shall be
consistent with N.J.S.A. 18A:30-9. Contractual provisions for payments of
accumulated vacation leave prior to separation can be included but only for
leave accumulated prior to June 8, 2007 and remaining unused at the time of
payment. Supplemental payments for unused vacation leave accrued consistent
with the provisions of N.J.S.A. 18A:30-9 after June 8, 2007 as well as unused
vacation leave accumulated prior to June 8, 2007 that has not been paid, shall be
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payable at the time of separation and may be paid to the individual’s estate or
beneficiaries in the event of the individual’s death prior to separation.

8. Contractual provisions that include a calculation of per diem for twelve month
employees shall be based on a two hundred sixty day work year.

9. No provision for a bonus shall be made except where payment is contingent
upon achievement of measurable specific performance objectives expressly
contained in a contract approved pursuant to N.J.A.C. 6A:23A-3.1, where
compensation is deemed reasonable relative to the established performance
objectives, and achievement of the performance objectives has been documented
to the satisfaction of the Board of Education.

10. No provision for payment at the time of separation or retirement shall be made
for work not performed except as otherwise authorized above.

11. No contract shall include a provision for a monthly allowance except for a
reasonable car allowance. A reasonable car allowance cannot exceed the
monthly cost of the average monthly miles traveled for business purposes
multiplied by the allowable mileage reimbursement pursuant to applicable law
and regulation and NJOMB circulars. If such allowance is included, the
employee cannot be reimbursed for business travel mileage nor assigned
permanently a car for official district business. Any provision of a car for
official district business must conform with N.J.A.C. 6A:23A-6.12 and be
supported by detailed justification. No contract can include a provision of a
‘dedicated driver or chauffer.

12. All Superintendent contracts shaﬂ include the required provision pursuant to
N.J.S.A. 18A:17-51 which states that in the event the Superintendent’s
certificate is revoked, the contract is null and void.

13. No contract shall include a provision for additional compensation upon the
acquisition of a graduate degree unless the graduate degree is conferred by a duly
accredited institution of higher education as defined in N.J.LA.C. 6A:9-2.1. No
contract shall include a provision for assistance or tuition reimbursement, or for
additional compensation for graduate school coursework, unless such coursework
culminates in the acquisition of a graduate degree conferred by a duly accredited
institution of higher education as defined in N.J.A.C. 6A:9-2.1

Any actions by the Executive County Superintendent undertaken pursuant to N.J.A.C. 6A:23-3.1

and this Policy may be appealed to the Commissioner of Education pursuant to the procedures set
forth at N.J.A.C. 6A:3. :

N.J.A.C. 6A:23A-3.1; 6A:23A-7 et seq.

Adopted: 20 October 2008
Revised:
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2428.1 STANDARDS-BASED INSTRUCTIONAL PRIORITIES

Standards-Based Instruction

The school district shall implement a coherent
curriculum for all pupils, including English language learners
(ELLs), gifted and talented pupils, and pupils with
disabilities, that is content-rich and aligned to the Core
Curriculum Content Standards (CCCS). The curriculum shall
guide instruction to ensure every pupil masters the CCCS.

Instruction shall be designed to engage all pupils and
modified based on pupil performance. The curriculum shall
include: interdisciplinary connections throughout; integration
of 215% century skills; a pacing guide; a list of instructional
materials including various levels of text at each grade;
benchmark assessments; and modifications for special education
pupils, English language learners in accordance with N.J.A.C.
6A:15, and gifted pupils.

The school district shall collect and analyze pupil
achievement data by subgroups (such as economically
disadvantaged, race and ethnicity, pupils with disabilities,
English language learners) and make educational decisions
based on such data.

The school district shall:

1. Transmit required pupil, faculty, school, and
school district data to New Jersey Standards
Measurement and Resources for Teaching (NJ SMART),
the New Jersey ' Department of Education's data
warehouse, on a schedule and in a form specified
by the Department of Education;

2. Use NJ SMART and its data query resources to track
pupil progress year-to-year and school-to-school
and to identify continuously enrolled pupils by
school and school district;

3. Ensure teachers, school administrators, and
central office supervisors receive training in NJ
SMART and its data query resources;

4. Analyze assessments of pupil progress in relation
to curricular benchmarks and the results of State
and non-State year-end tests reported by subgroups
(such as economically disadvantaged, race and
ethnicity, pupils with disabilities, and English
language learners).
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The school district central office staff shall prepare
data on comparative performance for all schools in the
district and make them available to the schools. This analysis
shall include the following comparisons using State assessment
data:

1. Each grade level across all schools within the
district;

2. Schools within the district;

3. Comparable districts by district factor groups;
and

4. Data with State averages.

The school district shall ensure a free appropriate
public education is available to all pupils with disabilities
according to the Individuals with Disabilities Education Act
(IDEA), 20 U.S.C. §§ 1400 et seqg., and N.J.A.C. 6A:14.

The school district shall provide English language
learners with instructional services pursuant to N.J.A.C.
6A:15 and provide gifted and talented pupils with appropriate
instructional services pursuant to N.J.A.C. 6A:8-3.1.

The school district shall provide library-media services
that are connected to classroom studies in each school
building, including access to computers, district-approved
instructional software, appropriate books including novels,
anthologies and other reference materials, and supplemental
materials that motivate pupils to read in and out of school
and to conduct research. The school district will provide
these library-media services under the direction of a
certified school library media specialist.

Required for all school districts that include pupils in at
least two of the grades from six through twelve.

Secondary Education Initiatives

The school district shall develop a plan in 2008-2009
for implementing the secondary education initiatives specified
in N.J.A.C. 6A:13-2.2(c) through (e) by the 2009-2010 school
year, except that secondary school districts previously
subject to N.J.A.C. 6A:10 and 6A:10A shall immediately comply
with the secondary education initiatives specified in N.J.A.C.
6A:13-2.2(c) through (e).

The school districts shall:

1. Have a school-level planning team to guide the
development and implementation of the secondary
education reforms described in N.J.A.C. 6A:13-2.2.
A representative group of teachers and
administrators shall determine team membership and
oneratina procedures.



PROGRAM

2428.1/page 3 of 4
Standards—Based Instructional Priorities

2. Provide instructional services, professional
development, and other support to assist secondary
schools with the implementation of the secondary
education initiatives specified in N.J.A.C.
6A:13-2.2.

3. Create personalized learning environments that
strengthen relationships among pupils, teachers,
staff members, families and the larger community
for pupils in grades six through twelve. These
personalized learning environments may include:

a. Small learning communities in free-standing
facilities or within larger facilities;

b. Ninth grade academies where freshman pupils
remain together and are provided with a
supportive environment to enhance their
successful transition to high school;

C. Pupil support systems where pupils are
assigned an adult mentor or team of adults
who know (s) them and can support pupil
efforts in achieving goals and solving
- problems;

d. Academies with a career focus;

e. Multi-grade academies where pupils at

various grade levels may remain with a core
group of teachers for multiple years in an
academy-type format which may be organized
around a particular theme and involve
interdisciplinary teaming; or

£. Other practices for personalizing learning
environments that strengthen relationships
among pupils, , teachers, staff members,
families, and the larger community.

The school district shall implement academic coursework
aligned to N.J.A.C. 6A:8-5.1 that prepares all pupils for
success in postsecondary education and/or <careers after
graduation, including the development of academic skills
integral to success in rigorous high school courses.

Beginning in 2008-2008, all pupils entering grade nine
shall complete by the end of their high school education, at a
minimum, coursework in language arts literacy, mathematics,
and science. These shall include college level preparatory
English I, II, III and IV, Algebra I, Lab Biology or the
equivalent content taught in an integrated or career-based
format, and other coursework as specified in N.J.A.C. 6A:8.

All required courses shall:

1. Be developed, reviewed, evaluated, and revised by a
broad cross-section of teachers, content supervisors,
and Principals;
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2. Satisfy the Core Curriculum Content Standards and
indicators in each content area according to the
graduation requirements in N.J.A.C. 6A:8-5.1; and

3. Be aligned to the district curriculum which
identifies the purpose of instruction, including
the essential content to be mastered in each
course with interim benchmarks and assessments and
final assessments.

Secondary school districts that administer the high
school State assessment and in which ten percent or more of
their pupils satisfy high school  graduation requirements
through the Special Review Assessment (SRA) shall submit to
the Department of Education by November 15 of the subsequent
school year an analysis of all pupils who graduated by means
of the SRA in the previous school year. The analysis shall
include:

1. The names of high school courses and grades
achieved for SRA pupils in language arts literacy,
mathematics, and science;

2. The attendance records for SRA pupils for each
year of high school;

3. Review of the High School Proficiency Assessment
(HSPA) and corresponding Grade Eight Proficiency
Assessment (GEPA)/New Jersey Assessment of Skills
and Knowledge 8 (NJ ASK8) scores attained by
pupils;

4. Review of whether SRA pupils were taught by
appropriately certified staff in English,
mathematics, and science in grades nine through
twelve; and

5. Development of a plan for increasing the
proportion of pupils graduating by means of the
State high school assessment based on data.

Where applicable, secondary school districts shall
collaborate with sending and receiving districts to implement
the secondary education initiatives outlined in N.J.A.C.
6A:13-2.2.

The Commissioner shall appoint and consult with an
advisory committee composed of educators with experience and

knowledge in secondary education to guide the implementation
" of secondary education reform.

N.J.A.C. 6A:13-2.1; 6A:13-2.2

Adopted:
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2460 SPECIAL EDUCATION

The Nutley School Board of Education assures compliance with Part B of the Individuals with
Disabilities Education Act (IDEA) and the New Jersey Administrative Code 6A:14-1 et seq.
Furthermore, the Board will have programs and procedures in effect to ensure the following:

1.

All pupils with disabilities, who are in need of special education and related
services, including pupils with disabilities attending nonpublic schools,
regardless of the severity of their disabilities, are located, identified, and
evaluated according to N.J.A.C. 6A:14-3.3;

Homeless pupils are located, identified, and evaluated according to N.J.A.C.
6A:14-3.3, and are provided special education and related services in accordance
with the IDEA, including the appointment of a swrrogate parent for
unaccompanied homeless youths as defined in 42 U.S.C. §§11431 et seq.;

Pupils with disabilities are evaluated according to N.J.A.C. 6A:14-2.5 and 3.4;

An Individualized Education Program (IEP) is developed, reviewed and; as
appropriate, revised according to N.J.A.C. 6A:14-3.6 and 3.7;

To the maximum extent appropriate, pupils with disabilities are educated in the
least restrictive environment according to N.J.A.C. 6A:14-4.2;

Pupils with disabilities are included in State-wide and district-wide assessment
programs with appropriate accommodations, where necessary according to
N.J.A.C. 6A:14-4.10. All pupils with disabilities will participate in State-wide
assessments or the applicable Alternative Proficiency Assessment in grades
three, four, five, six, seven, eight, and eleven in accordance with their assigned
grade level.

Pupils with disabilities are afforded procedural safeguards required by N.J.A.C.
6A:14-2.1 et seq., including appointment of a surrogate parent, when
appropriate.

A free appropriate public education is available to all pupils with disabilities
between the ages of three and twenty-one, mcludmg pup11s with disabilities who
have been suspended or expelled from school.

a. The obligation to make a free, appropriate pubic education available to
each eligible pupil begins no later than the pupil’s third birthday and
that an individualized education program (IEP) is in effect for the pupil
by that date;
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b. If a child’s third birthday occurs during the summer, the child’s IEP
Team shall determine the date when services under the IEP will begin;

c. A free appropriate public education is available to any pupil with a
disability who is eligible for special education and related services,
even though the pupil is advancing from grade to grade;

d. The services and placement needed by each pupil with a disability to
receive a free, appropriate public education are based on the pupil’s
unique needs and not on the pupil’s disability; and

e. The services and placement needed by each pupil with a disability to
receive a free, appropriate public education are provided in appropriate
educational settings as close to the pupil’s home as possible and, when
the IEP does not describe specific restrictions, the pupil is educated in
the school he or she would attend if not a pupil with a disability.

Children with disabilities participating in early intervention programs assisted
under IDEA Part C who will participate in preschool programs under N.J.A.C.
6A:14 will experience a smooth transition and have an IEP developed and
implemented according to N.J.A.C. 6A:14-3.3(e) and N.J.A.C. 6A:14-3.7.

Full educational opportunity to all pupils with disabilities is provided;

The compilation, maintenance, access to, and confidentiality of pupil records are
in accordance with N.J.A.C. 6A:32-7;

Provision is made for the participation of pupils with disabilities who are placed
by their parent(s) in nonpublic schools according to N.J.A.C. 6A:14-6.1 and 6.2;

Pupils with disabilities who are placed in private schools by the district Board
are provided special education and related services at no cost to their parent(s)
according to N.J.A.C. 6A:14-1.1(d) and N.J.A.C. 6A:14-7.5(b)3;

All personnel serving pupils with disabilities are highly qualified and
appropriately certified and licensed, where a license is required, in accordance
with State and Federal law;

The in-service training needs for professional and paraprofessional staff who
provide special education, general education or related services are identified,
and that appropriate in-service training is provided. The district Board shall
maintain information to demonstrate its efforts to:

a. Prepare general and special education personnel with content
knowledge and collaborative skills needed to meet the needs of
children with disabilities;

b. Enhance the ability of teachers and others to use strategies, such as

behavioral interventions, to address the conduct of pupils with
disabilities that impedes the learning of pupils with disabilities
and others;
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c. Acquire and disseminate to teachers, administrators, school Board
members, and related services personnel, significant knowledge derived
from educational research and other sources and how the district will, if
appropriate, adopt promising practices, materials and technology;

d. Ensure that the in-service training is integrated to the maximum extent
possible with other professional development activities; and

e. Provide for joint training activities of parent(s) and special education,
related services and general education personnel.

Instructional material will be provided to blind or print-disabled pupils in a
timely manner.

For pupils with disabilities who are potentially eligible to receive services from
the Division of Developmental Disabilities in the Department of Human
Services the district will provide, pursuant to the Uniform Application Act,
N.J.S.A. 30:4-25.10 et seq., the necessary materials to the parent(s) to apply for
such services.

The school district will accept the use of electronic mail from the parent(s) to
submit requests to school officials regarding referral, identification, evaluation,
classification, and the provision of a free, appropriate public education. The
parent(s) shall be informed by the Director of Special Services of the procedures
to access the electronic mail system. The parent(s) may not utilize electronic
mail to provide written consent when the district provides written notice and
seeks parental consent as required by N.J.A.C. 6A:14.]

The school district will provide teacher aides and the appropriate general or
special education teaching staff time for consultation on a regular basis as
specified in each pupil’s IEP.

The school district shall provide an Assurance Statement to the County Office of Education that
the Board of Education has adopted the required special education policies and
procedures/regulations and the district is complying with the mandated policies and
procedures/regulations.

N.J.A.C. 6A:14-1 et seq.
20 USC §1400 et seq.
34 C.F.R. §300 et seq.

Adopted: 03 May 2004

Revised:
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R 2460 SPECIAL EDUCATION

School district officials and staff shall adhere to all regulations included in N.J.A.C. 6A:14-1.1 et
seq. and the following special education regulations:

R 2460.1 Special Education — Location, Identification,
' and Referral

R 2460.8 Special Education - Free and Appropriate Public
Education

R 2460.9 Special Education - Transition From Early Intervention
Programs to Preschool Programs

R 2460.16 Special Education - Instructional Material to Blind or
Print-Disabled Pupils

Definitions:

Refer to N.J.A.C. 6A:14-1.3 for definitions of terms used in Regulations 2460.1 through 2460.146.

Adopted: 03 May 2004
Revised:
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and Referral

R 2460.1 SPECIAL EDUCATION - LOCATION, IDENTIFICATION,
AND REFERRAL

All pupils with disabilities, who are in need of special education and related services, including
pupils with disabilities attending nonpublic schools, and highly mobile pupils such as migrant
workers’ children and homeless pupils regardless of the severity of their disabilities, are located,
identified and evaluated according to N.J.A.C. 6A:14-3.3

A. Procedures for Locating Pupils With Disabilities

L. The Director of Special Services will coordinate the child find activities to
locate, identify and evaluate all children, ages three through twenty-one, who
reside within the Nutley school district or attend nonpublic schools within the
school district and who may be disabled.

2. By September 1 of each school year, the Director of Special Services or his/her
designee will conduct child find activities including but not limited to:

a. Development of child find materials for distribution.

b. Broadcasting of child find information on the school district cable
television station. (if applicable)

c. Distribution of flyers to the parents of all pupils enrolled in the school
district.

d. Mailing of child find material to nonpublic schools in the area.

e. Mailing of child find material to local pediatricians, hospitals and
clergy.

£ Public service announcements on the local foreign language radio
stations and cable television stations in the following languages (list
languages).

or
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The Superintendent or designee ensures that if any native language
speakers for languages other than English are identified, public service
communications will include but not be limited to native language
announcements on local foreign language radio stations and/or cable
television stations.

Public service announcements in local newspapers.

Distribution of child find materials in supermarkets, convenience
stores, shelters for the homeless, public and private social service
agency locations and nursery school providers.

Mailing information letters to local physicians, hospitals, nursery
schools, non-public schools, health departments, community centers,
rescue squads and churches.

A guide to preschool services for potentially disabled children ages
three to five is made available to: all sending schools and/or
pediatricians and/or parents

Posting of state developed child find materials in nursery schools
and/or local schools and/or pediatricians for potentially disabled pupils
and/or early intervention program.

Training of home school advocate/school community liaisons or others
to assist in the identification of potentially disabled pupils.

Listings of Early Intervention Program (EIP), local nursery schools and
pediatricians are maintained. The district’s preschool coordinator (or
other) maintains contact with EIP coordinator and nursery school
director. '

Information is distributed through the Parent Advisory Committee.

School handbooks distributed to parents contain information describing
special education services.

Distribution of information to the school district’s ESL/Bilingual
teachers describing child find activities.

Pupils entering Kindergarten are screened annually to identify
potentially disabled pupils.

Intervention and Referral Services Committees (I&RS) have been
established in all school buildings.
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3. No later than September 1 of each school year the Director of Special Services
will contact by mail the School Administrator (identify the title of the nonpublic
school official) of the nonpublic school(s) to request input from nonpublic
school parents and officials for suggestions on ways to conduct child find
activities for pupils attending nonpublic schools.

The child find activities for nonpublic pupils shall be comparable to the child
find activities for public school pupils.

The following individual(s) shall serve as representatives from nonpublic

schools:

School Title of the Individual
Representing the
Nonpublic School

Community School — Director
Good Shepherd Academy — Principal

Abundant Life Academy - Principal

Based on the suggestions from the representatives of the nonpublic schools and
parent(s), the case manager will modify the child find activities for the next
school year, as appropriate.

Procedures for Intervention in the General Education Program
A staff member or agency shall provide in writing a request for intervention services for

pupils ages _ S to 18 , (indicate ages of pupils present in the school district) to the
Building Principal or designee. The request shall contain the following:

1. Reason for request (including parental or adult pupil request);
2. Descriptive behavior of pupil performance; and
3. Indication of the prior interventions.

Teachers and other school professionals, as appropriate, will be in-serviced annually by
the Building Principal or designee regarding the procedures for initiating and providing
interventions in the general education program. The parent(s) will be informed of the
procedures to initiate interventions in the general education program.

The Superintendent or designee will oversee the district’s implementation and
effectiveness of the procedures for interventions in the general education program.

An Intervention and Referral Services Committee (I&RS) will be in place in each school
building pursuant to N.J.A.C. 6A:16-8.1.

The Building Principal or designee will be responsible for the following:
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The implementation and effectiveness of building level I&RS/PAC Committee;

Will identify the roles and responsibilities of building staff who participate in
planning and providing intervention services; and

Review, assess and document the effectiveness of the services provided in
achieving the outcome identified in the intervention plan.

*Sample forms are located in the Resource Manual for Intervention and Referral
Services published by the NJDOE.

The I&RS Committee shall:

a. Plan and provide appropriate intervention services;

b. Actively involve the parent(s)in the development and implementation
of intervention plans;

c. Develop an action plan for an identified pupil, which specifies specific
tasks, resources, persons responsible, completion dates, date for review;

d. Coordinate the services of community based social and health provider
agencies;

e. Process and complete the documentation forms; and

f Review and assess the effectiveness of the services provided in
achieving the outcomes identified in the intervention and referral plan.

g. Ensure the type, frequency, duration, and effectiveness of the

interventions are documented.

The Building Principal will insure that:

a.

I&RS Committee receive in-service training by the Building Principal
or designee by September 1 of each school year;

Staff handbooks are updated by September 1 and include information
regarding intervention procedures;

New instructional staff attend the district’s orientation program
commencing in the month of August which includes information on
I&RS-Committee;

School calendars are distributed in the month of September and provide
information on intervention services; and

Parent/pupil handbooks distributed in the month of September and
include information on intervention services.
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Procedures for Referral

Referral procedures are included in professional staff handbooks and referral forms are
available in the Principal’s office, the Child Study Team office, and the Office of Special

Services.

1. Parental Notification of Referral Procedures

Referral procedures shall be included in Parent Handbook, newsletter as per
school, special education brochure other school district publication, which shall
be distributed to the parent(s). These procedures and publications shall be
updated annually and be distributed to the parent(s) and appropriate social
service and welfare agencies not later than October 1 of each year.

2. Parent Initiated Referral

When a parent makes a written request for an evaluation to determine eligibility

for services:

a. The written request shall be received and dated by the Principal.

b. The written request shall be immediately forwarded to the office of
special services/special education;

c. A file will be initiated to include a timeline for processing the referral
including the date that initiates the twenty-day timeline for conducting
the referral/identification meeting and (Attach any forms used to open a
casey;

d. Upon receipt of the referral a request for a summary and review of
health and medical information regarding the pupil shall be forwarded
to the school nurse who will transmit the summary to the Child Study
Team (CST);

e. The case manager will convene a referral/identification meeting {within
twenty calendar days (excluding school holidays, but not summer
vacation) of the date the request was received by the district;

f A “Notice of a Referral/Identification Meeting” will be sent to the
parent(s);

g The notice will contain ‘“Parental Rights in Special Education” (PRISE)
Booklet; and

h. The referral/identification meeting will be attended by the parent(s),

CST and regular education teacher.
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School Initiated Referral

Referral of a pupil may be made by administrative, instructional and other
professional staff to determine eligibility for special services when:

a. It is determined (optional: through the I&RS Committee) that
interventions in the general education program have not adequately
addressed the educational difficulties and it is believed that the pupil
may be disabled.

b. It can be documented that the nature of the pupil’s educational
problem(s) is such that an evaluation to determine eligibility for
services is warranted without delay.

c. The teachers, through in-service training, shall ensure that pupils who
may be potentially disabled are referred even though they are
advancing from grade to grade.

The following procedure will be followed for a school initiated referral:
a. A referral to the CST will be completed by the referring staff member;

b. I&RSAAE documentation {including, but not limited to: teacher
reports, grades and other relevant data) (optional: the intervention
record) shall be forwarded with the referral to the CST along with any
other relevant data;

c. I&RS documentation does not need to be forwarded for direct referral
when the nature of the pupil’s problem is such that the evaluation is
warranted without delay;

d The referral should be dated upon receipt by the CST;

e. - A file will be initiated to include a timeline for processing the referral
including the date that initiates the twenty-day timeline for conducting
the referral/identification meeting;

f Upon receipt of the referral, a request for a summary and review of
health and medical information regarding the pupil shall be forwarded
to the school nurse who will transmit the summary to the CST;

g The case manager will convene a referral/identification meeting within
twenty calendar days (excluding school holidays, but not summer
vacation) of the date recorded on the referral;

h. A “Notice of a Referral/Identification Meeting” will be sent to the
parent(s);
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i The notice shall contain “Parental Rights in Special Education”
(PRISE); and

j- The referral/identification meeting will be attgnded by the parent(s),

CST and regular education teacher.

The district may use community rehabilitation programs approved by the New
Jersey Department of Labor, Division of Vocational Rehabilitation Services or
any other State agency empowered to accept secondary level pupil placement
according to N.J.A.C. 6A:14-4.7(f)1.

Each evaluation of the pupil requires an assessment to determine appropriate
post-secondary outcomes as part of transition services planning.

Each IEP Team member is required to certify in writing whether the IEP Team
report reflects his or her conclusions. In the event the IEP Team report does not
reflect the IEP Team member’s conclusion, the IEP Team member must submit
a dissenting opinion in order to ensure the parent(s) is aware of dissenting
opinions regarding the determination of eligibility for a specific learning
disability.

The parent(s) must receive a copy of their child’s evaluation report and any
documentation leading to a determination of eligibility not less than ten calendar
days prior to the eligibility conference in order to ensure the parent(s) has a
reasonable amount of time to review documentation prior to an eligibility
conference.

A pupil may be referred directly to the Child Study Team when warranted.

Adopted: 03 May 2004

Revised:
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R 2460.8 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. 6-8 Principal/designee;
c. PreK — 5 - Director of Special Services (Other)
2. Each time a pupil with a disability is removed from his/her currént placement

for disciplinary reasons, notification of the removal is provided to the case
manager by the Principal or designee. (Notification must be in written format for
documentation.)

a. Removal for at least half of the school day shall be reported via the
Electronic Violence and Vandalism Reporting System.

3. 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 su.;pended 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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Suspension from transportation is not counted as a day of removal if
the pupil attended school.

Suspension from transportation is counted as a day of removal the pupil
does not attend school.

If transportation is included in the pupil’s IEP as a required related
service, the school district shall provide alternate transportation during
the period of suspension from the typical means of transportation.

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.

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
considered removal when determining whether a manifestation determination
must be conducted if the program provides the following:

a.

Opportunity for the pupil to participate and progress in the general
curriculum,

Services and modifications specified in the pupil’s IEP,

Interaction with non—disabled peers to the extent they would have in
the current placement, and

The pupil is counted as present for the time spent in the in-school
suspension program.

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 NJ.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.
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b. If it is determined that there is no change in placement, the
Principal/Vice Principal or designee, and the case manager, and special
education teacher will consult to determine the extent to which services
are necessary to:

) Enable the pupil to participate and progress appropriately in
the general education curriculum; and

® Advance appropriately toward achieving the goals set out in
the pupil’s IEP-

Written documentation of the consultation and services provided shall
be maintained in the pupil’s file.

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 a meeting of the EP Team and, as necessary or
required, conduct a functional behavior assessment and review the behavioral
intervention plan according to N.J.A.C. 6A:14 Appendix A, 20 U.S.C. §1415(k).

The IEP Team shall:

a. Review the behavioral intervention plan and its implementation;

b. Determine if modifications are necessary; and

c. Modify the behavioral intervention plan and its implementation as

appropriate. The plan will be modified to the extent necessary if at least
one member of the team determines that modifications are necessary.

The case manager will document the date and the outcome of the meeting,.
The documentation shall be placed in the pupil’s file.

Procedures Regarding the Provision of a Free and Appropriate Public Education to Preschool Age
Pupils with Disabilities :

To ensure that preschoolers with disabilities who are not particiﬁating 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 Preschool Coordinator or Director of
Special Services;
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2. Upon receipt of the written request, the request shall be dated and signed by the
recipient;
3. The district will respond to referrals of preschoolers according to N.J.A.C.
6A:14-3.3(e).

34, A file will be initiated for the potentially disabled preschooler;

a. The case manager will convene 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 Referral/ 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 teachers 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 determines the pupil continues to require specially
designed services to progress in the general education curriculum; and the use of functional
assessment information te 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 pupils 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:
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R 2460.9 SPECIAL EDUCATION - TRANSITION FROM
EARLY INTERVENTION PROGRAMS TO
PRESCHOOL PROGRAMS

Children with disabilities participating in early intervention programs (EIP) assisted under IDEA
Part C who will participate in preschool programs under N.J.A.C. 6A:14-1.1 et seq. will
experience a smooth transition and will have an Individualized Education Program (IEP)
developed and implemented according to N.J.A.C. 6A:14-3.3(¢) and N.J.A.C. 6A:14-3.7.

Procedure for Child Study Team (CST) Member Attendance at the Transition Planning
Conference

L. The district will make available a CST member to participate in the preschool
transition planning conference arranged by the designated service coordinator
from the early intervention system and will:

a. Review the Part C Individualized Family Service Plan for the child;
b. Provide the parent(s) written registration requirements;
c. Provide the parent(s) written information with respect to available

district programs for preschool pupils, including general education
placement options; and

d. Provide the parent(s) a form to use to request that the Part C
service coordinator be invited to the child’s IEP meeting.

2. The district will work collaboratively with the EIP designated service
coordinator or early intervention system to eliminate barriers regarding meeting
times and locations.

3. School district officials shall adhere to all procedures contained in N.J.A.C.
6A:14-1.1 et seq. for transitioning children with disabilities from EIP to
preschool programs.

4, The Part C service coordinator shall be invited to the initial IEP meeting for a

pupil transitioning from Part C to Part B.

Adopted: 03 May 2004
Revised:
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R 2460.16 SPECIAL EDUCATION - INSTRUCTIONAL MATERIAL TO
BLIND OR PRINT-DISABLED PUPILS

All pupils that are blind or print-disabled will be provided instructional materials in a timely
manner in accordance with a plan developed by the district.

The plan to provide the instructional material to blind or print-disabled pupils in a timely manner

will:
1. Be included in the Individualized Education Program of each pupil with a
disability;
2. Set forth the instructional materials needed by the pupil;
3. Indicate how the instructional material will be provided to the blind or print-

disabled pupil; and

4. Address any assistive technology needed to permit the pupil to utilize the
instructional material to be provided.

ADOPTED:
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5320 IMMUNIZATION

In order to safeguard the school community from the
spread of certain communicable diseases and in recognition
that prevention is a means of combating the spread of disease,
the Board of Education requires the immunization of pupils
against certain diseases in accordance with State statute and
rules of the New Jersey State Department of Health and Senior
Services.

A pupil shall not knowingly be admitted or retained in
school if the parent(s) or legal guardian(s) has not submitted
acceptable evidence of the child’s immunization, according to
schedules specified in N.J.A.C. 8:57-4 — Immunization of
Pupils in School.

Medical or religious exemptions to immunizations shall
be in accordance with the requirements as outlined in N.J.A.C.
8:57-4.3 and 4.4. A child may be admitted to school on a
provisional basis in accordance with the requirements as
outlined in N.J.A.C. 8:57-4.5.

No immunization program, other than that expressly
required by the rules of the New Jersey State Department of
Health and Senior Services or by order of the New Jersey State
Commissioner of Health and Senior Services, may be conducted
in district schools without the express approval of the Board.

. 18A:40-20
. 26:4-6
. 8:57-4.1 et seq.

.J.S.
.J.S.
.J.A.

Z =z 3
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A
C

Adopted: 03 May 2004
Revised:
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R 5320 IMMUNIZATION

A. Immunizations on Admission

1.

No Principal shall knowingly admit or retain any
pupil who has not submitted acceptable evidence of
immunization according to the schedule set forth
in section E, unless the pupil is provisionally
admitted as provided in paragraph A.2. or exempted
as provided in section B., N.J.A.C. 8:57-4.3, and
8:57-4.4.

A pupil shall be admitted to preschool or school
on a provisional basis if a physician, an advanced
practice nurse, (2 certified registered nurse
practitioner or clinical nurse specialist) or
health department can document that at least one
dose of each required age-appropriate vaccine(s)
or antigen(s) has been administered and that the
pupil is in the process of receiving the remaining
immunizations.

a. A child under five years of age lacking all
required vaccines shall have no more then
seventeen months to meet all immunization
requirements 1in accordance with N.J.A.C.
8:57-4.5(b) .

b. A child five years of age or older lacking
all required vaccines shall have no more
than one year to complete all immunization
requirements in accordance with N.J.A.C.

8:57-4.5(c).

C. Provisional status shall only be granted one
time to pupils entering or transferring into
schools in New Jersey. If a pupil on

provisional status transfers, information on
their status will be sent by the original
school to the new school. Provisional status
may be extended by a physician for medical
reasons as indicated in N.J.A.C. 8:57-4.3.

d. Pupils transferring into this district from
another State or country shall be allowed a
thirty day grace period in order to obtain
past immunization documentation before
provisional status shall begin. The thirty
day grace period does not apply to pupils
transferring from within the State of New
Jersey.

Immunization
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The Principal or designee shall ensure the
provisionally admitted pupil is receiving
required immunizations on schedule. If the
pupil has not completed the immunizations at
the end of the provisional period, the
Principal shall exclude the pupil . from
school until appropriate documentation of
completion has been presented.

Pupils on provisional status may be
temporarily excluded from school during a
vaccine-preventable disease outbreak or
threatened outbreak, as determined by the
State Commissioner of Health and Senior
Services or his/her designee.

Exemptions from Immunization

1.

A pupil shall not be required to have any specific

immunization(s) that are medically
contraindicated. :
a. A written statement from any physician

C.

licensed to practice medicine or osteopathy
or an advanced practice nurse (certified
registered nurse practitioner or clinical
nurse specialist) in any jurisdiction in the
United States indicating that an
immunization is medically contraindicated
for a specific period of +time and the
reasons for the medical contraindication,
based on valid reasons as enumerated by the
Advisory Committee on Immunization Practices
(ACIP) standards or the American Academy of
Pediatrics (AAP) guidelines, will exempt a
pupil from the specific immunization
requirements by law for the period of time
specified in the physician's statement.

The physician's or an advanced practice
nurse’s (certified registered nurse
practitioner or clinical nurse specialist)
statement shall be retained by the school as
part of the immunization record of the pupil
and shall be reviewed annually.

When the pupil's medical condition permits
immunization, this exemption shall thereupon
terminate, and the pupil shall be required to
obtain the immunizations from which he/she has
been exempted.

Immunization
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A pupil shall Dbe exempted from mandatory
immunization if the parent(s) or legal guardian(s)
submits a signed statement that explains how the
administration of immunizing agents conflicts with
the pupil's exercise of bona fide religious tenets
or practices. General philosophical or moral
objection to immunization shall not be sufficient
for an exemption on religious grounds.

a. The written statement signed by the
parent (s) or legal guardian(s) will be kept
by the school as part of the pupil's

. immunization record.

b. Pupils enrolled in school before September
1, 1991 and who have previously been granted
a religious exemption to immunization, shall
not be required to reapply for a new
religious exemption under N.J.A.C. 8:57-
4.4(a).

Pupils exempted on medical or religious grounds
may be temporarily excluded from school during a
vaccine-preventable disease outbreak or threatened
outbreak, as determined by the State Commissioner
of Health and Senior Services or designee.

c. Documentation of Immunization

1.

Any of the following documents shall be accepted
as evidence of a pupil's immunization history,
provided that the document 1lists the type of
immunization and the specific date (month, day and
year) when each immunization was administered.

a. An official school record from any school or
preschool indicating compliance with
immunization requirements,

b. A record from any public health department
indicating compliance with immunization
requirements,

c. A certificate signed by a physician licensed
to practice medicine or osteopathy or an
advanced practice nurse (certified

registered nurse practitioner, or clinical
nurse specialist) in any jurisdiction in the
United States indicating compliance with
immunization requirements,

d. The official record of immunization from the
New Jersey Immunization Information System
indicating compliance with immunization
requirements.

Immunization
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All immunization records submitted by a parent(s)
or legal guardian(s) in a language other than
English shall be accompanied by a translation
sufficient to determine compliance with the
immunization requirements of this regulation.

Parental verbal Thistory or recollection or
previous immunization is unacceptable
documentation or evidence of immunization.

Immunization Records

1.

Each school shall maintain an official State of
New Jersey Immunization Record for every pupil
which shall include the date of each individual
immunization.

a. When a child withdraws, is promoted, or
transfers to another school, preschool or
child care center, the immunization record,
or a certified copy thereof, along with
statements pertaining to religious or
medical exemptions and laboratory evidence
of immunity, shall be sent to the new school
by the original school or shall be given to
the parent(s) or legal guardian(s) wupon
request, within twenty-four hours of such
a request.

b. The immunization record shall be kept
separate and apart from the pupil's other
medical records for the purpose of

immunization record audit.

c. Childcare centers, preschools, and
elementary schools are to retain
immunization records, or a copy thereof, for
at least one year after the pupil has left
the school. For children who are promoted
from elementary to middle school or from
middle school to high school within the same
school system, this record retention
requirement is not applicable in accordance
with  Department of Education rules and
policies on transfer of pupil records.

d. Each pupil's immunization record, or a copy
thereof, shall be retained by a secondary
school for a minimum of four years after the
pupil graduates from the secondary school.

e. When a pupil graduates from secondary
school, the &record, or a certified copy
thereof, shall be sent to an institution of
higher education or may be given to the
parent (s) or legal guardian(s)upon request.

Immunization
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f. Any computer—generated document or list
developed to record immunization information
shall be considered a supplement to, not a
replacement of, the official New Jersey
Immunization Record.

A report of the immunization status of the pupils
in each school shall be sent each year to the
State Department of Health and Senior Services by
the Principal or other person in charge of a
school. The form for the report will be provided
by the State Department of Health and Senior
Services. The report shall be submitted by
January 1 of the respective academic year. A copy
of this report shall be sent to the local Board of
Health in whose Jjurisdiction the school is
located. Failure by the school district to submit
such report by January 1 may result in a referral
to the New Jersey Department of Education and the
local health department.

The Principal or other person in charge of a
school shall make immunization records available

for inspection by authorized representatives of’

the State Department of Health and Senior Services
or the local Board of Health in whose jurisdiction
the school is located, within twenty-four hours of
notification.

E. Immunization Requirements

1.

The immunization requirements for school age
children shall Dbe in accordance with  the
requirements of N.J.A.C. 8:57-4 - Immunization of

"Pupils in School as outlined below:

N.J.A.C. 8:57-4: Immunization of Pupils in School

MINIMAL IMMUNIZATION REQUIREMENTS FOR SCHOOL
ATTENDANCE IN NEW JERSEY

DISEASE(S)

REQUIREMENTS COMMENTS

DTaP

(AGE 1-6 YEARS):
4 doses, with one
dose given on or
after the 4th
birthday, OR any
5 doses.

(AGE 7-9 YEARS):
3 doses of Td or

Any child entering
pre-school, pre-
Kindergarten, or
Kindergarten needs
a minimum of four
doses. Pupils
after the seventh
birthday should

any previously
administered
combination of DTP,
DTaP, and DT to
equal 3 doses.

receive adult type
Td. DTP/Hib vaccine
and DTaP also valid
DTP doses.
Laboratory evidence
of immunity is also

acceptable.

Immunization
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Tdap GRADE 6 (or For pupils entering
comparable age Grade 6 on or after
level special 9-1-08 and born on
education program or after
with an unassigned 1-1-97.
grade): 1 dose A child does not

need a Tdap dose
until FIVE years
after the last
DTP/DTaP or Td
dose.

POLIO (AGE 1-6 YEARS): Either Inactivated
3 doses, with one Polio Vaccine (IPV)
dose given on or or Oral Polio
after the 4th Vaccine (OPV)
birthday, OR any separately or in
4 doses. combination is
(AGE 7 or OLDER): acceptable.

Any 3 doses. Polio wvaccine is
not required of
pupils 18 years of
age or older.
Laboratory evidence
of immunity is also
acceptable.

DISEASE(S) REQUIREMENTS COMMENTS

MEASLES If born before Any child over 15
1-1-90, 1 dose of months of age

a live Measles-—
containing vaccine.
If born on or after
1-1-90, 2 doses of
a live Measles-
containing vaccine.
If entering a
college or
university after
9-1-85 and
previously
unvaccinated,

2 doses of a live
Measles-containing
vaccine.

entering child
care, pre-school,
or pre-
Kindergarten needs
a minimum of 1 dose
of measles wvaccine.
Any child entering
Kindergarten needs
2 doses.

Previously
unvaccinated pupils
entering college
after 9-1-95 need

2 doses of
measles-containing
vaccine or any
combination
containing live
measles virus
administered after
1968. Documentation
of 2 prior doses is
acceptable.
Laboratory evidence
of immunity is also
acceptable.
Intervals between
first and second
measles/MMR/MR
doses cannot be
less than 1 month.
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DISEASE (S)

REQUIREMENTS

COMMENTS

RUBELLA
and
MUMPS

1 dose of live
Mumps-containing
vaccine.

1 dose of live
Rubella-containing
vaccine.

Any child over 15
months of age
entering child
care, pre-school,
or pre-Kindergarten
needs 1 dose of
rubella and mumps
vaccine.

Each pupil entering
college for the
first time after
8-1-95 needs 1 dose
of rubella and
mumps vaccine or
any combination
containing live
rubella and mumps
virus administered
after 1968.
Laboratory evidence
of immunity is also
acceptable.

VARICELLA

1l dose on or after
the first birthday.

All children 19
months of age and
older enrolled into
a child care/pre-
school center after
9-1-04 or children
born on or after
1-1-98 entering a
school for the
first time in
Kindergarten,

Grade 1, or
comparable age
entry level special
education program
with an unassigned
grade, need 1 dose
of varicella
vaccine.

Laboratory evidence
of immunity,
physician’s
statement or a
parental statement
of previous
varicella disease
is also acceptable.
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DISEASE (S)

REQUIREMENTS

COMMENTS

HAEMOPHILUS
INFLUENZAE B
(Hib)

(AGE 2-11
MONTHS) (V) :
2 doses
(AGE 12-59
MONTHS) @ :

1 dose

Mandated only for
children enrolled
in child care, pre-
school, or pre-
Kindergarten.

1) Minimum of

2 doses of Hib
vaccine is needed
if between the ages
of 2-11 months.

2) Minimum of

1 dose of Hib
vaccine is needed
after the first
birthday.

DTP/Hib and
Hib/Hep B also
valid Hib doses.

HEPATITIS B

(K-GRADE 12):
3 doses or
2 doses

M If a child is
between 11-15 years
of age and has not
received 3 prior
doses of Hepatitis
B then the child is
eligible to receive
2-dose Hepatitis B
Adolescent
formulation.
Laboratory evidence
of immunity is also
acceptable.

PNEUMOCOCCAL

(AGE 2-11
MONTHS) 1) :
2 doses
(AGE 12-59
MONTHS)

1 dose

Children enrolled
in child care or
pre-school on or
after 9-1-08.

M Minimum of

2 doses of
Pneumococcal
vaccine is needed
if between the ages
of 2-11 months.

2) Minimum of

1 dose of
Pneumococcal
vaccine is needed
on or after the
first birthday.
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DISEASE (S) REQUIREMENTS COMMENTS
MENINGOCOCCAL | (Entering GRADE 6 ) For pupils
(or comparable age | entering Grade 6 on
level Special Ed or after 9-1-08 and
program with an born on or after
unassigned grade): 1-1-97.
1 dose W 2) previously
(Entering a four- unvaccinated pupils
year college or entering a four-
university, year college or
previously university after
unvaccinated and 9-1-04 and who
residing in a reside in a campus
campus dormitory): dormitory, need
1 dose @ 1 dose of
meningococcal
vaccine. ,
Documentation of
one prior dose is
acceptable.
INFLUENZA (AGES 6-59 MONTHS): | For children

1 dose ANNUALLY

enrolled in child
care, pre-school or
pre-Kindergarten on
or after 9-1-08.

1 dose to be given
between September 1
and December 31 of
each year.

AGE APPROPRIATE VACCINATIONS
(FOR LICENSED CHILD CARE CENTERS/PRE-SCHOOLS)

CHILD'S AGE

NUMBER OF DOSES CHILD SHOULD
HAVE (BY AGE):

2-3 Months 1l dose DTaP, 1 dose Polio,
1l dose Hib, 1 dose PCV7

4-5 Months 2 doses DTaP, 2 doses Polio,
2 doses Hib, 2 doses PCV7

6-7 Months 3 doses DTaP, 2 doses Polio,
2-3 doses Hib, 2-3 doses
PCV7, 1 dose Influenza

8-11 Months 3 doses DTaP, 2 doses Polio,

PCVT,

2-3 doses Hib,
1l dose Influenza

2-3 doses

12-14 Months

3 doses DTaP,
1 dose Hib,
1l dose Influenza

2 doses Polio,
2-3 doses PCV7,

15-17 Months

3 doses DTaPp,
1 dose MMR,
dose PCV7,

2 doses Polio,
1l dose Hib, 1
1 dose Influenza
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CHILD'S AGE NUMBER OF DOSES CHILD SHOULD
HAVE (BY AGE):

18 Months - 4 Years 4 doses DTaP, 3 doses Polio,
1 dose MMR,

1 dose Hib, 1 dose
Varicella, 1 dose PCV7,
1 dose Influenza

PROVISIONAL ADMISSION:

Provisional admission allows a child to enter/attend
school but must have a minimum of one dose of each of
the required vaccines. Pupils must be actively in the
process of completing the series. If a pupil is less
than 5 years of age, they have 17 months to complete
the immunization requirements.

If a pupil is 5 years of age and older, they have 12
months to complete the immunization requirements.

GRACE PERIODS:

* 4-day grace period: All vaccines doses administered
less than or equal to four days before either the
specified minimum age or dose spacing interval shall be
counted as valid and shall not require revaccination in
order to enter or remain in a school, pre-school or
child care facility.

« 30-day grace period: Those children transferring into
a New Jersey school, pre-school, or child care center
from out of State/out of country may be allowed a 30-day
grace period in order to obtain past immunization
documentation before provisional status shall begin.

Emergency Powers of the Commissioner of Health and
Senior Services

1. If a threatened outbreak, or outbreak of disease,
or other public health immunization emergency
exists, as determined by the State Commissioner of
Health and Senior Services or designee, all pupils
with provisional, religious, or medical exemptions
(which relate to the specific disease threatening
or occurring) shall be excluded from school. If
these pupils become immunized or produce serologic
evidence of immunity to the specific disease the
pupil may immediately be readmitted to school.

2. If a threatened outbreak, or outbreak of disease
or other public health immunization emergency
exists, as determined by the State Commissioner of
Health and Senior Services or designee, the State
Commissioner or designee may issue either
additional immunization requirements to control
the outbreak or threat of an outbreak or modify
immunization requirements to meet the emergency.
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All children failing to meet the additional
immunization requirements of N.J.A.C.
8:57-4.22 shall Dbe excluded from school
until the outbreak or threatened outbreak is
over. These requirements shall remain in
effect as outlined in N.J.A.C. 8:57-4.22(c).

3. The Commissioner of Health and Senior Services or

designee

may temporarily suspend an immunization

requirement in accordance with the reasons as
outlined in N.J.A.C. 8:57-4.22(d).

Adopted:
Revised:

03 May 2004

Immunization
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5331 MANAGEMENT OF LIFE-THREATENING ALLERGIES IN SCHOOLS

The Board of Education recognizes pupils may have
allergies to certain foods and other substances and may be at
risk for anaphylaxis. Anaphylaxis 1s a sudden, severe,
serious, systemic allergic reaction that can involve various
areas of the body (such as the skin, respiratory tract,

gastrointestinal tract, and cardiovascular system) .
Anaphylaxis 1s a serious allergic reaction that may be rapid
in onset and may cause death. Policy 5331 has been developed

in accordance with the Guidelines for the Management of Life-
Threatening Food Allergies in Schools developed by the New
Jersey Department of Education.

An Individualized Healthcare Plan (IHP) and an
Individualized Emergency Healthcare Plan (IEHP) will Dbe
‘developed for each pupil at risk for a life-threatening
allergic reaction. Self-administration of medication, the
placement and the accessibility of epinephrine, and the
recruitment and training of designees who volunteer to
administer epinephrine during school and at school-sponsored
functions when the school nurse or designee is not available
shall be in accordance with N.J.S.A. 18A:40-12 and Board
Policy and Regulation 5330. School staff will Dbe
appropriately trained by the school nurse or designee to
understand the school’s general emergency procedures and steps
to take should a life-threatening allergic reaction occur.

The school district will develop and implement
appropriate strategies and prevention measures. for the
reduction of risk of exposure to food allergens throughout the
school day, during before-~ and after-school programs, at all
school-sponsored activities, in the cafeteria, or wherever
food is present.

A description of the roles and responsibilities of
parent (s) or legal guardian(s), staff, and pupils to prevent
allergic reactions and during allergic reactions are outlined
in Regulation 5331.

Every incident involving a life-threatening allergic
reaction and/or whenever epinephrine is administered
throughout the school day, during before- and after-school
programs, and/or at all school-sponsored activities shall be
reported to the school nurse or designee. The school nurse or
designee shall be responsible to notify emergency responders,
the Principal or designee, the school physician, and the
Superintendent of Schools. The Superintendent shall inform
the Board of Education after every incident including a life-
threatening allergic reaction or whenever epinephrine is
administered by the school nurse or designee. In addition, in
accordance with the provisions of N.J.S.A. 18A:40-12.5.e.(3),
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the school nurse or designee shall arrange = for the
transportation of a pupil to the hospital emergency room by
emergency services personnel after the administration of
epinephrine, even if the pupil’s symptoms appear to have
resolved.

There will be occasions where food and/or beverages will
be served as part of a classroom experience, field trip, -
and/or celebration. Because the ingredients of these food and
beverage products may be unknown to the food preparation
person and/or server, a pupil with anaphylaxis to food should
not consume any food products that he/she is unsure of the
ingredients. The teacher will provide, whenever possible,
advance notice of the classroom experience, field trip, or
celebration in order for the pupil to bring a food or beverage
product from their home so they may participate in the
activity.

When a parent(s) or legal guardian(s) informs the
Building Principal and the school nurse the pupil may have an
anaphylactic reaction to a substance other than food, the
Building Principal will work with school staff to determine if
these substances are on school grounds. The Building
Principal will inform and work with the parent(s) or legal
guardian(s) and the pupil to avoid the pupil’s exposure to
these substances if present on school grounds.

School staff will be appropriately trained by the school
nurse or designee to understand the school’s general emergency
procedures and steps to take should a life-threatening
allergic reaction occur. The school nurse or designee will
provide appropriate training to school staff to understand
allergies to food and other substances, to recognize symptoms
of an allergic reaction, and to know the school’s general
emergency procedures and steps to take should a 1life-
threatening allergic reaction occur. The school nurse will
work with appropriate school staff to eliminate or substitute
the use of allergens in the allergic pupil’s meals,
educational/instructional tools and materials, arts and crafts
projects, or incentives.

Policy and Regulation 5331 should be annually reviewed,
evaluated, and updated where needed. Policy and Regulation
5331 will be disseminated and communicated to all parent(s) or
legal guardian(s) of pupils in the school in the beginning of
each school year and when a pupil enters the school after the
beginning of the school year.

N.J.S.A. 18A:40-12.3 through 18A:40-12.6

New Jersey Department of Education - Guidelines for the
Management of Life-Threatening Food Allergies in Schools
— September 2008

Adopted:
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R 5331 MANAGEMENT OF LIFE-THREATENING ALLERGIES IN SCHOOLS

A. Definitions

1. Anaphylaxis - A serious allergic reaction that is

rapid in onset and may cause death.

Epinephrine (adrenaline) - A drug that can be
successfully utilized to counteract anaphylaxis.

Food Allergy - A group of disorders characterized
by immunologic responses to specific food
proteins. In the United States, the most likely
common allergens in adults and children are cow’s
milk, eggs, peanuts, wheat, soy, fish, shellfish,
and nuts.

Individualized Emergency Healthcare Plan (IEHP) -
A personalized healthcare plan written by the
certified school nurse that specifies the delivery
of accommodations and services needed by a pupil
in the event of an emergency.

Individualized Healthcare Plan (IHP) - A plan
written by the certified school nurse that details
accommodations and/or nursing services to be
provided to a pupil because of the pupil’s medical
condition based on medical orders written by a
health care provider in the pupil’s medical home.

School-Sponsored Function - Any activity, event,
or program occurring on or off school grounds,
whether during or outside of regular school hours,
that is organized and/or supported by the school.

B. Policy and Regulation Development

1.

Policy and Regulation 5331 address different
allergens, varying ages and maturity levels of
pupils, and the physical properties and
organizational structures of schools in this
school district. The components below were
critical in developing Policy and Regulation 5331.

a. The school district nursing staff, in
consultation with the school physician, if
needed:

(1) Assessed the overall health needs of
the pupil population at risk for
anaphylaxis, particularly pupils with
food allergies; and
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(2) Assessed current and relevant policies
and/or protocols regarding the care of
pupils with life-threatening allergies
and identified areas in need of
development or improvement.

Policy and Regulation 5331 were developed using a
multidisciplinary team that included various
school district administrators, teachers, and
support staff members.

Additional factors need to be regarded at the
secondary school level 1in order to provide the
best care for food-allergic teens. The
multidisciplinary team should consider the factors
below when developing Policy and Regulation 5331
as it pertains to food-allergic teens.

a. Pupils move to different classrooms,
frequently in larger buildings and campuses,
presenting needs for updated avoidance
strategies, epinephrine availability, and
designated assistance.

b. Pupils may have open lunch periods and
accompany friends to local eateries.

c. Pupils may have access to vending machines.

d. Certain classes give rise to new avoidance
issues, e.g., chemistry/biology labs, home
economics/culinary class, etc.

e. The number of off-site school-sponsored
functions increases, e.g., travel, sometimes
to other States and foreign countries;
athletic games and competitions, sometimes
in other towns; dances; etc.

f. Risk-taking behaviors frequently accompany
the independence of adolescent years.

g. N.J.S.A. 18A:40-12.6 provides for a delegate
for the emergency administration of
epinephrine even when a pupil is able to
self-administer life-saving medication.
Although teenage pupils will more than
likely Dbe permitted to carry and self-

administer emergency medications, those
pupils are not to be expected to
have complete responsibility for
the administration of epinephrine. A

severe allergic reaction can completely
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incapacitate a pupil and inhibit the ability
to self-administer emergency medication.
Therefore, the school nurse or volunteer
delegate shall Dbe available during school
and school-sponsored functions to administer
epinephrine in an emergency in accordance
with the provisions of N.J.S.A. 18A:40-
12.5.e.(2).

4. The Principal and/or the school nurse will educate
staff and the community regarding Policy and
Regulation 5331; obtain feedback on the
implementation and effectiveness of the Policy and
Regulation; and annually review, evaluate, and
update the Policy and Regulation, as needed or
required by law.

Prevention Measures
1. Considerations for the Cafeteria

The Principal, in consultation with the school
nurse, teaching staff members, food service staff
members, and other appropriate staff members, will
work to make the cafeteria environment as safe as
possible for food-allergic pupils. This process
includes making determinations about serving foods
with known allergens and identifying steps that
can be taken to reduce the chance of accidental
exposure. The steps may include:

a. Training to food service personnel on food
label reading and safe handling, as well as
safe meal substitutions for food-allergic
children.

b. Educating cafeteria staff and monitors about
food-allergy management and make them aware
of the pupils who have life-threatening food
allergies.

c. Developing and implementing standard
procedures for cleaning tables, chairs, and
trays, ©particularly those designated as
allergen-safe, after 1lunch periods using
dedicated and disposable supplies to avoid
cross contact.

d. When possible, sharing ingredient/allergen
information for food provided by the school
to pupils and parent (s) or legal

guardian(s).

e. Making allergen-safe table(s) an available
option for allergic pupils.
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£. Considering allergen-full table(s) (i.e.,
all those eating peanut butter sit
together) .

g. Discouraging pupils from sharing or trading
food/snack items, drinks, straws, or
utensils.

h. Encouraging pupils to wash hands before and

after eating.

i. Considering the benefits and ramifications
of serving and/or removing allergen-
containing foods ‘or removing a particular
food. item from the school menu.

J. Making accommodations in the event a pupil
cannot be in direct proximity to certain
allergens that are being

cooked/boiled/steamed.
Considerations for the Classroom

Provisions will be made to develop safeguards for
the protection of food-allergic pupils in the
classroom. The school nurse will work with the
classroom teacher(s) so the teacher understands
and 1is able to initiate the pupil’s IEHP, as
necessary.

a. If possible, consider prohibiting the use or
consumption of allergen-containing foods in
the classroom.

b. Conduct training for teachers, aides,
volunteers, substitutes, and pupils about
food allergies.

c. Develop and implement a procedure that will
alert substitute teachers to the presence of
any pupils with food allergies and any
accompanying instructions.

d. Develop and implement a letter to parent(s)
or legal guardian(s) of classmates of the
food-allergic pupil (without identifying the
pupil), particularly in lower grades,
explaining any prohibitions on food in the

classroom.
e. Discourage the use of food allergens for
classroom projects/activities, classroom

celebrations, etc.

f. Encourage the use of non-food items for all
classroom events/activities, as a way to
avoid the potential presence of major food
allergens.
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g. Notify parent(s) or legal guardian(s) of
classroom celebrations that involve food
with particular attention to notification of
parent (s) or legal guardian(s) of food-
allergic children.

h. Encourage pupils to wash hands before and
after eating.

i. Develop and implement standard procedures
for cleaning desks, tables, and the general
classroom area.

General Considerations for the School Environmenp

The Principal, in consultation with the school
nurse, teaching staff members, food service staff
members, and other appropriate staff members, will
work to make the school environment as safe as
possible for the food-allergic pupil to include:

a. Developing and implementing cleaning
procedures for common areas (i.e.,
libraries, computer 1labs, music and art
rooms, hallways, etc.).

b. Developing and implementing guidelines for
food fundraisers (i.e. bake sales, candy
sales, etc.) that are held on school
grounds.

c. Avoiding the use of food products as
displays or components of displays in
hallways.

d. Developing protocols for appropriate

cleaning methods following events held at
the school, which involve food.

Field Trips and Other School Functions

N.J.S.A. 18A:40-12.6 requires a nurse or delegate
to be available during school and school-sponsored
functions in the event of anaphylaxis. Pupils
with food allergies should participate in all
school activities and will not be excluded based
on their condition. The appropriate school staff
member (s) should:

a. Communicate (with parent (s) or legal
guardian(s) permission) relevant aspects of
the IEHP to staff, as appropriate, for field
trips, school-sponsored functions, and
before- and after-school programs.
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b. Encourage long-term planning of field trips
in order to ensure that food-allergic pupils
receive needed services while away from
school.

c. Evaluate appropriateness of trips when
considering the needs of pupils e.g., a trip
to a dairy farm should not be scheduled for
a class with a milk-allergic pupil.

d. Encourage, but do not require, parent(s) or
legal guardian(s) of food-allergic pupils to
accompany their child on school trips.

e. Implement the district’s procedure for the
emergency administration of medications.

f. Implement the district’s procedure for
emergency staff communications on field
trips.

g. Inform parent(s) or legal guardian(s), when

possible, of school events at which food
will be served or used.

Bus Transportation

The district administrative staff and
transportation personnel will consider the needs
of pupils with 1life-threatening allergies while
being transported to and from school and to
school-sponsored activities. The appropriate
school staff member(s) should: :

a. Advise bus drivers of the pupils that have
food allergies, symptoms associated with
food-allergic reactions, and how to respond

appropriately.

b. Assess the emergency communications systems
on buses.

c. Consider assigned bus seating i.e., pupils

with food allergies can sit at the front of
the bus or can be paired with a “bus buddy.”

d. Assess existing policies regarding food on
buses.

Preparing for an Emergency

The Principal and school nurse will establish
emergency protocols and procedures in advance of
an emergency. These protocols and procedures
should:
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a. Provide training for school personnel about
life-threatening allergic conditions.

b. Create a list of volunteer delegates trained
by the nurse in the administration of
epinephrine, and disseminate the list
appropriately.

c. Ensure that epinephrine is quickly and
readily accessible 1in the event of an
emergency. If appropriate, maintain a

backup supply of the medication.

d. Coordinate with local EMS on emergency
response in the event of anaphylaxis.

e. Consider conducting anaphylaxis drills as
part of the district or school-wide
emergency response plan.

£. Ensure access to epinephrine and allergy-
free foods when developing plans for fire
drills, lockdowns, etc.

g. Ensure that reliable communication devices
are available in the event of an emergency.

h. Adhere to Occupational Safety and Health
Administration (OSHA) and Universal
Precautions Guidelines for disposal of
epinephrine auto-injectors after use.

Sensitivity and Bullying

A food-allergic pupil may become victim to threats
of bullying related to his/her condition.
N.J.A.C. 6A:16-7.9 requires each Board of
Education to develop, adopt, and implement a
policy prohibiting harassment, intimidation, or
bullying on school grounds, including on a school
bus or at a school-sponsored function, pursuant to
N.J.S.A. 18A:37-15. The appropriate school staff
member (s) should:

a. Remind pupils and staff that bullying or
teasing food-allergic pupils will not be
tolerated and violators should be

disciplined appropriately.

b. Offer professional development for faculty
and staff regarding confidentiality to
prevent open discussion about the health of
specific pupils.

c. Discourage needless labeling of food-
allergic pupils in front of others. A food-
allergic pupil should not be referred to as
“the peanut kid,” “the bee kid” or any other
name related to the pupil’s condition.
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Roles and Responsibilities for Managing Food Allergies

The risk of accidental exposure to foods can be reduced
in the school setting if schools, pupils, parent(s) or
legal guardian(s), and physicians work together to
minimize risks of exposure to allergens and provide a
safe educational environment for food-allergic pupils.

1. Family’s Role

a. Notify the school of the pupil’s allergies.

b. Work with the school team to develop a plan
that accommodates the pupil’s needs
throughout the school, including the
classroom, the cafeteria, after-care
programs, during school~-sponsored
activities, and on the school bus, as well
as an IEHP.

c. Provide written medical documentation,

instructions, and medications as directed by
a physician, using the Food Allergy Action
Plan as a guide. Include a photo of the
child on written form.

d. Provide properly 1labeled medications and
promptly replace medications after use or
upon expiration.

e. Educate the child in the self-management of
their - food allergy including: safe and
unsafe foods; strategies for avoiding

exposure to unsafe foods; symptoms  of
allergic reactions; how and when to tell an
adult they may be having an allergy-related
problem; and how to read food 1labels (age
appropriate).

f. Review policies and procedures with the
school staff, the child’s physician, and the
child (if age appropriate) after a reaction
has occurred.

g. Provide current emergency contact
information and update regularly.

2. School’s Role
a. Review the health records submitted by
parent (s) or legal guardian (s) and

physicians.



PUPILS

R 5331/page 9 of 10
Management of Life-Threatening
Allergies in Schools

Identify a core team including the school
nurse, teacher, Principal, and school food
service and nutrition manager/director to
work with parent(s) or legal guardian(s) and
the pupil (age appropriate) to establish an
IEHP. Changes to the IEHP that promote food
allergy management should be made with core
team participation.

Assure that all staff who interact with the
pupil on a regular basis understand food
allergies, can recognize symptoms, know what
to do in an emergency, and work with other
school staff to eliminate the use of food
allergens in the allergic pupil’s meals,
educational tools, arts and crafts projects,
or incentives.

Coordinate with the school nurse to ensure
medications are appropriately stored and
ensure an emergency kit is available that
contains a physician’s standing order for
epinephrine. Epinephrine should be kept in
a secure but wunlocked location that 1is
easily accessible to delegated school
personnel.

Pupils who are permitted to self-administer
should be permitted to carry their own
epinephrine in accordance with State
regulations and district policy.

Designate school personnel who volunteer to
administer epinephrine in an emergency.

Be prepared to handle a reaction and ensure
there 1is a staff member available who is
properly trained to administer medications
during the school day, regardless of time or
location. ' '

Review policies and prevention plans with
the core team members, parent(s) or legal
guardian(s), pupil (age appropriate), and
physician after a reaction has occurred.

Work with the transportation administrator
to insure that school bus drivers receive
training that includes symptom awareness and
what to do if a reaction occurs and assess
the means by which a bus driver can
communicate during an emergency, including
proper devices and equipment.




PUPILS

R 5331/page 10 of 10
Management of Life-Threatening
Allergies in Schools

J. Discuss field trips with the family of the
food-allergic <child to decide appropriate
strategies for managing the food allergy.

k. Follow Federal and/or State laws and
regulations regarding sharing medical
information about the pupil.

1. Take threats or harassment against an
allergic child seriously.

3. Pupil’s Role

a. Pupils should not trade food with others.

b. Pupils should not eat anything with unknown
ingredients or known to contain any
allergens.

c. Pupils should be proactive in the care and

management of their food allergies and
reactions based on their developmental
level.

d. Pupils should notify an adult immediately if

they eat something they believe may contain
the food to which they are allergic.

Adopted:
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6423 EXPENDITURES FOR NON-EMPLOYEE ACTIVITIES, MEALS
AND REFRESHMENTS

There may be school district activities where expenditures for non-employee activities, meals, and
refreshments may occur. Expenditures for non-employee activities, meals, and refreshments for
school district activities are allowed provided the expenses are in accordance with the provisions
of N.JLA.C. 6A:23A-5.8. For the purposes of this Policy, unless the context clearly indicates
otherwise, “activities” means events or functions provided or held for the benefit of pupils,
dignitaries, and other “non-district” employees (e.g. parents) which are paid from public funds.
“Dignitary” means a notable or prominent public figure; a high level official; or one who holds a
position of honor. A dignitary, for purposes of this Policy, is not a school district employee or
Board of Education member.

Allowable expenditures for non-employee school district activities shall include:

1. All reasonable costs, including light meals and refreshments, directly related to
activities that benefit pupils and are part of the instructional program including
expenditures for field trips and extracurricular programs that are not solely for
entertainment. Nothing in this Policy or N.J.A.C. 6A:23A-5.8 shall preclude the
district from using student activity funds or accepting donations to support pupil
activities that are solely for pupil entertainment;

2. All reasonable costs directly related to activities of dignitaries and other “non-
district” employees (e.g. parents), including light meals and refreshments and
any other directly related expense. Expenditures for this purpose shall be

minimal and infrequent;

3. All reasonable costs of commencement and convocation activities for pupils;
and

4. Expenditures related to district employees to the extent such employees are

essential to the conduct of the activity.

The Board shall, at a minimum, take actions regarding pupil activities as follows:

1. Pre-approve field trip destinations;

2. Establish dollar thresholds for awards to recognize special accomplishments;
and

3. Establish a budget supported by general fund revenues for each category of

activity in a non-discriminatory manner (e.g. football, boys soccer, girls soccer,
photography club). Student activity funds are excluded.
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Pursuant to N.J.S.A. 18A:11-12 and State of New Jersey Department of Treasury, Office of
Management and Budget Circular 08-19-OMB and 06-14-OMB, the following costs shall not be
permitted using public funding:

1. Receptions, dinners, or other social functions held for or honoring any employee
or group of employees of the district (e.g. breakfast, luncheon, dinner, or
reception for retirees or award recipients). This does not prohibit the district
from honoring employees without a social function or using public funds to
support reasonable costs of employee recognition awards (e.g. teacher of the
year awards, years of service awards). Use of public funds for reasonable costs
of employee awards is a local discretionary expenditure;

2. Meals or refreshments served to guests at any athletic event or other games or
contests; and/or

3. Expenses for alcoholic beverages.

The School Business Administrator/Board Secretary and/or designee shall maintain
documentation to support activities, meals, and refreshments at district events. The documentation
shall include a description of the activity, the purpose/justification of the activity, expressed in
terms of the goal(s) or objective(s) of the district, the make-up of the group participating in the
activity, and the names and titles of Board members or employees included in the group.

N.J.A.C. 6A:23A-5.8

Adopted: 20 October 2008
Revised:
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6470 PAYMENT OF CLAIMS

The Board of Education directs the prompt payment of legitimate claims by suppliers of goods and
services to the school district, provided that each bill or obligation of this Board is fully itemized
and verified before a warrant is drawn for its payment.

When an invoice is received, the School Business Administrator/Board Secretary or designee shall
verify the voucher is properly submitted, acceptable goods were received or satisfactory services
rendered, the expenditure is included in the Board’s budget and funds are available for its
payment, and the amount of the invoice is correct.

The School Business Administrator/Board Secretary shall identify and investigate, if necessary,
the reason for any increase to a purchase order. If it is found by the School Business
Administrator/Board Secretary that an increase to a purchase order is warranted, the School
Business Administrator/Board Secretary shall either approve a revision to the original purchase
order with the reason noted, approve the issuance of a supplemental purchase order for the
difference, or cancel the original purchase order and issue a new purchase order. Ifit is found an
increase is not warranted, the purchase order shall be cancelled and the goods returned. In no
instance shall an adjustment be made to a purchase order that changes the purpose or vendor of the
original purchase order or a bid award price.

The school district’s financial systems shall be programmed to:

1. Limit system access so that only appropriate Business office staff may make
purchase order adjustments;

2. Reject adjustments in excess of any established approval thresholds;
3. Prevent unauthorized changes to be processed;
4. Reject payments where the sum of the invoice amount plus any previous

invoices charged to the purchase order exceeds the sum of the original purchase
order amount plus any authorized adjustments;

5. Reject duplicate purchase order numbers;
6. Reject duplicate invoice numbers; and
7. Prepare an edit/change report listing all payments made in excess of the

originally approved purchase order amount.

The School Business Administrator/Board Secretary shall review on a monthly basis edit/change
reports listing all payments made in excess of the originally approved purchase order amount to
ensure that all payments made are properly authorized.
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If funds are not available in the budget line account to which the expenditure will be charged,
funds may be transferred in accordance with Policy No. 6422.

The Board must approve all claims for payment, except, in accordance with N.J.S.A. 18A:19-4.1,
the School Business Administrator/Board Secretary and the Superintendent are authorized to
approve payment of claims not greater than $10,000, interest on bonds as it becomes due,
payments to redeem bonds as they become due, progress payments to contractors in accordance
with a contract approved by the Board, and warrants to cover approved payrolls and agency
account deposits prior to presentation to the Board. Any such approval of payment must be
presented to the Board for ratification at the next regular Board meeting.

All claims will be submitted for Board review and approval or ratification. Claims must be
submitted to the Board in the form of a list that includes the number, amount, and date of the
warrant; the payee; the reason for the expenditure; and the account charged. The list of claims
must be accompanied by the original records that include copies of the purchase order, the
receiving report, the vendor’s invoice, and the purchase requisition. The list of approved warrants
will be included in the minutes of the Board meeting.

‘When a claim for payment is duly approved in accordance with this policy, the School Business
Administrator/Board Secretary and/or a designated staff member shall promptly prepare a warrant
for payment, cancel the commitment placed against the appropriate account, and post the actual
expenditure. All warrants must be signed by the President, Board Secretary, and Treasurer of
School Moneys.

N.J.S.A. 18A:17-36; 18A:19-1 et seq.; 18A:22-8.1
N.J.S.A. 18A:54-26 [vocational districts]
N.J.A.C. 6A:23A-6.10

Adopted: 20 October 2008
Revised:
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6471 SCHOOL DISTRICT TRAVEL

The Board of Education shall ensure the effective and efficient use of funds by adopting and
implementing policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and State of
New Jersey Department of the Treasury, Office of Management and Budget (NJOMB) Circulars
08-19-OMB and 06-14-OMB (OMB Circulars) and any superseding circulars pertaining to travel,
meals, events and entertainment, and the additional requirements set forth in N.J.A.C. 6A:23A-7.
If any superseding circulars of the Office of Management and Budget conflict with the provisions
of N.JLA.C. 6A:23A-7, the provisions of the superseding circulars shall govern.

A. Definitions

1. For the purposes of this Policy, “travel expenditures™ means those costs paid by
the school district using local, State, or Federal funds, whether directly by the
school district or by employee reimbursement, for travel by school district
employees and district Board of Education members, to the following five types
of travel events:

a. Training and seminars - means all regularly scheduled, formal
residential or non-residential training functions conducted at a hotel,
motel, convention center, residential facility, or at any educational
institution or facility;

b. Conventions and conferences - means general programs, sponsored by
professional associations on a regular basis, which address subjects of
particular interest to a school district or are convened to conduct
association business. The primary purpose of employee attendance at
conferences and conventions is the development of new skills and
knowledge or the reinforcement of those skills and knowledge in a
particular field related to school district operations. These are distinct
from formal staff training and seminars, although some training may
take place at such events;

c. School district sponsored events - means conferences, conventions,
receptions, or special meetings where the school district plans,
develops, implements, and coordinates the event and is the event’s
primary financial backer. School district employees are actively
involved in working the event and other employees may attend as
participants;




FINANCES
6471/page 2 of 19
School District Travel

d. Regular school district business - means all regular official business
travel, including attendance at meetings, conferences, and any other
gatherings which are not covered by the definitions included in a., b.,
and c. above. Regular school district business travel also includes
attendance at regularly scheduled in-State county meetings and
Department of Education sponsored or association sponsored events
provided free of charge and regularly scheduled in-State professional
development activities with a registration fee that does not exceed $150
per employee or Board member. Beginning in 2009-2010 the $150
limit per employee or Board member may be adjusted by inflation; and

e. Retreats - means meetings with school district employees and school
Board members, at which organizational goals and objectives are
discussed.

B. School District Travel Expenses

1.

Any sections in either the State or Federal Circulars that conflict with New
Jersey school law (N.J.S.A. 18A:1-1 et seq.) shall not be included in this Policy
nor authorized under N.J.A.C. 6A:23A-7.1 et seq. This includes, but is not
limited to, the authority to issue travel charge cards as allowed under the State
Circular, but not authorized for school districts under New Jersey school law.

School district travel expenditures shall include, but are not limited to, all costs
for transportation, meals, lodging, and registration or conference fees directly
related to participation in the event.

School district travel expenditures in accordance with this Policy and N.J.A.C.
6A:23-7.1 et seq. shall include costs for all required training and all travel
authorized in school district employee contracts and school Board policies. This
includes, but is not limited to, required professional development, other staff
training and required training for Board members, and attendance at specific
conferences authorized in existing employee contracts, provided that such travel
meets the requirements of N.J.A.C. 6A:23-7.1 et seq.

All such expenditures are subject to the requirements of N.J.A.C.
6A:23-7.1 et seq., including but not limited to, inclusion in the annual travel
limit, prior Board approval, separate tracking, and per diem reimbursements.

C. School District Travel Requirements

1.

All travel by Board of Education employees and Board members must be
educationally necessary and fiscally prudent and all school district travel
expenditures shall be:

a. Directly related to and within the scope of the employee's or Board
member's current responsibilities and, for school district employees, the
school district's professional development plan, the school building
professional development plan, and an employee’s individual professional
development plan;
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For travel that is critical to the instructional needs of the school district
or furthers the efficient operation of the school district; and

In compliance with State travel payment guidelines as established by
the Department of the Treasury and with guidelines established by the
Federal Office of Management and Budget; except those guidelines that
conflict with the provisions of Title 18A of the New Jersey Statutes
shall not be applicable, including, but not limited to, the authority to
issue travel charge cards. The Board specifies in this Policy the
applicable restrictions and requirements set forth in the State and
Federal guidelines including, but not limited to, types of travel,
methods of transportation, mileage allowance, subsistence allowance,
and submission of supporting documentation including receipts,
checks, or vouchers.

Reimbursement for all in-State and out-of-State travel shall be made pursuant to
N.J.S.A. 18A:11-12. In accordance with the provisions of N.J.A.C. 6A:23A-5.9:

a.

Out-of-State travel events shall be limited to the fewest number of
Board members or affected employees needed to acquire and present
the content offered to all Board members or staff, as applicable, at the
conclusion of the event. Where the event is sponsored by a New
Jersey-based organization and targeted to employees and/or Board
members of New Jersey school districts, reimbursement for lodging
may be permitted only where the sponsoring organization obtains a
waiver pursuant to the provisions 0of N.J.A.C. 6A:23A-7.11. Where the
event is national or regional in scope and targeted to school district
employees and/or Board members from multiple States, reimbursement
for lodging may only be provided if the event occurs on two or more
consecutive days and where home to event commute exceeds fifty
miles.

Where a travel event has a total cost that exceeds $5,000, regardless of
the number of attendees, or where more than five individuals from the
district are to attend a travel event out-of-State, the school district shall
obtain the prior written approval of the Executive County
Superintendent. The Executive County Superintendent shall promptly
review the request and render a decision within ten working days.

For all employee and Board member travel events out of the country,
regardless of cost or number of attendees, the school district shall
obtain the prior written approval of the Executive County
Superintendent.  Such requests must be supported by detailed
justification. The Executive County Superintendent shall promptly
review the request and render a decision within ten working days. It is
expected that approvals will be rare.
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Travel Reimbursements
1. Travel reimbursements will be paid only upon compliance with all provisions of

N.J.A.C. 6A:23A-7 and the Board's procedures and approval requirements. The
Board will not ratify or approve payments or reimbursements for travel after
completion of the travel event, except as provided at N.J.A.C. 6A:23A-7.4(d).

Board Member Voting On School District Travel

1.

A Board member shall recuse him/herself from voting on travel if the Board
member, a member of his/her immediate family, or a business organization in
which he/she has an interest, has a direct or indirect financial involvement that
may reasonably be expected to impair his/her objectivity or independence of
judgment.

A Board member shall not act in his/her official capacity in any matter in which
he/she or a member of his/her immediate family has a personal involvement that
is or creates some benefit to the school official or member of his/her immediate
family; or undertake any employment or service, whether compensated or not,
which may reasonably be expected to prejudice his/her independence of
judgment in the execution of his/her official duties.

Maximum Travel Budget

1.

Annually in the pre-budget year, the Board shall establish by Board resolution, a
maximum travel expenditure amount for the budget year which the school
district shall not exceed. The Board resolution shall also include the maximum
amount established for the pre-budget year and the amount spent to date.

a. The maximum school district travel expenditure amount shall include
all travel supported by local and State funds.

b. The Board may elect to exclude travel expenditures supported by
Federal funds from the maximum travel expenditure amount. If
Federal funds are excluded from the established maximum amount, the
Board shall include in the resolution the total amount of travel
supported by Federal funds from the prior year, pre-budget year, and
projected for the budget year.

c. Exclusion of Federal funds from the annual maximum travel budget
does not exempt such travel from the requirements applicable to State
and local funds.

The Board of Education, pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b),
authorizes an annual maximum amount per employee not to exceed $1,500 (a
maximum of $1,500) for regular business travel only for which prior Board approval
is not required.
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a. The annual maximum shall not exceed $1,500 and shall be subject to
the approval requirements in N.J.S.A. 18A:19-1.

b. Regular school district business travel as defined in N.J.A.C.

6A:23A-1.2 includes attendance at regularly scheduled in-State county
meetings and Department of Education sponsored or association
sponsored events free of charge. It also includes regularly scheduled
in-State professional development activities for which the registration
fee does not exceed $150 per employee or Board member.

c. Regular school district business travel as authorized in this Policy
requires approval of the Superintendent prior to obligating the district
to pay related expenses and prior to attendance at the travel event.

(€)) The Superintendent shall designate an alternate approval
authority to approve travel requests in his/her absence when
necessary to obtain timely Board approval.

©))] Regulation 6471 provides the procedures for the internal
levels of approval required prior to Superintendent or designee
approval of the travel event, as applicable.]

Travel Approval Procedures

L.

All travel requests for employees of the district shall be approved in writing by
the Superintendent of Schools and approved by a majority of the full voting
membership of the Board, except where the Board has excluded regular business
travel from prior approval pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b),
prior to obligating the school district to pay related expenses and prior to
attendance at the travel event.

a. The Superintendent shall designate an alternate approval authority to
approve travel requests in his/her absence when necessary to obtain
timely Board approval.

b. Regulation 6471 provides the procedures for the internal levels of

approval required prior to the Superintendent’s or designee’s approval
of the travel event, as applicable.

All travel requests for Board members shall require prior approval by a majority
of the full voting membership of the Board, except where the Board has
excluded regular business travel from prior approval pursuant to the provisions
of N.J.A.C. 6A:23A-7.3(b), and the travel shall be in compliance with N.J.S.A.
18A:12-24 and N.J.S.A. 18A:12-24.1.

The Board may approve, at any time prior to the event, travel for multiple
months as long as the Board approval, as detailed in Board minutes, itemizes the
approval by event, total cost, and number of employees and Board members
attending the event. General or blanket pre-approval is not authorized.
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Where occasional unforeseen emergent situations arise
wherein a travel request cannot obtain prior approval of the
Board, justification shall be included in the text of the travel
request. Such requests shall require prior written approval of
the Superintendent or designee and the Executive County
Superintendent or designee. The Board shall ratify the request
at its next regularly scheduled meeting. Travel to conferences,
conventions, and symposiums are not considered to be
emergencies and shall not be approved after the fact.

5. The Board, in accordance with the provisions of N.J.LA.C. 6A:23A-7.4(d)
excludes from the requirements of prior Board approval any travel caused by or
subject to existing contractual provisions, including grants and donations, and
other statutory requirements, or Federal regulatory requirements.

a.

For the exclusion of prior Board approval to apply, the required travel
event must be detailed, with number of employee(s), Board member(s),
and total cost in the applicable contract, grant, donation, statute, or
Federal regulation.

M

@

This does not include general grant guidelines or regulations
that are permissive but do not require the travel event, unless
the specific travel event, number of employee(s), Board
member(s) and total cost is detailed in the approved grant,
donation, or other fund acceptance agreement.

This does not include general contractual provisions in labor
agreements for continuing education or professional
development, except where the Board has included in its
policy, a maximum amount per employee for regular business
travel that does not require prior Board approval pursuant to
N.J.A.C. 6A:23A-7.3.]

H. Required Documentation for Travel

1. Neither the Superintendent or designee, nor the Board shall approve a travel
request unless the written request for travel includes the following information:

a.

b.

Name and dates of event;

A list of Board members and/or employees to attend either by name or

title;

Justification of the importance of these individuals attending the event;

Estimated cost associated with travel (if lodging is shared with others,
the fact must be stated);
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e. Copy of agenda or itinerary for travel and subsequent schedule of
events;

f. A brief statement that includes the primary purpose for the travel and

the key issues that will be addressed at the event and their relevance to
improving instruction or the operation of the school district;

g. For training events, whether the training is needed for a certification
required for - continued employment, continuing education
requirements, requirements of Federal or State law, or other purpose
related to the programs and services currently being delivered or soon
to be implemented in the school district, or related to school district

operations;

h. Account number and funding source — Federal, State, private, or local;
and

i In the case of annual events, total attendance and cost for the previous
year.

Detailed documentation shall be maintained on file in the school district which
demonstrates compliance with the Board's travel policy, including travel
approvals, reports, and receipts for all school district funded expenditures, as
appropriate. '

Accounting for School District Travel

1.

The School Business Administrator/Board Secretary or designee shall prepare
itemized travel budgets by function and object of expense for each cost center,
department or location maintained in the school district’s accounting system, as
applicable, as part of the preparation of and documentation for the annual school
district budget:

a. The aggregate amount of all travel budgets shall not exceed the Board
approved maximum travel expenditure amount for the budget year as
required by N.J.A.C. 6A:23A-7.3.

The School Business Administrator/Board Secretary shall maintain separate
accounting for school district travel expenditures as necessary to ensure
compliance with the school district's maximum travel expenditure amount. This
may include, but need not be limited to, a separate or offline accounting of such
expenditures or expanding the school district's accounting system. The tracking
system shall be sufficient to demonstrate compliance with the Board's policy and
N.J.A.C. 6A:23-7, and shall be in a detailed format suitable for audit.

The School Business Administrator/Board Secretary or designee, shall review
and approve all requests for travel expenditure reimbursement submitted for
expenses incurred in the course of school district business as to cost and support
documentation required by N.J.A.C. 6A:23A-7:
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a. The School Business Administrator/Board Secretary shall not approve
or issue payment of travel expenditures or reimbursement requests until
all required documentation and information has been submitted to
support the payment and shall not approve any travel expenditure that
when added to already approved travel expenditures would exceed the
Board approved maximum travel expenditure amount for the budget
year.

The School Business Administrator/Board Secretary shall be responsible for the
adequacy of documentation of transactions processed by their staff and the
retention of that documentation to permit audits of their records.

An employee of the Board, a Board member, or organization, shall not receive
payment, either partial or full, for travel and travel-related expenses in advance
of the travel pursuant to N.J.S.A. 18A:19-1 et seq. The payment of travel and
travel-related expenses shall be made personally by a school district employee
or Board member and reimbursed at the conclusion of the travel event. This
applies to travel-related purchases for which a purchase order is not applicable.
This provision does not preclude the district from paying the vendor directly
with the proper use of a purchase order (e.g., for registration, airline tickets,
hotel).

Sanctions for Violations of Travel Requirements

1.

Any Board of Education that violates its established maximum travel
expenditure as set forth in N.J.LA.C. 6A:23A-7.3, or that otherwise is not in
compliance with the travel limitations set forth in N.J.A.C. 6A:23A-7 may be
subject to sanctions by the Commissioner as authorized pursuant to N.J.S.A.
18A:4-23 and N.J.S.A. 18A:4-24, including reduction of State aid in an amount
equal to any excess expenditure pursuant to N.J.S.A. 18A:11-12 and N.J.S.A.
18A:7F-60.

A person who approves any travel request or reimbursement in violation of
N.J.A.C. 6A:23A-7 shall be required to reimburse the school district in an
amount equal to three times the cost associated with attending the event pursuant
to N.J.S.A. 18A:11-12:

a. As required in N.J.A.C. 6A:23A-7.7(b)(1) the Board designates the
Superintendent of Schools and the School Business
Administrator/Board Secretary as the person(s) with the final approval
authority for travel and therefore shall be subject to this penalty.

An employee or Board member who violates the school district's travel policy or
these rules shall be required to reimburse the school district in an amount equal
to three times the cost associated with attending the event pursuant to N.J.S.A.
18A:11-12.

In the event it is determined a violation of the provisions of N.J.A.C. 6A:23A-7
has occurred after Board payment has been made, the Superintendent of Schools
shall be responsible to ensure the sanctions as outlined in N.J.A.C. 6A:23A-7.7
are imposed. If a violation is determined prior to payment or reimbursement of
the travel event, no consequences as outlined in N.J.A.C. 6A:23A-7.7 shall be
imposed; however, the Superintendent may impose disciplinary action as
necessary.
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5. The annual audit conducted pursuant to N.J.S.A. 18A:23-1 shall include test
procedures to ensure compliance with this Policy and travel limitations set forth
in N.JLA.C. 6A:23A-7 and N.I.S.A. 18A:11-12.

K. Prohibited Travel Reimbursements
L. The following types of expenditures are not eligible for reimbursement:

a. Subsistence reimbursement for one;day trips, except for meals
expressly authorized by and in accordance with the provisions of
N.J.A.C. 6A:23A-7.12;

b. Subsistence reimbursement for overnight travel within the State, except
where authorized by the Commissioner in accordance with the
procedures set forth in N.J.A.C. 6A:23A-7.11;

c. Travel by Board members or employees whose duties are unrelated to
the purpose of the travel event or who are not required to attend to meet
continuing education requirements or to comply with law or regulation;

d. Travel by spouses, civil union partners, domestic partners, immediate
family members, and other relatives;

e. Costs for employee attendance for coordinating other attendees'
accommodations at the travel event;

f Lunch or refreshments for training sessions and retreats held within the
school district including in-service days and for employee participants
traveling from other locations within the school district;

g. Training to maintain a certification that is not required as a condition of
employment (example: CPE credits to maintain a CPA license if the
employee is not required to be a CPA for continued school district

employment);
h. Charges for laundry, valet service, or entertainment;
i Limousine services and chauffeuring costs to or during the event;
i Car rentals, either utilized for airport transportation or transportation at

a conference, convention, etc., unless absolutely necessary for the
conduct of school district business. Justification must accompany any
request for car rentals. If approved, the most economical scheduling
of car rental is to be used, including the use of subcompacts,
discounted, and special rates. An example of the justified use of car
rental is when an employee is out of State, making inspections at
various locations, and the use of public transportation is impracticable.
When car rental is authorized, the employee shall not be issued an
advance payment for the anticipated expense associated with the rental;

k. Alcoholic beverages;
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Entertainment costs including amusement, diversion, and social
activities and any costs directly associated with such costs (such as
tickets to shows or sports events, meals, lodging, rentals, transportation,
and gratuities);

Gratuities or tips in excess of those permitted by Federal per diem
rates;

Reverse telephone charges or third party calls;
Hospitality rooms;
Souvenirs, memorabilia, promotional items, or gifts;

Air fare without documentation of quotes from at least three airlines
and/or online services; and

Other travel expenditures that are unnecessary and/or excessive.

For the purposes of this Policy, “transportation” means necessary official travel
on railroads, airlines, shuttles, buses, taxicabs, school district-owned or leased
vehicles, and personal vehicles.

The purchase or payment of related transportation expenses shall be made by
purchase order or personally by a school district employee or Board member and
reimbursed at the conclusion of the travel event. An actual invoice or receipt for
each purchase or expense shall be submitted with a claim for reimbursement.

Pursuant to OMB Circulars, the following travel methods requirements apply:

a.

Air and rail tickets shall be purchased via the Internet, if possible, using
airline or online travel services such as Travelocity, Expedia, or
Hotwire;

Air travel shall only be authorized when determined that it is necessary
and advantageous to conduct school district business:

) The most economical air travel should be used, including the
use of discounted and special rates;

)] The following options should be considered when booking
tickets:

(@ Connecting versus nonstop flights;

®) Departing earlier or later compared to the preferred
departure time;

(c) Utilizing alternative airports within a city, i.e. Chicago,
Illinois — Midway Airport versus O’Hare Airport;
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@ Utilizing alternative cities, i.e. Newark versus
Philadelphia;

(e) Utilizing "low cost" airlines; and
® Exploring alternate arrival and/or departure days.

No employee or Board member can earn benefits as a result of
school district funded travel. Employees and Board members
are prohibited from receiving "Frequent Flyer" benefits
accruing from school district funded travel;

Airfare other than economy (i.e., Business or First Class) shall
not be fully reimbursed by the school district except when
travel in such classes:

@ Is less expensive than economy;

®) Avoids -circuitous routings or excessive flight
duration; or

(©) ‘Would result in overall transportation cost savings.

All airfare other than economy and not covered by the above
exceptions purchased by an employee or Board member shall
only be reimbursed at the economy rate for the approved
destination;

Cost estimates on travel requests and associated authorizations

"shall be consistent with current airline tariffs, with

consideration of available special fares or discounts, for the
requested destination;

Airline tickets shall not be booked umtil all necessary
approvals have been obtained;

Justification shall be required when actions by a traveler result
in additional expenses over and above the authorized travel
request. Sufficient justification shall be considered only for
factors outside the confrol of the purchaser. Additional
expenses without sufficient justification shall not be
reimbursed; and

Justification shall accompany requests for airline ticket
reimbursement when purchased by employees or Board
members contrary to the above regulations. Sufficient
justification shall be considered only for factors outside the
control of the purchaser. Noncompliant purchases without
sufficient  justification shall not be reimbursed.
Reimbursement of purchases with sufficient justification shall
be otherwise permitted and reimbursed in accordance with the
above procedures.
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Rail travel shall only be authorized when determined that it is necessary
and advantageous to conduct school district business:

)

@

©))

©)

©)

The most economical scheduling of rail travel shall be
utilized, including excursion and government discounts,
whenever applicable;

‘When one employee or Board member is traveling within the
Northeast Corridor, NJ Transit shall be used as the rail option.
Use of Amtrak will not be authorized unless it is the only
means of travel available;

The use of high speed rail services, such as Acela, shall not be
authorized;

When two or more employees and/or Board members are
traveling to the same event in the Northeast Corridor (between
Boston, MA and Washington, DC), rail travel shall not be
authorized. In those cases, the travelers must use a school
district vehicle or, if not available, a personally-owned vehicle
must be used; and

All rail travel, including rail travel in the Northeast Corridor
must be processed in the same manner as prescribed for air
travel above.

Use of a school district-owned or leased vehicle shall be the first means
of ground transportation. Use of a personally-owned vehicle on a
mileage basis shall not be permitted for official business where a school
district-owned or leased vehicle is available:

@

Mileage allowance in lieu of actual expenses of transportation
shall be allowed at the rate authorized by the annual State
Appropriations Act, or a lesser rate at the Board’s discretion
for an employee or Board member traveling by his/her
personally-owned vehicle on official business:

(a) In accordance with the OMB circular, if any
condition in an existing negotiated contract is in
conflict with the circular, such as the mileage
reimbursement rate, the provision of the contract will
prevail;

®) Parking and toll charges shall be allowed in addition
to mileage allowance;

(©) ° Reimbursement for travel to points outside the State
by automobile shall be permitted when such
arrangements prove to be more efficient and
economical than other means of public
transportation;

(d) In determining the relative costs of private and public
transportation, all associated costs (i.e., tolls, taxicabs,
airport, or station transfers, etc.) shall be considered;
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(e) All employees and Board members using privately-
owned vehicles in the performance of their duties for
the school district shall present a New Jersey
Insurance Identification Card indicating that
insurance coverage is in full force and effect with
companies approved by the State Department of
Banking and Insurance. The card shall be made
available to the Superintendent or designee before
authorization to use privately-owned vehicles;

® Employees and Board members who are out-of-State
residents must provide appropriate insurance
identification in lieu of the New Jersey Insurance
Identification Card;

(2 School district-owned or leased vehicles shall be
utilized in accordance with N.J.A.C. 6A:23A-6.12;

(h) Necessary taxicab charges are permitted. However,
travel to and from airports, downtown areas, and
between hotel and event site shall be confined to
regularly scheduled shuttle service, whenever such
service is complimentary or is less costly. If shuttle
service is not available, taxicabs may be used; and

@ Cruises are not permitted for travel events or
transportation.

M. Routing of Travel
1. Pursuant to OMB Circulars:

a. All travel shall be by the most direct, economical, and usually-traveled
route. Travel by other routes as a result of official necessity shall only
be eligible for payment or reimbursement if satisfactorily established in
advance of such travel.

b. In any case where a person travels by indirect route for personal
convenience, the extra expense shall be borne by the individual.

c. Reimbursement for expenses shall be based only on charges that do not
exceed what would have been incurred by using the most direct,
economical, and usually traveled route.

N. Subsistence Allowance — Overnight Travel
1. Pursuant to the OMB Circulars, one-day trips that do not involve overnight
lodging shall not be eligible for subsistence reimbursement, except for meals
expressly authorized by and in accordance with the provisions of N.J.A.C.
6A:23A-7.12.
2. Pursuant to the OMB Circulars, generally, overnight travel shall not be eligible for

subsistence reimbursement if travel is within the State. Overnight travel is permitted
if such travel is authorized pursuant to N.J.A.C. 6A:23A-7.11(c), or is
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a required component of a grant, donation, or other funding agreement with the district.
The specific required overnight in-State travel event must be detailed in the approved
grant, donation, or other fund acceptance agreement along with the number of
employee(s), Board member(s), and total cost. All reimbursements are subject to these
rules unless the funding acceptance agreement specifies otherwise.

3. The Commissioner is authorized to grant waivers for overnight travel for school
Board members and school district employees to attend in-State conferences in
accordance with N.J.A.C. 6A:23A-7.11(c). If a waiver is granted by the
Commissioner, it shall permit reimbursement for travel expenses for only those
individuals whose home to the convention commute exceeds fifty miles.

4. Overnight travel within the State shall not be eligible for subsistence
reimbursement if travel is on the day prior to the start of the conference.
Reimbursement shall be prohibited for lodging prior to check-in time for the
first day of the event or after check-out time on the last day of the event.

5. The United States General Services Administration publishes a schedule of
Federal per diem rates in the Federal Register for approved overnight travel by
the event location. The latest Federal per diem rates schedule for lodging,
meals, and incidental expenses by location can be found at www.gsa.gov. The
following restrictions apply to allowable per diem reimbursements.

a. Allowable per diem reimbursement for lodging, meals, and incidentals
shall be actual reasonable costs, not to exceed the Federal per diem
rates for the event location. Registration and conference fees are not
subject to the Federal per diem rate caps. If the event location is not
listed, the maximum per diem allowance shall’ be $31 for
meal/incidental expenses and $60 for lodging, or amounts listed in any
superseding NJOMB circular.

b. Pursuant to N.J.S.A. 18A:11-12(o), reimbursement for lodging
expenses for overnight travel, out-of-State or in-State as authorized by
the Commissioner, may exceed the Federal per diem rates if the hotel is
the site of the convention, conference, seminar or meeting, and the
going rate of the hotel is in excess of Federal per diem rates.

0)) If the hotel at the site of the current travel event is not
available, lodging may be paid for similar accommodations at
a rate not to exceed the hotel rate at the site of the current
event.

@ If there is no hotel at the site of the current travel event (e.g. ~
Atlantic City Convention Center), then reimbursement for
lodging shall not exceed the Federal per diem rate.

c. If the meal is not part of a one-sum fee for a travel event, reimbursement
may be approved for the full cost of an official convention meal that the
employee or Board member attends, when such meal is scheduled as an
integral part of the convention or conference proceedings.
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€)) Receipts shall be submitted in order to obtain reimbursement
in such situations. The amount of the Federal per diem rate
for the corresponding meal shall be deducted from that day’s
subsistence allowance.

The allowance for a meal or meals, or incidentals shall not be eligible
for reimbursement when included and paid in the registration fee, the
cost of lodging or transportation charge.

Receipts shall be required for all hotel and incidental expenses.

(¢))] Meal expenses under the Federal per diem allowance limits do
not require receipts pursuant to N.J.S.A. 18A:11-12.0.(3).]

In any case in which the total per diem reimbursement is greater than
the Federal per diem rates, the costs shall be considered excessive in
the absence of substantial justification accompanying the travel
voucher submitted by the employee or Board member. In such cases,
receipts shall be submitted for all costs including meals.

Employees and Board members shall patronize hotels and motels that
offer special rates to government employees unless alternative lodging
offers greater cost benefits or is more advantageous to the conduct of
school district business.

Actual subsistence expenses shall not be reimbursable if paid by the
traveler to a member of his/her family, to another school district
employee, or to a member of the family of another school district
employee.

O. Meal Allowance — Special Conditions — And Allowable Incidental Travel Expenditures

1.

Meals for in-State travel shall not be eligible for reimbursement except as
expressly authorized within N.J.A.C. 6A:23A-7.

Meals during one-day, out-of-State trips required for school business purposes
may be authorized for breakfast, lunch, and/or dinner in an amount permitted by
NJOMB. The Commissioner shall post the most current rates on the
Department of Education website for reference.

Lunch for training sessions and retreats may be authorized for an amount up to
$7 per person only when it is necessary that employees or Board members
remain at a site other than their school district and there are no viable options for
Iunch at the off-site location.

If lunch is included in a one-sum registration fee for the training
session, the full amount is eligible for reimbursement if reasonable.
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b. Refreshments for breaks may also be provided at training sessions and
retreats held at a site other than the school district. Providing lunch for
staff meetings and in-service days or for staff that come from other
parts of the school district shall not be permitted (See N.J.A.C.
6A:23A-7.12(d)).

c. In accordance with N.J.S.A. 18A:11-12a(1)(d), employee and Board
member retreats shall be held onsite unless there is no school district
site available.

Subsistence expenses for an employee or Board member shall not be allowed at
the school district or within a radius of ten miles thereof, except for meals
expressly authorized by and in accordance with the provisions of Section O of
this Policy and N.J.A.C. 6A:23A-7.12. Non-allowed expenses include, but are
not limited to, meals and refreshments for staff meetings and in-service days.

Reimbursement may be approved for the cost of an official luncheon or dinner,
up to $7 and $10, respectively, that an employee or Board member is authorized
to attend, where such a meal is scheduled as an integral part of an official -
proceeding or program related to school district business and the employee's
responsibilities.

a. School district business above refers to the management operations of
the district and does not refer to activities that benefit pupils and are
part of the instructional program. Pursuant to N.J.A.C.
6A:23A-5.8(b)(4), all reasonable expenditures related to district
employees that are essential to the conduct of a pupil activity are
permitted.

Regular meetings, special meetings, and work sessions of the Board of
Education shall be limited to light meals and refreshments for all Board
members.

a. The meals may be served to employees who are required to attend the
event and where it is impractical for the employee to commute to and
from his or her residence between the end of the work day and the
beginning of the event, or where the employee is required to remain at
the school district to prepare for the event.

b. The school district shall acquire the light meals and refreshments by the
solicitation of at least three quotes. Quotes may be on a monthly, bi-
monthly, quarterly, or annual basis.

c. Where the school district’s food service program can prepare
comparable meals at a lower cost, the food service program shall be
used.
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d. The average cost per meal shall not exceed $10.

e. The school district shall purchase or prepare foods that are sufficient to
provide each Board member, dignitary, non-employee speaker, or
allowable staff member one meal. Meals should be carefully ordered to
avoid left-over food. Unintended left-over food should be donated to a
charitable shelter or similar facility, if at all possible.

Allowable incidental travel expenses are defined as those that are essential to
transacting official business.

a. Charges for telephone calls on official business may be allowed. The
voucher must show the dates on which such calls were made, the points
between which each call was made and the cost per call.

b. Employees and Board members using their personally-owned telephone
for business may request reimbursement, less Federal Communications
Tax. Calls for business are tax exempt and the telephone company will
make allowances for the tax if the employee or Board member certifies
to the telephone company when paying bills for personally-owned
phones that said calls were business calls.

c. Incidental expenses, when necessarily incurred by the traveler in
connection with the transaction of official business, may be submitted
for reimbursement only when the necessity and nature of the expense
are clearly and fully explained on the travel voucher and the voucher is
approved. Travel vouchers shall be supported by receipts showing the
quantity and unit price.

Records and Supporting Documentation

1.

All persons authorized to travel on business must keep a memorandum of
expenditures chargeable to the school district, noting each item at the time the
expense is incurred, together with the date incurred.

The travel voucher shall be completed by the employee or Board member to
document the details of the travel event. The travel voucher must be signed by
the employee or Board member to certify to the validity of the charges for which
reimbursement is sought. The form must also bear the signatures of approval
officials for processing.

Sufficient documentation shall be maintained centrally by the school district to
support payment and approval of the travel voucher.

Each person authorized to travel shall submit a brief report that includes the
primary purpose for the travel, the key issues addressed at the event and their
relevance to improving instruction or the operations of the school district. This
report shall be submitted prior to receiving reimbursement.
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)

Documentation for requests for travel reimbursement shall show:

a.

The dates aﬁd individual points of travel, number of miles traveled
between such points, and kind of conveyance used;

If the distance traveled between any given points is greater than the
usual route between these points, the reason for the greater distance
must be stated;

The hours of the normal work day and actual hours worked must be
shown when requesting meal reimbursement for non-overnight travel;

Original receipts shall be required for all reimbursable expenses, except
for meals that qualify for per diem allowances and for parking meters;

Actual vendor receipts for personal credit card charges shall be
attached to reimbursement requests. Credit card statements shall not be
accepted as documentation of expenses;

Personal charges on a hotel bill shall be deducted and shown on the
bill;

When lodging is shared jointly, the fact must be stated on the travel
voucher;

Where travel is not by the most economical, usually-traveled route, the
employee or Board member reimbursement request shall set forth the
details of the route, the expenses actually incurred, the hour of
departure, the hour of arrival, and an explanation for the use of costlier
travel arrangements;

When travel is authorized in the employee's or Board member’s own
automobile on a mileage basis, the points between which travel was
made and the distance traveled between each place must be shown. A
statement as to ownership of the auto or other conveyance used, as well
as a certification that liability insurance is in effect, must be
documented;

Reimbursement requests must be supported by other receipts as
required;

The voucher shall be itemized; and
Reimbursement requests shall be rendered monthly when in excess of

$25. Travel for a single travel event must be reported as soon as
possible after the trip.
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All outstanding travel vouchers for the school year ending June 30 shall be
submitted as soon as possible after June 30 regardless of amount,
notwithstanding N.J.A.C. 6A:23A-7.13(e)(12).

Travel mileage reimbursement requests of the just completed school year, that
are not submitted by July 30 or the date approved by the district for the closing
of books, whichever is earlier, for the just completed school year shall not be
approved or paid.

N.J.S.A. 18A:11-12 et seq.
N.J.A.C. 6A:23A-5.9; 6A:23A-7 et seq.

Adopted:
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R 6471 SCHOOL DISTRICT TRAVEL PROCEDURES

Approval of Travel Expense Reimbursement

The following procedure shall be implemented for all Board of Education staff members
and Board members seeking to receive travel expense reimbursement in accordance with
the provisions of N.J.A.C. 6A:23A-7 and Policy 6471:

1.

All requests for travel must be submitted to the Superintendent of Schools or
designee prior to the requested travel date(s) within the timeframe established by
the Superintendent for the request to be considered and for submission of the
request to the Board for Board approval.

The Superintendent may require travel requests be submitted to a Principal, the
School Business Administrator/Board Secretary, and/or the staff member’s
immediate supervisor for preliminary approval before considering such request
for submission to the Board.

A travel request will not be approved unless it includes the following
information:

a.

Name and dates of event;

A list of Board members and/or employees to attend either by name or
title;

Justification of the importance of these individuals attending the event;

Estimated cost associated with travel. (If lodging is shared with others,
the fact must be stated);

Copy of agenda or itinerary for travel and subsequent schedule of
events;

A brief statement that includes the primary purpose for the travel and
the key issues that will be addressed at the event and their relevance to
improving instruction or the operation of the school district;

For training events, whether the training is needed for a certification
required for continued employment, continuing education
requirements, requirements of Federal or State law, or other purpose
related to the programs and services currently being delivered or soon
to be implemented in the school district, or related to school district
operations;

Account number and funding source — Federal, State, private or local:

) In the case of annual events, total attendance, and cost for
previous year.
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The Superintendent of Schools shall review and may approve or deny each
request for travel submitted by a school staff member. The Superintendent’s
signature designating approval is required on each request from school staff
members for travel expenses prior to submission to the Board for approval.

a.

The School Business Administrator/Board Secretary shall review all
requests for school staff member travel either before or after the
Superintendent’s approval and prior to submission to the Board for
Board approval. The School Business Administrator/Board Secretary
or designee will determine if the expenses as outlined in the request are
in compliance with N.J.S.A. 18A:11-12, N.J.A.C. 6A:23A-7, the
current State travel payment guidelines established by the Department
of the Treasury, and the current guidelines established by the Federal
Office of Management and Budget.

If the travel request for a school staff member is approved by the
Superintendent of Schools and if the requested travel expenses are in
compliance with the guidelines outlined above, the travel request will
be submitted to the Board of Education for approval.

If any travel expenses requested by a school staff member are not in
compliance with the guidelines outlined above, the School Business
Administrator/Board Secretary will return the request to the
Superintendent of Schools.

€)) The Superintendent may deny the request, approve the request
conditioned upon the staff member assuming the financial
responsibility for those travel expenses that are not in
compliance with the guidelines, or may return the request to
the school staff member to be revised in accordance with the
guidelines outlined above.

The Superintendent of Schools and/or the School Business Administrator/Board
Secretary shall review each travel request submitted by a Board member.

a.

The School Business Administrator/Board Secretary shall review all
requests for Board member travel prior to submission to the Board for
Board approval. The School Business Administrator/Board Secretary
or designee will determine if the expenses as outlined in the travel
request are in compliance with N.J.S.A. 18A:11-12, N.J.A.C.
6A:23A-7, the current State travel payment guidelines established by
the Department of the Treasury, and the current guidelines established
by the Federal Office of Management and Budget.

If the requested travel expenses for a Board member are in compliance
with the guidelines outlined above, the travel request will be submitted
to the Board of Education for approval.
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c. If any travel expenses requested by a Board member are not in
compliance with the guidelines outlined above, the School Business
Administrator/Board Secretary will return the request to the Board
member to be revised in accordance with the guidelines outlined above.

6. All travel requests must be approved by a majority of the full voting
membership of the Board at a Board meeting unless prior Board approval is not
required in accordance with provisions of N.J.A.C. 6A:23A-7 and Board Policy
6471.

B. Reimbursement of Travel Expenses

All approved travel expenses shall be reimbursed by the Board of Education in
accordance with the provisions of N.J.A.C. 6A:23A-7 and Board Policy 6471
implementing the following procedures:

1.

Adopted:

The School Business Administrator/Board Secretary or designee shall review all
requests for travel expenditure reimbursement submitted for expenses incurred
in the course of school district business as to cost and support documentation
required by N.J.A.C. 6A:23A-7.

The School Business Administrator/Board Secretary shall not approve or issue
payment of travel expenditures or reimbursement requests until all required
documentation and information has been submitted to support the payment and
shall not approve any travel expenditure that when added to already approved
travel expenditures would exceed the Board approved maximum travel
expenditure amount for the budget year.

The School Business Administrator/Board Secretary shall be responsible for the
adequacy of documentation of transactions processed by their staff and the
retention of that documentation to permit audits of their records.

An employee of the Board, a Board member, or organization, shall not receive
payment, either partial or full, for travel and travel-related expenses in advance
of the travel pursuant to N.J.S.A. 18A:19-1 et seq. The payment of travel and
travel-related expenses shall be made personally by a school district employee
or Board member and reimbursed at the conclusion of the travel event. This
applies to travel related purchases for which a purchase order is not applicable.
This provision does not preclude the district from paying the vendor directly
with the proper use of a purchase order (e.g., for registration, airline tickets,
hotel).

All travel expense reimbursement payments to be made to a school staff member
or a Board member will be made to the staff member or Board member in
accordance with the district’s policy regarding payment of claims.
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6510 PAYROLL AUTHORIZATION

The most substantial allocation of public funds for the operation of the school district is that made
to the employees of the Board of Education for their services. Compensation will be tendered
only to persons duly employed by this Board and only for services rendered.

Each Board resolution to employ or reemploy a person will include the person’s name, position,
and tenure status; the salary or rate of pay the person is to receive, the method of payment, the
wage guide from which wages are derived, and the budget category to which the wages are to be
charged; the period of time for which employment is authorized; and the school, grade, class or
special assignment, as appropriate.

No person may be assigned duties as a substitute employee whose employment has not been
approved by the Board. The list to be approved by the Board will include the names of
recommended substitutes, the duties to which each may be assigned, and the rate of pay.
Substitute authorization will ordinarily be valid for one school year.

The minutes of Board meetings will record personnel actions of the Board, to include, but not be
limited to, the appointment, promotion, resignation, retirement, death, discharge, compensation, or
leave of absence for each employee. The minutes will also include effective dates for personnel
action.

Certain categories of staff members designated by the Superintendent of Schools, shall be required
to use a time clock or sign in and out of work daily in order to verify days and hours worked. The
service of extra-duty personnel must be certified by the appropriate supervisor before payment can
be made.

The Superintendent is authorized to withhold salary or wages for services not rendered, in
accordance with Board policy.

Staff members shall be paid in accordance with the provisions in their collective bargaining
agreement and/or in accordance with a schedule provided to all employees prior to the beginning
of the contract or school year.

In accordance with N.J.A.C. 6A:23A-5.7, beginning with the 2008-2009 school year, at least once
every three years, between the months of September through May, the Superintendent of Schools
shall require each district employee to report to a central location(s) and produce picture
identification and sign for release of his or her paycheck or direct deposit voucher. The accepted
picture identification shall be in the form of a district-issued identification card, valid drivers’
license, official passport, or other picture identification issued by a State, county, or other local
government agency.
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The Superintendent of Schools shall designate an appropriately qualified staff member to match
the picture identification to the position control roster maintained by the office of personnel or
human resources prior to release of the pay check or direct deposit voucher. Ifthe district elects to
conduct this payroll verification prior to the district’s required implementation of the position
control roster pursuant to N.J.A.C. 6A:23A-6.8, the district may use similar and suitable office of
personnel or human resources generated listing of employees. Where no appropriate identification
can be produced, the School Business Administrator/Board Secretary shall withhold paychecks or
stop direct deposits until such time the payee/district employee can produce appropriate
identification or until an investigation and corrective action is concluded, as appropriate to the
circumstances.

Upon completion of the payroll check distribution verification procedures set forth in this Policy
and N.J.A.C. 6A:23A-5.7, the Superintendent of Schools shall submit a certification of
compliance, in a form prescribed by the Department of Education, to the Executive County
Superintendent.  Verification of the district’s compliance with the provisions of N.J.A.C.
6A:23A-5.7 will be required as part of the annual audit.

The payroll journal will be certified by the Board Secretary, the President of the Board, and
approved by the Superintendent.

N.J.S.A. 18A:17-35; 18A:19-9 et seq.
N.J.S.A. 18A:54-20 [vocational districts]
N.J.A.C. 6A:23A-5.7

Adopted: 03 May 2004
Revised: 20 October 2008
Revised:
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6830 AUDIT AND COMPREHENSIVE ANNUAL FINANCIAL REPORT

The Board of Education will prepare and publish a Comprehensive Annual Financial Report
(CAFR) in accordance with the requirements of N.J.A.C. 6A:23-2.2(i).

The Board shall annually cause an audit to be made of the district’s accounts and financial
transactions. The audit will be conducted in accordance with law by the public school accountant
appointed by the Board and will be completed within four months after the end of the school fiscal
year. The Board will engage only a licensed public school accountant to conduct the audit in
accordance with N.J.S.A. 18A:23-1 et seq. which has an external peer/quality report as required in
N.J.A.C. 6A:23-2.2(I)1.

The audit shall include test measures to assure that documentation prepared for income tax
purposes complies fully with the requirements of Federal and State laws and regulations,
including, but not limited to the requirements of N.J.A.C. 6A:23A-4.2, regarding compensation
which is required to be reported.

The Board Secretary will receive the audit report and recommendations of the public school
accountant and prepare or have prepared a synopsis or a summary of the annual audit and
recommendations prior to the meeting at which the report will be discussed by the Board. Copies
of the summary will be available to members of the public.

Within thirty days of the receipt of the audit report, the Board will, at a regularly scheduled public
meeting, cause the recommendations of the public school accountant to be read and discussed and
the discussion duly noted in the minutes of the Board meeting.

The Board will implement the audit recommendations and report such implementation to the
Commissioner.

In the event the district has repeat audit findings in the Auditor’s Management Report submitted
with the CAFR in any year shall, within thirty days of the CAFR submission, submit to the
Executive County Superintendent or State fiscal monitor, as applicable, a specific corrective action
plan for addressing the repeat audit findings in accordance with the provisions of N.J.A.C.
6A:23A-4.4.

The Board directs the Superintendent and other appropriate district officers and employees to
cooperate fully with the public school accountant and to keep faithfully such records and reports
as will assist in the audit process.

N.J.S.A. 18A:23-1 et seq.
N.J.A.C.6A:23-2.2 et seq.; 6A:23-4.1 et seq.

Adopted: 03 May 2004
Revised:
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6832 CONDITIONS OF RECEIVING STATE AID

The school district, as a condition of receiving State Aid, will comply with the standards set forth
at N.J.S.A. 18A:55-3 and the requirements set forth in N.J.A.C. 6A:23A-6 concerning nepotism,
contributions to Board members and contract awards, and the internal control requirements in
N.J.A.C. 6A:23A-6.

In addition, in accordance with the provisions of N.J.A.C. 6A:23A-6.1, the school district shall be
required to examine, no less than once every three years, all available group options for every
insurance policy held by the district, including the self-insurance plan administered by the New
Jersey School Boards Association (NJSBA) Insurance Group on behalf of districts, and the district
shall participate in the most cost-effective plan. This examination shall include the review of
annual claims data and other experience rating information, as applicable.

The district shall also: take steps to maximize participation in the Federal Universal Service
Program (E-rate) and the ACT telecommunications program offered through the New Jersey
School Business Officials; participate in the Alliance for Competitive Energy Services (ACES)
Program offered through NJSBA, unless the school district is able to demonstrate to the
Commissioner of Education that it receives goods or services at a cost less than or equal to the
cost achieved by participants of the program based on an analysis of the prior two years; and take
appropriate steps to maximize the local public school district’s participation in the Special
Education Medicaid Initiative (SEMI) Program pursuant to N.J.A.C. 6A:23A-5.3.

The district shall refinance all outstanding debt in accordance with the provisions of N.J.S.A.
18A:24-61.1 et seq. for which a three percent net present value savings threshold is achievable.
This refinance provision of N.J.A.C. 6A:23A-6.1(b)5 shall also be monitored by the Executive
County Superintendent or State Monitor, if applicable, pursuant to N.J.A.C. 6A:23A-9.11.

N.J.S.A. 18A:55-3
N.J.A.C. 6A:23A-6.1

Adopted:
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R 7410.01 FACILITIES MAINTENANCE., REPAIR SCHEDULING AND ACCOUNTING

A school district with three or more district buildings shall have an automated work order system
by July 1, 2010 for prioritizing, performing and recording all maintenance and repair requests for

all district buildings and grounds.
A. Standard Operating Procedure (SOP) For Work Order System
1. The Superintendent or designee shall establish Standard Operating Procedures

(SOP) for the approval and prioritization of work order requests which take into
account the health and safety of building occupants, priorities and objectives
established annually to carryout the district Strategic Plan, the need for the work
requested, and other factors the district deems appropriate.

2. Except in an emergency where the work is necessary to correct a situation that
poses an imminent threat to the health or safety of pupils and/or staff, the work
order system shall include the following information for a request for work

before work begins:

a. The name of the person making the request;

b. The date of the requestg

c. The appropriate approval(s) as established by SOP;

d. The date of approval(s);

e. The location of work requested;

f. The priority level (for example, urgent, high, average, low);

The scheduled date(s) of service;

h. The trade(s) needed such as general maintenance worker, custodian,
carpenter, plumber, electrician, HVAC, grounds, roofer, masonry,
glazer, other;

i A description of the work requested;

J A projection of the materials and supplies needed for the work;

k. The estimated man hours needed to complete task;

L The name of the work order assigner; and

m. The name of the employee(s) working on the order.
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The work order system shall include the following close-out information for
each request for work:

a. The actual hours worked by date for each assigned staff member;

b. The actual hourly rate paid, both regular and over-time, for each
assigned staff member;

c. The aggregate cost of labor by regular, over-time and total;

d. The actual materials and supplies needed to complete the work order;

e. Actual cost of materials and supplies; and

f. The name of the employee responsible for attesting that the job was
¢ompleted satisfactorily.

Except where prohibited by a collective bargaining agreement, the SOP shall
require for any work, which cannot be completed during regular working hours
by the needed completion date, an assessment of the cost-benefit of outsourcing
any such work in excess of the quote threshold as determined under N.J.S.A.
18A:18A-37.

Where, according to the assessment, the cost of outsourcing work is less than the
in-house estimated cost of labor, at over-time rates, and materials for the same
work, the work shall be outsourced provided the work can be contracted in
accordance with N.J.S.A. 18A:18A-1 et seq., completed by the projected
completion date contained in the prioritized work order system and does not
violate the terms of a collective bargaining agreement for maintenance workers
and/or custodians.

The School Business Administrator/Board Secretary, in consultation with the
supervisor responsible for this work, shall conduct an analysis of the information
in the work order system no later than February 1 of the pre-budget year for
consideration during budget preparation. The analysis should include
productivity of staff as a whole and individually, significant variations between
estimated labor time and materials and actual labor time and materials, unusual
trends for like projects, and other factors that will improve productivity and
efficiency.

Adopted: 20 October 2008

Revised:
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9120 PUBLIC RELATIONS PROGRAM

The Board of Education believes all reasonable means should be employed to keep the community
served by the school district informed on matters of importance regarding district programs,
finances, personnel, policies, and operations.

The Board will determine which of its official actions have sufficient community impact and
interest to warrant special release; the Board alone will release to the news media information
about those matters of importance. The Board President may release information regarding Board
actions of lesser importance as they have been recorded in the minutes of the Board meetings and
upon the request of media representatives. The release of all other publications, photographs, and
documents depicting the accomplishments of the pupils and staff of the district shall be approved
by the Superintendent of Schools or designee.

The school district will not release or publish photographs or release other personal identifying
information of an individual district pupil without the prior written permission of the parent(s) or
legal guardian(s) or from the adult pupil. Written permission slips for such release from each
parent(s) or legal guardian(s) or adult pupil will be obtained by the Principal or designee for the
pupils in their school building or by the Program Administrator for pupils in programs where a
Principal is not assigned. These written permission forms shall be maintained by the Principal or
Program Administrator. Group photographs may be released by the district without permission,
but in no event will an individual pupil in a group photograph be identified by name and/or by
other personal identifier without written permission from the parent(s) or legal guardian(s) or adult

pupil.

The Superintendent of Schools shall direct an information program designed to acquaint residents
of the community and the public generally with the achievements and the needs of the schools. As
a minimum, information shall be disseminated regarding the district’s educational goals; the
district’s guarantee of equal educational opportunity; the district’s programs for basic skills
improvement, special education, bilingual education, and English as a second language; and
summary reports of the administration of statewide assessment tests. Every effort shall be made to
foresee and avoid problems caused by misunderstanding or lack of information.

The public information program may include the publication and distribution of a district
newsletter, meetings with parent(s) or legal guardian(s) and interested residents, a presentation and
interpretation of the proposed annual budget, periodically distributed calendars and notices of
events, the Superintendent’s annual report, and a pupil handbook, as well as the release of news
and photographs of school activities for publication. Notices, publications, and other written
materials may be prepared in languages other than English when necessary and appropriate for
understanding.

The Board of Education adopts the following strategies to minimize the cost of public relations as
defined in N.J.A.C. 6A:23A-9.3(c)14 in accordance with N.J.A.C. 6A:23A-5.2.
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School district publications shall be produced and distributed in the most cost-efficient manner
possible that will enable the school district to inform and educate the target community. The use of
expensive materials or production techniques where lower cost methods are available and
appropriate, such as the use of multi-color glossy publications instead of suitable, less expensive
alternatives, is prohibited.

The school district will not distribute, via mass mailings or other means to the district community
at large, publications that include the picture(s) of any members of the Board of Education within
ninety days before any election in which any Board member is seeking any elective office or any
election relating to school district operations held in the district. Any publication(s) distributed by
the Board via mass mailings or other means to the district community at large within sixty days
before any election in which any Board member is seeking any elective office or any election
relating to school district operations held in the district must be submitted to the Executive County
Superintendent for review prior to distribution to ensure that the public funds are being expended
in a reasonable and cost-effective manner.

Public relations activities, such as booths at Statewide conferences, marketing activities and
celebrations for opening schools and community events, and TV productions that are not part of
the instructional program or do not provide information about district or Board operations to the
public, that are excessive in nature are prohibited. All activities involving promotional efforts to
advance a particular position on school elections or any referenda are prohibited.

Nothing in N.J.A.C. 6A:23A-5.2 and this Policy shall preclude the school district from accepting
donations or volunteer services from community members, local private education foundations
and local business owners to conduct or assist in public relations services. Examples include, but
are not limited to: providing school district flyers, newsletters, or other materials containing
school-related information of public concern to local businesses, public meeting places, or other
local organizations to display or make available for dissemination; making school district related
information of public concern available to local newspapers to publish related articles; and
utilizing volunteered services of local community members, district employees, members of parent
organizations or local businesses with expertise in related areas such as printing, advertising,
publishing, or journalism.

The Board of Education will establish annually prior to budget preparation, a maximum dollar
limit for public relation, as defined in N.J.A.C. 6A:23A-9.3(c)14. In the event it becomes
necessary to exceed the established maximum dollar limit for public relations, the Superintendent
of Schools shall recommend to the Board of Education an increase in the maximum dollar amount
for public. Any increase in the maximum dollar amount shall require formal Board action.

N.J.A.C. 6A:23A-5.2

Adopted: 20 October 2008
Revised:
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Section | — Regular School Year September thru June

The Board of Education recognizes the needs of children who lack adult supervision
outside the school day and directs the Superintendent to continue to implement the
Extended Day Program for the care of such children in grades K-8.

The Board will provide suitable district facilities, staff, and supplies for the conduct of the
Extended Day Program. It will begin at 7:15 a.m. to the beginning of the school day and at
the close of each school day to 6:00 p.m., from September thru June while the Nutley
School District is in session.

The program is under the direct supervision of a certified Director who employs a certified
teaching staff and aides to assist them. All school supervisors are required to have a
certified teaching certificate and be employed in the Nutley District and/or on the substitute
list. Participating children will be offered constructive activities and proper supervision. No
instruction will be offered; the Extended Day Program is not an extension of the academic
school day and is not intended to serve the purpose of enrichment or remedial education.

The Extended Day program is open to pupils enrolled in this school district provided both of
the pupil's parent (s) or legal guardian (s) are employed, or the pupil’s single parent (s) or
legal guardian (s) is employed, during the hours during which the program is offered. Only
duly registered children will be permitted to participate in the program. The Extended Day
Program is not intended for the temporary or intermittent custodial care of children. A
parent (s) or legal guardian (s) may register his/her child for the Extended Day Program at
the school office by presenting a signed affidavit that because of the parent’s or legal
guardian’s employment there is no responsible adult regularly at the child’s home to care
for the child. The affidavit will include the name, address, and the telephone number of
each parent or legal guardian’s employer. The Board reserves the rlght to verify a parent
or legal guardian’s affidavit.

A fee will be charged for each child’s participation payable in advance according to the fee
schedule associated with the program chosen at the time of registration.

Details regarding fees and payment schedules are contained in the registration packets.
Failure to comply with these schedules shall result in the child’s dismissal from the
program.
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The Board will not transport pupils to or from school to enable their participation in the
Extended Day Program. Transportation must be furnished by the parent (s) or legal
guardian (s), or a responsible person appointed by the parent (s) or legal guardian (s). The
Board shall remove from the program a pupil whose parent (s) or legal guardian (s)
persistently disregards his/her responsibility to pick the child up promptly.

Pupils who participate in the Extended Day program are subject to the rules and
regulations of this district and may be disciplined for infractions of those rules. A pupil's
chronic misbehavior shall result in the pupil’s removal from the program.

Section Il — Optional Summer Session Availability

The Extended Day Program will offer a Summer Session to children who are domiciled in
Nutley during the school year. The program shall run concurrently with any Board of
Education program for no longer than 20 days. Each applicant must meet all registration
requirements and deadlines.

The program will begin the day of any Board of Education program. The program will end
on the last day of the academic program.

The program will consist of a minimum of three (3) days per week. Full payment is due at
the time of registration.

The hours of operation will be from 7:15 a.m. to 6:00 p.m. There will be a penalty charge
“for late pick up.

The Board shall charge a late penalty fee and/or remove from the program a pupil whose
parent (s) or legal guardian (s) persistently disregards his/her responsibility to pick the child

up promptly.

The Program will not be available during the December Holiday Break, February Break,
April Break, nor any other times when the school district is not in session.

Adopted:
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POLICY 9140 AMENDED: SCHOOL BOARD VOLUNTEERS IN SERVICE TO
NUTLEY SCHOOLS COMMITTEE.

I. Purpose

The Nutley Board of Education shall establish a Volunteers In Service to Nutley
Schools Committee to serve in a liaison function between the Nutley Board of
Education and community at large.

Volunteers In Service to Nutley Schools offers interested individuals the
opportunity to be part of the Nutley Board of Education’s network of citizens who
volunteer their skills, talents, expertise, and life’s experiences for the purpose of
improving the operations of the school district, as well as to enhance the
educational opportunities of our students. Volunteering is an excellent way to
utilize current expertise, build new skills, interact with the school community, and
make a difference. Volunteers In Service to Nutley Schools provide many
opportunities for community members to be involved in the ongoing operations of
the school district.

II. Appointments

The School Board President shall establish sub-committees as he/she deems
necessary to fulfill the VISTNS mission. The School Board President shall appoint
an elected school board member as-a Liaison to each sub-committee. Each Liaison
has the discretion to accept or deny volunteer applicants who seek appointment to a
sub-committee.

Applicants must submit a resume which is applicable to the sub-committee they
are volunteering for, to the School Board President. Appointments shall be made
annually.

III. Operation

Each sub-committee shall consist of six members and two alternates. The sub-
committee Chairperson shall call committee meetings, establish an agenda and
provide the BOE Liaison with progressive reports.
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Subcommittee members are not authorized to meet with the Superintendent or staff
on issues related to their subcommittee.

Each BOE Liaison shall submit quarterly progress reports to the Board of
Education at a public meeting of the Board of Education. This meeting will be
mutually agreed upon between the Chairperson and the Board of Education.

Progress reports shall be posted on the Board of Education website after said
reports are approved by the full Board of Education in accordance with the Board’s
standard operating procedures.

Recommendations from VISTNS Subcommittees shall not reduce the
responsibility of the Board, which shall be free to accept or reject the
recommendations as it sees fit.

Subcommittees of VISTNS may not make decisions nor bind the Board or the
school district in matters that are reserved to Board members by law.

Matters concerned with individual school district employees or pupils are not
appropriate matters for consideration by VISTNS subcommittees. However, the
philosophy, goals, objectives, and matters related to the effective and efﬁ01ent
operatlon of the school district are welcomed. :

Adopted

This amendment supersedes Policy Number 9140 Adopted 3 May 2004






