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1530 EQUAL EMPLOYMENT OPPORTUNITIES
The Board of Education shall, in accordance with law, guarantee equal
employment opportunity throughout the district.
The Board shall ensure all persons shall have equal and bias free access to all
categories of employment and equal pay for equal work in this district without
regard to the candidate's race, color, creed, religion, national origin, ancestry, age,
marital or domestic partner or civil union status, affectional or sexual orientation,
gender or gender identity or expression, socioeconomic status, or disability,
pursuant to N.J.A.C. 6A:7-1.1. The school district’s employment applications and
pre-employment inquiries conform to the guidelines of the New Jersey Division
of Civil Rights.
The Board will use equitable practices that prevent imbalance and isolation based
on race, color, creed, religion, national origin, ancestry, age, marital or domestic
partner or civil union status, affectional or sexual orientation, gender or gender
identity or expression, socioeconomic status, or disability among the district’s
certificated and non-certificated staff and within every category of employment,
including administration. Promotions and transfers will be monitored to ensure
non-discrimination.
The Board shall not assign, transfer, promote or retain staff, or fail to assign,
transfer, promote or retain staff, on the sole basis of race, color, creed, religion,
national origin, ancestry, age, marital or domestic partner or civil union status,
affectional or sexual orientation, gender or gender identity or expression,
socioeconomic status, or disability, pursuant to N.J.A.C. 6A:7-1.1..
The Board will target underutilized groups in every category of employment. The
Board will provide among the faculty of each school role models of diverse racial
and cultural backgrounds.
The Board shall not enter into a contract with a person, agency, or organization if
that discriminates in employment practices or in the provision of benefits or
services, on the basis of race, color, creed, religion, national origin, ancestry, age,
marital or domestic partner or civil union status, affectional or sexual orientation,
gender or gender identity or expression, socioeconomic status, or disability,
pursuant to N.J.A.C. 6A:7-1.1.
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The Superintendent shall promulgate a complaint procedure for the adjudication
of disputes alleging violation of the law prohibiting discrimination in employment
or this policy.
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The Board shall not discriminate against any person for that person's exercise of
rights under the laws prohibiting discrimination in employment or this policy.

N.J.S.A. 18A:6-5; 18A:6-6; 18A:28-10; 18A:29-2
N.J.A.C. 6A:7-1.1 et seq.; 6A:7-1.8

Cross reference: Policy Guide Nos. 1510, 1550 and
Regulation Guide Nos. 1530

Adopted: 03 May 2004
Revised:
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R 1530 EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT
PROCEDURE
A.

B.

Purpose and Application
1.

The purpose of this procedure is to give any district employee or
candidate for employment the opportunity to appeal an alleged
denial of equal employment opportunity in violation of State
statutes and administrative codes, and Federal laws and Policy No.
1530, guaranteeing “equal access to all categories of employment
without regard to the candidate’s race, color, creed, religion,
national origin, ancestry, age, marital or domestic partner or civil
union status, affectional or sexual orientation, gender or gender
identity or expression, socioeconomic status, or disability.”

2.

This procedure is intended to facilitate an equitable and just
resolution of a dispute at the most immediate level and should be
implemented in an informal manner.

3.

Every reasonable effort will be made to expedite the process in the
interest of a prompt resolution. Time limits may, however, be
extended with the consent of all parties.

4.

All participants in the procedure will respect the confidentiality
that this district accords to information about individual
employees.

Definitions
1.

“Board of Education” means the Board of Education of the Nutley
School District.

2.

“Complaint” means an alleged discriminatory act or practice.

3.

“Complainant” means a staff member who alleges a discriminatory
act or practice.

4.

“Day” means a working or calendar day as identified.
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5.

“Discriminatory act or practice” means denial of equal
employment opportunity in violation of State statutes and
administrative codes and Federal laws and Policy No. 1530.

6.

“School district” means the Nutley School District.

Procedure
1.

A complainant who believes that he/she has been harmed or
adversely affected by a discriminatory practice or act prohibited by
law and/or policy shall discuss the matter with his/her immediate
supervisor in an attempt to resolve the matter informally.

2.

If the matter is not resolved to the satisfaction of the complainant
within thirty working days, the complainant may submit a written
complaint to the Affirmative Action Officer. The complaint will
include:
a.

The complainant’s name and address,

b.

The specific act or practice that the complainant complains
of,

c.

The school employee, if any, responsible for the allegedly
discriminatory act,

d.

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

e.

The reasons why those results are not satisfactory.

3.

The Affirmative Action Officer will investigate the matter
informally and will respond to the complaint in writing no later
than seven working days after receipt of the written complaint. A
copy of the complaint and the response will be forwarded to the
Superintendent.

4.

The response of the Affirmative Action Officer may be appealed
to the Superintendent in writing within three working days after it
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has been received by the complainant. The appeal will include the
original complaint, the response to the complaint, and the
complainant’s reason for rejecting the response. A copy of the
appeal must be given to the staff member alleged to have acted
discriminatorily.
5.

On his/her timely request (that is, submitted before the expiration
of the time within which the Superintendent must render a
decision), the complainant will be given an informal hearing before
the Superintendent, at a time and place convenient to the parties,
but no later than seven working days after the request for a hearing
has been submitted. The Superintendent may also require the
presence at the hearing of the staff member charged with a
discriminatory act and any other person with knowledge of the act
complained of.

6.

The Superintendent will render a written decision in the matter no
later than seven working days after the appeal was filed or the
hearing was held, whichever occurred later. Copies of the decision
will be given to all parties.

7.

The complainant may appeal the Superintendent’s decision to the
Board by filing a written appeal with the Board Secretary no later
than three working days after receipt of the Superintendent’s
decision. The appeal shall include:

8.

a.

The original complaint,

b.

The response to the complaint,

c.

The Superintendent’s decision,

d.

A transcript of the hearing, if one has been made, or a
summary of the hearing to which all parties have
consented, and

e.

The
complainant’s
reason
for
believing
Superintendent’s decision should be changed.

the

A copy of the appeal to the Board must be given to the staff
member, if any, charged with a discriminatory act.
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9.

The Board will review all papers submitted and may render a
decision on the basis of the proceedings below. If the complainant
so requests, the Board may convene a hearing, at which all parties
may be represented by counsel and may present and examine
witnesses, who will testify under oath.

10.

The Board will render a written decision no later than forty-five
calendar days after the appeal was filed or the hearing held,
whichever occurred later. Copies of the decision will be given to
all parties.

11.

The complainant will be informed of his/her right to appeal the
Board’s decision to the:
a.

Commissioner of Education
New Jersey State Department of Education
P.O. Box 500
Trenton, New Jersey 08625-0500
Telephone: (877) 900-6960 or the

b.

New Jersey Division on Civil Rights
Trenton Regional Office
Office of the Attorney General
140 East Front Street – 6th Floor
Trenton, New Jersey 08625-0090
Telephone: (609) 292-4605

Record
1.

The records of any complaint processed in accordance with this
procedure shall be maintained in a file kept by the Affirmative
Action Officer.

2.

A copy of the decision rendered at the highest level of appeal will
be kept in the employee’s personnel file.

Adopted: 03 May 2004
Revised:
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3125.2 EMPLOYMENT OF SUBSTITUTE TEACHERS
The Board of Education will employ substitutes in order to ensure continuity in
the instructional program and will approve a list of substitutes on an annual basis
and additional approved substitutes will be added to the approved list throughout
the school year. Substitute teachers will be employed from the substitute list
recommended by the Superintendent and approved by the Board. The Board shall
also approve the substitute rate of pay.
All substitute teachers must possess a substitute credential issued by the New
Jersey State Board of Examiners in accordance with the provisions of N.J.A.C.
6A:9-6.5. All substitute teachers are required to undergo a criminal history record
check in accordance with the provisions of N.J.S.A. 18A:6-7.1 et seq. and New
Jersey Department of Education regulations and procedures for criminal history
record checks. In accordance with the provisions of N.J.S.A. 18A-6-7.1b., a
substitute teacher who is rehired annually by the Board shall only be required to
undergo a criminal history record check as required by N.J.S.A. 18A:6-7.1 et. seq.
upon initial employment, provided the substitute continues in the employ of at
least one of the districts at which the substitute was employed within one year of
the approval of the criminal history record check.
A substitute teacher shall follow the daily lesson plan provided by the regular
teacher and, when that plan is exhausted or unavailable, the instructions of the
Principal. A substitute teacher may not plan or direct an instructional program
except as expressly permitted by the Superintendent.
In accordance with the provisions of N.J.S.A. 18A:16-1.1b., a vacant teaching
position shall not be filled in any school year by one or more individuals
employed as substitute teachers and holding a certificate of eligibility or a
certificate of eligibility with advanced standing issued by the New Jersey State
Board of Examiners and working in an area authorized by their credentials for a
total amount of time exceeding sixty school days. The Executive County
Superintendent of Schools may grant an extension upon written application from
the school district demonstrating the district's inability to hire an appropriately
certified teacher for the vacant position within the original sixty-day time limit.
In the event that one individual employed pursuant to this provision is employed
in the same position for more than sixty days, the substitute shall be compensated
by the school district on a pro-rata basis consistent with the salary provided to a
teacher with similar credentials in the school district.
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In accordance with the provisions of N.J.S.A. 18A16-1.1c., a vacant teaching
position shall not be filled in any school year by one or more individuals
employed as substitute teachers and holding a certificate of eligibility or a
certificate of eligibility with advanced standing issued by the New Jersey State
Board of Examiners and working in an area not authorized by their credentials for
a total amount of time exceeding twenty school days. The Executive County
Superintendent of Schools may grant an extension of up to an additional twenty
days upon written application from the school district demonstrating the district's
inability to hire an appropriately certified teacher for the vacant position within
the original twenty-day time limit.
In accordance with the provisions of N.J.S.A. 18A:16-1.1d., a vacant teaching
position shall not be filled in any school year by one or more individuals
employed as substitute teachers and holding a standard instructional certificate
issued by the New Jersey State Board of Examiners and working in an area not
authorized by their credentials for a total amount of time exceeding forty school
days.
In accordance with the provisions of N.J.S.A. 18A:16-1.1a., a vacant teaching
position shall not be filled in any school year by one or more individuals holding
a substitute credential issued by the New Jersey State Board of Education
pursuant to the provisions of N.J.S.A. 18A:6-38 for a total amount of time
exceeding twenty school days. The Commissioner of Education may grant an
extension of up to an additional twenty school days upon written application from
the school district demonstrating the district's inability to hire an appropriately
certified teacher for the vacant position within the original twenty-day time limit.

N.J.S.A. 18A:6-7.1 et seq.; 18A:16-1.1a.; 18A:16-1.1b.;
18A:16-1.1c.; 18A:16-1.1d.

Adopted:
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6424 EMERGENCY CONTRACTS
Any contract may be negotiated or awarded for a Board of Education without
public advertising for bids and bidding notwithstanding that the contract price will
exceed the bid threshold when an emergency affecting the health or safety of
occupants of school property requires the immediate delivery of goods or the
performance of services.
An actual or imminent emergency must exist requiring the immediate
delivery of the goods or the performance of the service. Emergency contracts
may not be used unless the need for the goods or services could not have been
reasonably foreseen or the need for such goods or services has arisen
notwithstanding a good faith effort on the school district to plan for the
purchase of any goods or services required by the school district. Under no
circumstance shall emergency purchasing procedures be used to enter into a
multi-year contract.
If the School Business Administrator/Board Secretary is satisfied that an
emergency exists, he/she shall be authorized to award a contract or contracts for
such purposes as may be necessary to respond to the emergent needs pursuant to
the provisions of N.J.S.A. 18A:18A-7 et seq.
If conditions permit, the School Business Administrator/Board Secretary shall
seek quotations from more than one source. If the expenditures are expected to be
in excess of the bid threshold, the School Business Administrator/Board Secretary
shall attempt to obtain no fewer than three quotations.
As soon as possible, but within three days of declaring the emergency, the
Superintendent of Schools shall notify the Executive County Superintendent
of the nature of the emergency and the estimated need for goods or services
necessary to respond to it.
When emergency conditions have eased, the School Business
Administrator/Board Secretary shall utilize the regular purchasing system to
obtain estimates from suppliers, vendors, and contractors for materials and/or
services that will eliminate the circumstances that created the emergency.
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The School Business Administrator/Board Secretary shall prepare and submit a
final report to the Board on every occasion an emergency contract is negotiated or
awarded in accordance with the provisions of N.J.S.A. 18A:18A-7.

N.J.S.A. 18A:18A-7
N.J.A.C. 5:34-6.1

Adopted: 25 August 2008
Revised:
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6472 TUITION ASSISTANCE
The Board of Education recognizes the importance of advanced educational
experience, coursework, and degrees for employees. The Board of Education
may provide tuition assistance to an employee in accordance with contract
provisions in a collective bargaining agreement, an individual employment
contract, or as per any other employment agreement or contract approved by the
Board.
In accordance with the provisions of N.J.S.A. 18A:6-8.5, in order for the Board of
Education to provide tuition assistance to an employee for coursework taken at an
institution of higher education or additional compensation upon the acquisition of
additional academic credits or completion of a degree program at an institution of
higher education. The institution shall be a duly authorized institution of higher
education as defined in Section 3 of P.L.1986, c.87 (C.18A:3-15.3).
The employee shall be required to obtain approval from the Superintendent of
Schools prior to enrollment in any course for which tuition assistance is sought.
In the event the Superintendent denies the approval, the employee may appeal the
denial to the Board of Education. In the case of tuition assistance for the
Superintendent of Schools, the approval shall be obtained from the Board of
Education.
In accordance with the provisions of N.J.S.A. 18A:6-8.5.c., tuition assistance or
additional compensation shall be provided only for a course or degree related to
the employee's current or future job responsibilities.
Nothing in N.J.S.A. 18A:6-8.5 shall be construed to limit the authority of the
Board to establish more stringent requirements for the provision of tuition
assistance or additional compensation. The provisions of this Policy and N.J.S.A.
18A:6-8.5 shall not be deemed to impair an obligation set forth in a collective
negotiations agreement or an individual contract of employment in effect on
May 6, 2010.
N.J.S.A. 18A:6-8.5

Adopted:
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8420 EMERGENCY AND CRISIS SITUATIONS
The Board of Education recognizes its responsibility to provide for the safety and
security in each school building in the district. The district will develop and
implement written plans and procedures to provide for the protection of health,
safety, security, and welfare of the school population; the prevention of,
intervention in, response to and recovery from emergency and crisis situations;
the establishment and maintenance of a climate of civility; and supportive
services for staff, pupils, and their families.
The Superintendent of Schools or designee shall consult with law enforcement
agencies, health and social services provider agencies, emergency management
planners, and school and community resources, as appropriate, in the
development of the school district’s plans, procedures, and mechanisms for school
safety and security. The plans, procedures, and mechanisms shall be consistent
with the provisions of N.J.A.C. 6A:16-5.1 and the format and content established
by the Domestic Security Preparedness Task Force, pursuant to N.J.S.A. App.
A:9-64 et seq., and the Commissioner of Education and shall be reviewed
annually, and updated as appropriate.
A copy of the school district’s school safety and security plan shall be
disseminated to all school district employees. New employees shall receive a
copy of the school district’s safety and security plan, as appropriate, within sixty
days of the effective date of their employment. All employees shall be briefed in
writing, as appropriate, regarding updates and changes to the school safety and
security plan.
The school district shall develop and provide an in-service training program for
all school district employees to enable them to recognize and appropriately
respond to safety and security concerns, including emergencies and crisis,
consistent with the school district’s plans, procedures, and mechanisms for school
safety and security and the provisions of N.J.A.C. 6A:16-5.1. New employees
shall receive this in-service training, as appropriate, within sixty days of the
effective date of their employment. This in-service training program shall be
reviewed annually and updated, as appropriate.
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In accordance with N.J.S.A. 18A:41-1, at least one fire drill and one school
security drill will be conducted each month within school hours, including any
summer months, which the school is open for instructional programs. A school
security drill means an exercise, other than a fire drill, to practice procedures that
respond to an emergency situation including, but not limited to, a non-fire
evacuation, lockdown, bomb threat, or active shooter situation that is similar in
duration to a fire drill. Schools are required to hold a minimum of two active
shooter, non-fire evacuation, bomb threat, and lockdown security drills
annually. Fire alarm systems shall be initiated only during a fire drill
evacuation. Responses made necessary by the unplanned activation of
emergency procedures or by any other emergency shall not be substituted for
a required school security drill.
The Principal or designee will provide local law enforcement or other
emergency responders, as appropriate, with a friendly notification at least
forty-eight hours prior to holding a school security drill. Although these
outside agencies are not required to observe school security drills, the
Principal is encouraged to invite representatives from local law enforcement
and emergency responder agencies to attend and observe at least four
different security drills annually.
Such drills and in-service training programs shall be conducted in accordance
with a building security drill guide and training materials that educate school
employees on proper evacuation and lockdown procedures in a variety of
emergency situations on school grounds as provided by the New Jersey Office of
Homeland Security and Preparedness.
The school district will be required to annually submit a security drill
statement of assurance to the New Jersey Department of Education by
June 30 of each school year. Each school in the district will be required to
complete a security drill record form as required by the New Jersey
Department of Education.

N.J.S.A. 2C:33-3
N.J.S.A. 18A:41-1 et seq.
N.J.A.C. 6A:16-5.1; 6A:27-11.2
Adopted: 03 May 2004
Revised: 20 Dec. 2010

