




























































































































































































  

.   
Qualifications:   

1. High   school   diploma   or   equivalent;   valid   New   Jersey   driver’s   license   

2. Minimum   experience   as   determined   by   the   board,   including   the   following   abilities:   

3. Experience   in   law   enforcement,   school   security   and/or   public   safety.   

4. Knowledge   of   security   measures,   fire   prevention,   and   crowd   control.    Ability   to   maintain   order   and   to   
work   with   groups   and   individuals   on   matters   of   security   and   crisis   management.   

5. Strong   problem-solving   skills   and   ability   to   communicate.   

6. Must   be   able   to   use   technology   efficiently   such   as   computers    ,   two-way   radio,   video   monitors,   buzz-in   
systems,   and   other   devices   selected   by   the   District   to   be   part   of   the   school   security   system.   

7. Required   criminal   history   background   check   and   proof   of   U.S.   citizenship   or   legal   resident   alien   status   
  

Performance   Responsibilities:   
1. Security   monitoring,   patrols   and   response   to   security   problems   

1.1. Patrols   district   buildings   and   grounds   to   protect   against   illegal   entry,   acts   of   violence,   vandalism,   
illegal   drug   activity,   arson,   and   theft.   

1.2. Conducts   regular   inspections   of   windows,   doors,   and   other   points   of   entry   to   ensure   that   they   
are   secure.   

1.3. Patrols   school   grounds   to   observe   unauthorized   persons   or   vehicles,   parking   violations,   and   
overall   security   of   the   outside   area   including   exterior   lighting   and   emergency   access   routes.   

1.4. Checks   identification   of   pupils,   staff,   and   visitors   entering   the   school.   

1.5. Detains   unauthorized   persons;   calls   for   police   assistance   in   accordance   with   the   district’s   
security   plan/crisis   management   plan.   

1.6. Participates   in   the   district’s/school’s   emergency   and   crisis   management   plan   as   assigned.   

1.7. Notifies   police,   fire   department,   or   other   appropriate   authority   of   any   situation   requiring   
immediate   attention.   

1.8. When   needed   accompanies   students   to   main   office.   

1.9. Directs   traffic   in   parking   lots.   

2. Record-keeping   

2.1. Records   all   observations   and   conditions,   and   reports   unusual   occurrences   or   property   damage   
to   superiors   and   documents   rule   violations.   

2.2. Submits   written   reports   of   all   incidents   of   vandalism,   violence,   illegal   drug   activity,   and   security   
violations   as   instructed.   
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Central   Management   Support   

Title:   School   Security   Guard   CMS-5  

Reports   to:   Director   of   Security/   Business   Administrator  

 
Supervises:   Non-Supervisory   

 

Job   Goal:   To   provide   students   and   staff   a   safe   working   environment.   
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Terms   of   Employment:   

10   and   12-month   positions.   
Salary   to   be   determined   by   the   board.   
  

Annual   Evaluation:   

Performance   of   this   job   will   be   evaluated   annually   in   accordance   with   NJ   State   law   and   the   provisions   of   
the   board’s   policy   on   evaluations.     

  
  

Approved   by: Roxbury   Township   Board   of   Education   
Date:  August   30,   2021   

Adapted   from   NJSBA   LEGAL   AND   POLICY   SERVICES   |   New   Jersey   School   Boards   Association,   P.O.   Box   909,   Trenton,   NJ   
08605-0909   |   Copyright   2010   by   NJSBA.    All   rights   reserved.   
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.   
Qualifications:   
  

1. Valid   NJ   Driver's   License   

2. Must   be   21   years   of   age   with   a   minimum   of   3   years   safe   driving   experience     

3. Physically   strong   and   capable   of   handling   heavy   boxes   and   55   pounds   without   assistance   

4. Possess   integrity   and   able   to   maintain   the   confidentiality   necessary   for   handling   mail   and   any   other   
items   and   information   of   a   confidential   nature   

  

Performance   Responsibilities:   

1. Daily   deliveries   of   interoffice   mail   among   all   schools,   buildings   and   offices   within   the   Roxbury   School   
District   when   offices   are   open.   

2. Exercises   proper   judgment   at   all   times.   

3. Maintains   a   proper   personal   appearance.  

4. Maintains   an   attendance   record   consistent   with   district   standards.   

5. Exhibits   a   positive   attitude.   

6. During   scheduled   work   hours,   performs   all   related   duties   as   assigned   by   the   Business   Administrator   or   
designee.   

  
Terms   of   Employment:   

10-   month   position   and   hourly   salary   to   be   determined.     
  
  

Annual   Evaluation:   

Performance   of   this   job   will   be   evaluated   annually   in   accordance   with   NJ   State   law   and   the   provisions   of   
the   board’s   policy   on   evaluations.     

  
  

Approved   by: Roxbury   Township   Board   of   Education   
Date:  August   30,   2021   

  
Adapted   from   NJSBA   LEGAL   AND   POLICY   SERVICES   |   New   Jersey   School   Boards   Association,   P.O.   Box   909,   Trenton,   NJ   
08605-0909   |   Copyright   2010   by   NJSBA.    All   rights   reserved.   
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Central   Management   Support   

Title:   District   Courier   CMS-23  

Reports   to:   Business   Administrator   

 
Job   Goal:   To   provide   dependable   and   efficient   mail   delivery,   courier   and   errand   service   for   the   school   

district   and   perform   all   necessary   tasks   in   a   cooperative   and   friendly   manner.   This   will   include   
making   deliveries   on   a   daily   basis   during   the   10-month   school   year.     
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0131 BYLAWS, AND POLICIES, AND REGULATIONS 

  

The Board of Education shall exercise its rule-making power by adopting, revising, and 

abolishing bylaws, and policies, and regulations for the organization and operation of the 

school district. 

  

“Regulations” for the purpose of this Bylaw are only those regulations that are required to 

be adopted by the Board. 

 

Adoption, Amendment, and Abolishment Repeal 

  

Bylaws, and policies, and regulations may be adopted, and revised amended, and 

repealed at any meeting of the Board, provided the proposed adoption, or revision 

amendment, or repeal has been proposed and approved by the Board at a previous 

meeting of the Board. 

  

Bylaws, policies, or regulations may be abolished at any meeting of the Board without 

the proposed abolishing of the proposed bylaw, policy or regulation being approved by 

the Board at a previous meeting of the Board. 

 

The Board shall may at its organization meeting or annually at a meeting of the Board 

and by a majority vote of those present and voting, readopt existing bylaws, and policies, 

and regulations without prior notice. 

  

The Board may, under emergency circumstances, suspend the operation of a bylaw, or 

policy, or regulation and adopt, revise amend, or abolish repeal a bylaw, or policy, or 

regulation without prior notice. The emergency adoption, revision amendment, or 

abolishment repeal of a bylaw, or policy, or regulation shall terminate at the next meeting 

of the Board or at such earlier date as may be specified by the Board unless further acted 

upon by the Board in accordance with this Bylaw. 

  

The adoption, revision amendment, abolishment repeal, or suspension of a bylaw, or 

policy, or regulation shall be recorded in the minutes of the Board. Any bylaw, policy, or 

regulation or part of a bylaw, policy, or regulation that is superseded by a term in a 

negotiated agreement or by a subsequently adopted bylaw, policy, or regulation shall no 

longer be in force and effect as a bylaw, policy, or regulation and shall be abolished by 

the Board in accordance with this Bylaw. 

  

Promulgation and Distribution 
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A The manual of bylaws, and policies, and regulations shall be maintained. A copy of the 

manual of bylaws, and policies, and regulations shall be available and accessible given to 

each Board member, the Superintendent, the School Business Administrator/Board 

Secretary, the Board Attorney, each Building Principal, and other individuals designated 

by the Superintendent. 

  

The Superintendent or his/her designee shall institute a plan for the orderly promulgation 

of policies to staff members who are affected by them and shall provide staff members 

with access to an up-to-date manual of Board bylaws, and policies, and regulations. 

  

Each copy of the manual of bylaws and policies shall be numbered; a record of the 

placement of each manual shall be maintained by the Superintendent or his/her 

designee. Copies of revised pages will be furnished to the holders of manuals as changes 

are made to bylaws and policies. The holder of a policy manual shall return the manual to 

the Board Secretary upon the termination of his/her service to the district. 

  

The manual of bylaws, and policies, and regulations shall be considered a public record 

open to inspection in the office of the Assistant Superintendent. The manual retained by 

the Assistant Superintendent shall be considered the master copy of the policy manual 

and shall not be modified by any person other than the Superintendent or his/her 

designee. 

  

Consideration Development of Bylaws, and Policies, and Regulations 

  

Bylaws, and policies, and regulations will be developed and considered for adoption by 

the Board in accordance with the following procedure: 

  

1.        A recommendation for a new or revised bylaw, or policy, or regulation 

shall may be recommended suggested to the Board and/or Superintendent 

by any Board member, the Superintendent, any staff member, or a member 

of the public; 

  

2.        A recommendation suggestion for a new or revised bylaw, or policy, or 

regulation may be referred, at the discretion of the Board President and as 

appropriate to the subject, to the Superintendent, a Board committee, or a 

public advisory committee for study and formulation of a recommendation 

to the Board. Any study of a new or revised recommended bylaw, policy, 

or regulation suggestion will should consider whether the matter is 

adequately addressed in existing Board bylaw, policy, or regulation and 

whether the matter is more appropriately addressed by administrative 

regulation; 
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3.        If a recommendation for a new or revised bylaw, or policy, or regulation 

results from referral for study, a proposed draft will be referred to the 

Superintendent and at the discretion of the Board President and as 

appropriate to the subject, to a Board committee submitted to the Board 

for discussion and approval on first reading. Copies of the proposed draft 

will be made available to staff members and the public, and comment will 

be invited. Changes in the draft may be made, by a simple majority vote, 

when the draft is presented for approval on first reading; 

 

4. All proposed new and revised bylaws, policies, and regulations shall be 

submitted to the Superintendent.  The Superintendent or designee will 

review all new and revised draft bylaws, policies, and regulations prior to 

the Board receiving a draft of new or revised bylaws, policies, or 

regulations for Board consideration;  

  

54.        The proposed draft, bylaw, policy, or regulation approved by the Board 

on first reading, will be submitted for adoption at a the next succeeding 

regular meeting of the Board. Revisions Changes in the draft may be made 

at any meeting prior to adoption by a simple majority vote of the Board. A 

revision at any succeeding change that alters the substantive meaning of 

the draft will constitute a new first reading, and the draft must be 

presented for adoption at a the next succeeding Board meeting. A change 

that is merely editorial may be followed by a vote to adopt the new or 

revised bylaw, or policy, or regulation on second reading. 

  

  

N.J.S.A. 18A:11-1 

  

  

Adopted: 14 October 2013 

Revised:  TBD 
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2421  CAREER AND TECHNICAL EDUCATION 

 
The Board of Education believes a program(s) of career and technical education is 
important to the educational development of its students.  The New Jersey system 
of career and technical education has as its purpose to: 
 

1. Support developmental career education designed to provide 
students opportunities to enhance career awareness, exploration, 
preparation, and decision-making skills necessary for success in 
the workplace;   

 
2. Provide secondary and postsecondary students with career and 

technical education programs and programs of study in 
Department-recognized Career Clusters in accordance with 
N.J.A.C. 6A:19-1.1(a)2.; 

 
3. Support a comprehensive K-12 career education and counseling 

system; and  
 
4. Support the workforce development system by helping to ensure 

quality postsecondary educational opportunities for adult students. 
 
The Board provides a program of career and technical education with students 
guaranteed the right to apply and, if accepted, to attend a county vocational school 
district.  The district shall provide a county vocational school district and its 
designated representative(s) with reasonable opportunity, during school hours, to 
present information about the county vocational school district’s programs to all 
students, grades Kindergarten through twelve in the schools of the district in 
accordance with N.J.A.C. 6A:19-2.3(d).  The Board of Education may not in any 
manner inhibit student access to such information. 
 
All students participating in career and technical education programs within this 
district or in shared-time career and technical programs are considered to be 
regularly enrolled in the schools of this district and are subject to the policies and 
rules of this Board.  The district shall establish admission requirements that 
include equity and access for all populations, including special populations and 
special education students.  No student shall be denied admission or participation 
in any career and technical education programs due to race, color, creed, religion,  
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national origin, ancestry, age, marital status, affectional or sexual orientation, 
gender, socioeconomic status, or disability. 
 
Students may be permitted to enroll in programs of vocational instruction offered 
by a county vocational school district outside the county only as required in the 
provisions of N.J.A.C. 6A:19-2.3(a)2.  
 
The district will comply with the general program requirements for career and 
technical education as defined in N.J.A.C. 6A:19-3.1  Students participating in 
part-time school and part-time employment career and technical programs will not 
be exploited, illegally employed, or employed under conditions that fail to 
safeguard the student’s health and interest.  These students shall receive wages 
commensurate with wages paid to other employees for similar work and shall be 
protected by provisions of the Worker’s Compensation Act and any other acts of 
the State pertaining to such training and employment.  The school district will 
comply with all safety and health standards contained in N.J.A.C. 6A:19-6.1 for 
career and technical education programs, programs of study, and structured 
learning experiences.    
 
Career and technical education programs offered by the school district shall 
comply with the provisions of N.J.S.A. 18A:54 and N.J.AC. 6A:19. 
 
The Superintendent shall seek and utilize all available Federal, State, and private 
sources of revenue for the financial support of career and technical education 
programs in the district. 
 
 
N.J.S.A. 18A:35-4.2; 18A:38-15; 18A:54 
N.J.A.C. 6A:19 
 
 
 
 
 
Adopted: TBD 
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3134 ASSIGNMENT OF EXTRA ADDITIONAL DUTIES 

  

The professional responsibilities of teaching staff members include such extra duties as 

may be assigned by the Superintendent or designee Board of Education. The 

Superintendent or designee will, in accordance with the Board of Education’s managerial 

prerogative,  Board will appoint assign teaching staff members to extra duties duty 

positions that are in accordance with applicable law and any collective bargaining 

agreement including, but not necessarily limited to, the positions of department 

chairperson, account treasurer, co-curricular activity advisor, athletic coach, monitor, and 

chaperone. 

 

All aspects of assignment to, retention in, dismissal from, and any terms and conditions 

of employment concerning extra-curricular activities shall be deemed mandatory subjects 

for collective negotiations in accordance with the provisions of N.J.S.A. 34:13A-23. 

  

A teaching staff member who requests appointment to an extra duty position may be 

given preference over other candidates for the position. Wherever possible, the Board 

will fill athletic coaching positions with physical education teachers. 

  

Any teaching staff member appointed to an extra duty position is expected to serve unless 

excused for extenuating circumstances. A member's refusal to serve or resignation from 

extra duty service without permission may constitute an act of insubordination subject to 

discipline. 

  

A teaching staff member can accrue no tenure or seniority rights in an extra duty position 

and is not entitled to reappointment to an extra duty position. 

  

Performance in any an extra duties duty position may will be considered in a teachering 

staff member's evaluation, in determining whether to renew a nontenured member, and in 

determining which of two or more tenured members with identical seniority entitlements 

will be retained in a reduction in force. 

  

The Superintendent will inform the Board of extra duty positions required for the 

implementation of the district's program, post notice of vacancies in those positions, and 

recommend appointments to those positions. 

  

N.J.S.A. 18A:27-4 

N.J.S.A. 34:13A-23  

  

Adopted: 14 October 2013 

Revised:  TBD 
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3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBERS 
 

The Board of Education recognizes its obligation to employ only those staff members 
best trained and equipped to meet the educational needs of the students of this district.  
The Board shall discharge that obligation by retaining in service only those nontenured 
teaching staff members who meet those standards.  The Board will renew the 
employment contract of a nontenured teaching staff member only upon the 
recommendation of the Superintendent and by a recorded roll call majority vote of the 
full membership of the Board.  The Board shall not withhold its approval for arbitrary 
and capricious reasons.  A nontenured teaching staff member who is not recommended 
for renewal by the Superintendent is deemed nonrenewed.  

  
When the nontenured teaching staff member’s performance does not meet the standards 
of the school district, the Superintendent shall recommend not to renew the teaching staff 
member’s contract.  Prior to notifying the nontenured teaching staff member of the 
nonrenewal, the Superintendent will notify the Board of the recommendation not to 
renew the nontenured teaching staff member’s contract and the reasons for the 
recommendation.  The Superintendent may notify the Board in a written notice or in 
executive session at a full Board Meeting.  In the event the Board is notified in executive 
session, the Superintendent will comply with the requirements of the Open Public 
Meetings Act and provide reasonable notice to the nontenured teaching staff member 
their employment will be discussed in executive session in order for the nontenured 
teaching staff member to exercise their statutory right to request a public discussion.   

  
On or before May 15 of each year, each nontenured teaching staff member continuously 
employed by a Board of Education since the preceding September 30 shall receive a 
written notice from the Superintendent that such employment will not be offered if the 
Superintendent recommends the nontenured teaching staff member not be renewed.  The 
Superintendent shall notify each nontenured teaching staff member to whom 
reemployment will not be offered of such nonrenewal in writing on or before May 15.  
Any nontenured teaching staff member receiving who received written notice that a 
teaching contract for the succeeding school year will not be offered may, within fifteen 
calendar days of receiving such notification thereafter, request in writing a statement of 
the reasons for nonrenewal such non-employment which shall be given to the nontenured 
staff member in writing within thirty calendar days after the receipt of such request  The 
Superintendent will provide a written statement of reasons within thirty days after the 
receipt of any such request. 
  
Whenever the nontenured teaching staff member has requested in writing and received a 
written statement of reasons for non-reemployment pursuant to N.J.S.A. 18A:27-3.2, the 
nontenured teaching staff member may request in writing shall have the right to an 
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informal appearance before the Board. The written request shall be submitted to the 
Board within ten calendar days of the nontenured teaching staff member’s receipt of the 
Board’s statement of reasons.  The informal appearance shall be scheduled within thirty 
calendar days from the nontenured teaching staff member’s receipt of the Board’s 
statement of reasons to permit the staff member an opportunity to convince the members 
of the Board to offer reemployment.  The staff member must request the appearance 
before the Board within ten calendar days of the nontenured teaching staff member’s 
receipt of the statement of reasons.  The informal appearance before the Board shall be 
held in accordance with the provisions of N.J.A.C. 6A:10-8.1. 
  
The Board is not required to offer reemployment or vote on reemployment after an 
informal appearance with a nontenured teaching staff member who was not 
recommended for reemployment by the Superintendent.  The Board may, with a majority 
vote of its full membership in public session and without the recommendation of the 
Superintendent, offer the nontenured teaching staff member reemployment after the 
informal appearance before the Board.  Within three working days following the informal 
appearance, the Board shall notify the affected nontenured teaching staff member, in 
writing, of its final determination The nontenured teaching staff member will be notified 
of the Board’s final determination within three days following the informal appearance 
before the Board. 
  
  
N.J.S.A. 18A:27-3.1; 18A:27-3.2; 18A:27-4.1; 18A:27-10 et seq.  
N.J.A.C. 6A:10-98.1 

  
  
  
  
  
  
Adopted:  14 October 2013 
Revised:   27 January 2014 
Revised:   TBD 
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R 3142 NONRENEWAL OF NONTENURED TEACHING STAFF MEMBER 
  
A.       Evaluations 
  

1.        Each nontenured teaching staff member shall be evaluated in strict 
compliance with statute, N.J.S.A. 18A:27-3.1, rules of the State Board of 
Education, N.J.A.C. 6A:32-4.1 et seq., and the policies and procedures of 
this district. At least three evaluations shall be conducted annually and at 
least one evaluation shall be conducted in each semester. 

  
2.        Evaluations shall set forth both the strengths and weaknesses of the 

teaching staff member in order to provide an accurate assessment of 
his/her performance and to encourage the improvement of that 
performance. 

  
3.        Supervisors shall constructively point out performance deficiencies and 

offer assistance to nontenured teaching staff members in the improvement 
of professional skills. 

  
B.       Nonrenewal Recommendation 
  

1.        When a nontenured teaching staff member’s performance does not meet 
the standards of the school district, employment will not be offered to the 
nontenured teaching staff member for the succeeding the Principal shall 
recommend to the Superintendent, no later than April 30, that the teaching 
staff member should not be reemployed in the following school year. 

  
2.        On or before May 15 of each year, each nontenured teaching staff member 

continuously employed by a Board of Education since the preceding 
September 30 shall receive a written notice from the Superintendent that 
such employment will not be offered if the Superintendent recommends 
the nontenured teaching staff member not be renewed  The nontenured 
teaching staff member shall be informed by the Superintendent of Schools, 
in writing, that employment for the next succeeding school year will not 
be offered. This written notice shall be provided to the staff member on or 
before May 15. 

  
3.        A recommendation by the Superintendent to not renew for nonrenewal a 

nontenured teaching staff member’s contract for the succeeding school 
year may be based upon the teaching staff member's observations, 
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evaluations, job performance, or any factor affecting his/her employment 
in the this school district. Nonrenewal shall not be recommended for any 
reasons that are trivial and insubstantial; unsupported by facts; based upon 
the teaching staff member's race, color, creed, religion, national origin, 
ancestry, age, marital status, affectational or sexual orientation or sex, 
social or economic status, or disability, if any; or is based upon the 
teaching staff member's exercise of his/her protected right of free 
expression and association. Expressions or associations that interfere with 
the operation of the district may not rise to the level of protected activity. 

  
4.        A nNontenured teaching staff members’ employment contracts can only be 

renewed only upon the Superintendent’s recommendation and a recorded 
roll call majority vote of the full membership of the Board. The Board 
shall may not withhold its approval for arbitrary and capricious reasons. 

  
C.       Nonrenewal Action 
  

1.        Prior to notifying the nontenured teaching staff member of the nonrenewal, 
the Superintendent shall notify the Board of the recommendation not to 
renew the nontenured teaching staff member’s contract and the reasons for 
the recommendation. The Board will meet in executive session no later 
than May 10 to review the Superintendent’s recommendation(s) for 
nonemployment of nontenured teaching staff members. Notice of the 
executive session shall be given in accordance with N.J.S.A. 10:4-13 and 
individual notice shall be given, not less than forty-eight hours in advance 
of the meeting, to those employees whose possible nonrenewal will be 
discussed at the meeting. If any such employee requests that the discussion 
take place in public, the recommendation for his/her nonrenewal will be 
severed from the rest and scheduled for discussion at a public meeting to 
be held no later than May 10. 

  
2.        A nontenured teaching staff member not recommended for renewal by the 

Superintendent is deemed not renewed. A Board’s of Education vote is not 
required on the Superintendent’s recommendation(s) to not renew a 
nontenured staff member. 

  
D.       Notice of Nonrenewal 
  

1.        Notice of the Superintendent's decision not to renew shall be given to each 
nontenured teaching staff member not recommended for renewal on or 
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before May 15 in accordance with N.J.S.A. 18A:27-10. The Board may 
delegate the Superintendent or the Board Secretary to give written notice 
of nonrenewal. 

  
12.       The nonrenewal nNotice shall be in writing and provided to the 

nontenured teaching staff member not recommended for renewal by the 
Superintendent on or before May 15. If hand delivered, a record shall be 
made of the date on which delivery was made. If sent by mail, the notice 
shall be sent registered mail, return receipt requested, to the employee's 
address of record. 

  
E.        Request for Statement of Reasons 
  

1.       Any nontenured teaching staff member receiving notice that a teaching 
contract for the succeeding school year will not be offered may, within 
fifteen calendar days thereafter, request in writing, a statement of the 
reasons for such non-employment which shall be given to the nontenured 
teaching staff member in writing within thirty calendar days after the 
receipt of such request.   A nonrenewed teaching staff member will be 
given a written statement of the reasons for which he/she was not renewed 
provided the staff member’s request for a statement of reasons has been 
received by the Superintendent within fifteen calendar days after the 
teaching staff member received written notice of his/her nonrenewal. 
N.J.S.A. 18A:27-3.2. 

  
2.        The statement of reasons for a nonrenewal will set forth, with as much 

particularity as possible, the precise reasons for the nonrenewal. Where the 
nonrenewal is based on performance deficiencies recorded in the 
nontenured employee's teaching staff member’s observations and 
evaluations and the nontenured teaching staff member employee has been 
given a copy of those observations and evaluations, the statement of 
reasons may incorporate the observations and evaluations by reference. 

  
3.        The written statement of reasons may be prepared by the Superintendent or 

the Board Secretary and shall be delivered to the employee who requested 
it within thirty calendar days after the receipt of the employee's request. 

  
F.        Nonrenewal Appearance 
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1.        Whenever the nontenured teaching staff member has requested in writing 
and received a written statement of reasons for non-reemployment 
pursuant to N.J.S.A. 18A:27-3.2, the nontenured teaching staff member 
may request in writing an informal appearance before the Board.  The 
written request shall be submitted to the Board within ten calendar days of 
the nontenured teaching staff member’s receipt of the Board’s statement of 
reasons. A teaching staff member who has requested a statement of 
reasons for his/her nonrenewal will be granted an informal appearance 
before the Board to discuss those reasons, provided that he/she had 
submitted to the Superintendent a written request for such an appearance 
no later than ten calendar days after he/she has received the written 
statement of reasons. N.J.A.C. 6A:32-4.6(a). 

  
2.        The A date shall be set for an informal appearance, which shall be 

scheduled held within thirty calendar days from the nontenured teaching 
staff member’s of the employee's receipt of the Board's statement of 
reasons. The appearance shall be conducted at an executive session for 
which notice has been given in accordance with N.J.S.A. 10:4-13.  

 
3. The Board will exercise discretion in determining determine a reasonable 

length of time for the proceeding depending upon each instance’s specific 
circumstances.  be devoted to the appearance, taking into account the 
circumstances of the nonrenewal and the statement of the reasons given to 
the employee. N.J.A.C. 6A:32-4.6(a).  

  
43.      The proceeding of an informal appearance before the Board may be 

conducted in executive session pursuant to N.J.S.A. 10:4-12(b)(8).  If 
conducted in executive session, notice must be given in accordance with 
N.J.S.A. 10:4-13. 

    
54.      The Board shall provide the nontenured teaching staff member adequate 

written notice regarding the date and time of the informal appearance. The 
teaching staff member requesting the appearance shall be given written 
notice, no later than forty-eight hours in advance of the meeting at which it 
is scheduled, of the date, time, place, and duration of the appearance. 

 
6. The nontenured teaching staff member’s appearance before the Board 

shall not be an adversary proceeding.  The purpose of the appearance shall 
be to provide the nontenured teaching staff member the opportunity to 
convince Board of Education members to offer reemployment.  The 
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purpose of the appearance shall be to permit the nonrenewed teaching staff 
member to convince the members of the Board to offer reemployment. To 
those ends, the appearance shall be informally conducted. This appearance 
provides a mechanism by which the nontenured teaching staff member, 
whose renewal has not been recommended by the Superintendent, can 
appeal to the Board, on which the Superintendent sits as a non-voting 
member pursuant to N.J.S.A. 18A:17-20.  

 
7. The proceeding of an informal appearance before the Board shall be 

conducted with the President of the Board presiding and the appearance 
will not become an adversary proceeding. 

  
85.        The nontenured teaching staff member may be represented by an attorney 

or by one individual of his/her choosing. He/She The nontenured teaching 
staff member may present, on his or her behalf,  witnesses to testify on in 
his/her behalf. Witnesses who do need not need to present testimony under 
oath and shall not be cross-examined by the Board. be sworn under oath, 
and their statements will be recorded. The Board will simply hear 
witnesses and will not cross-examine them. Witnesses shall will be called 
one at a time into the meeting to address the Board one at a time and shall 
be excused from the meeting after making their statements. 

  
G.       Final Determination 
  

1.        A nontenured teaching staff member not recommended for renewal 
by the Superintendent is deemed not renewed. A Board vote is not 
required on the Superintendent’s recommendation(s) to not renew 
a nontenured teaching staff member. However, after an informal 
appearance before the Board, the Superintendent may make a 
recommendation for reemployment of the nontenured teaching 
staff member to the voting members of the Board. The voting 
members of the Board, by a majority vote of the full Board in 
public session, must approve the reemployment based on the 
Superintendent’s recommendation. If the Superintendent 
recommends the nontenured teaching staff member for 
reemployment, the voting members of the Board must, by a 
majority vote of the full Board at a public session, approve or not 
approve the Superintendent’s recommendation for reemployment. 
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2.        The Board may, with a majority vote of its full membership in public 
session and without the recommendation of the Superintendent, offer the 
nontenured teaching staff member reemployment after an informal 
hearing. 

  
3.        Within three working days following the informal appearance, the Board 

shall notify the affected nontenured teaching staff member, in writing, of 
its final determination.  The Board may delegate notification of its final 
determination to the Superintendent or Board Secretary.  The final 
determination will be delivered to the teaching staff member, in writing, 
no later than three days after the informal appearance. The Board may 
delegate the Superintendent or the Board Secretary to deliver the final 
determination. 

  
  
Issued:     14 October 2013 
Revised:  TBD 
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3221 EVALUATION OF TEACHERS (M) 
M 

The Board of Education recognizes the importance of teacher effectiveness to further the 
development of a professional corps of educators and to increase student achievement.  
The Board of Education adopts Policy and Regulation 3221 for the evaluation of teachers 
consistent with the Teacher Effectiveness and Accountability for the Children of New 
Jersey Act (TEACHNJ) and the AchieveNJ administrative codes.  This Policy and 
Regulation provides the provisions and requirements for teacher evaluations consistent 
with TEACHNJ and AchieveNJ.   
  
For the purposes of Policy and Regulation 3221, “teacher” means a teaching staff 
member who holds the appropriate standard, provisional, or emergency instructional 
certificate issued by the Board of Examiners and is assigned a class roster of students for 
at least one particular course. 
  
The rules in N.J.A.C. 6A:10 – Educator Effectiveness shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts in effect 
on July 1, 2013 and nNo collective bargaining agreement entered into after July 1, 2013, 
shall conflict with the educator evaluation system established pursuant to N.J.A.C. 
6A:10-1.1 et seq. or any other specific statute or regulation, nor shall topics subject to 
bargaining involve matters of educational policy or managerial prerogatives.  All 
information contained in annual performance reports and all information collected, 
compiled, and/or maintained by employees for the purpose of conducting the educator 
evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, 
digital records, shall be confidential and shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.   
  
The Board shall annually adopt evaluation rubrics for all teachers which shall be 
submitted to the Commissioner of Education by August June 1 for approval by August 15  
1 of each year.  The evaluation rubrics shall have four defined annual ratings:  
ineffective, partially effective, effective, and highly effective.  The Board shall meet the 
requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of teachers 
and shall ensure the training procedures as outlined in N.J.A.C. 6A:10-2.2(b) are 
followed when implementing the evaluation rubrics for all teachers.  A District 
Evaluation Advisory Committee may shall be established in accordance with the 
requirements of N.J.A.C. 6A:10-2.3. 
  
The minimum requirements for the evaluation procedures for teachers as outlined in 
N.J.A.C. 6A:10-2.4 shall be followed.  For each teacher rated ineffective or partially 
effective on the annual summative evaluation rating, as measured by the evaluation 
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rubrics, a corrective action plan shall be developed in accordance with the provisions of 
N.J.A.C. 6A:10-2.5.  A School Improvement Panel shall be established in accordance 
with N.J.A.C. 6A:10-3.1 and with the responsibilities outlined in N.J.A.C. 6A:10-3.2. 
  
The components of the teacher evaluation rubric as described in N.J.A.C. 6A:10-4.1 shall 
apply to teachers.  Measures of student achievement, as outlined in N.J.A.C. 6A:10-4.2, 
shall be used to determine impact on student learning.  Teacher observations shall be 
conducted in accordance with the provisions of N.J.A.C. 6A:10-4.4 and N.J.S.A. 18A:27-
3.1.  Observers shall conduct the observations pursuant to N.J.S.A. 18A:6-123.b.(8) and 
N.J.A.C. 6A:10-2.5 and 3.2, and they shall be trained pursuant to N.J.A.C. 6A:10-2.2(b). 
  
The teacher practice instrument approved by the Department of Education shall meet the 
criteria as outlined in N.J.A.C. 6A:10-7.2. 
  
The Superintendent shall annually notify all teachers of the adopted evaluation policies 
and procedures/regulations no later than October 1.  If a teacher is hired after October 1, 
the Superintendent shall notify the teacher of the policies and procedures/regulations at 
the beginning of his or her employment.  All teachers shall be notified of amendments to 
the policy and procedures/regulations within ten teacher working days of adoption. 
  
  
N.J.S.A. 18A:6-117 et seq. N.J.S.A. 18A:27-3.1 
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5 
N.J.A.C. 6A:10-3.1 and 3.2; N.J.A.C. 6A:10-4.1 through 4.4 
N.J.A.C. 6A:10-7.1 and 7.2 
  
  
Adopted:  14 October 2013 
Revised:   27 January 2014 
Revised:   27 June 2016 
Revised:   26 June 2017 
Revised:   TBD 
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R 3221 EVALUATION OF TEACHERS (M) 
 

A. Definitions – N.J.A.C. 6A:10-1.2 

The following words and terms shall have the following meanings when used in 
Policy and Regulation 3221 unless the context clearly indicates otherwise: 

“Announced observation” means an observation in which the person conducting 
anobservation for the purpose of evaluation will notify the teacher of the date and 
the class period the observation will be conducted. 

“Annual performance report” means a written appraisal of the teacher’s 
performance prepared by the teacher’s designated supervisor based on the 
evaluation rubric for his or her position. 

“Annual summative evaluation rating” means an annual evaluation rating that is 
based on appraisals of educator practice and student performance, and includes all 
measures captured in a teacher’s evaluation rubric.  The four summative 
performance categories are ineffective, partially effective, effective, and highly 
effective. 

“Calibration” in the context of educator evaluation means a process to monitor the 
competency of a trained evaluator to ensure the evaluator continues to apply an 
educator practice instrument accurately and consistently according to the 
standards and definitions of the specific instrument. 

“Chief School Administrator” means the Superintendent of Schools or the 
Administrative Principal if there is no Superintendent. 

“Commissioner” means Commissioner of the New Jersey Department of 
Education. 

“Co-observation” means two or more supervisors who are trained on the practice 
instrument who observe simultaneously, or at alternate times, the same lesson or 
portion of a lesson for the purpose of training. 

“Corrective Action Plan” means a written plan developed by the designated 
supervisor in collaboration with the teacher to address deficiencies as outlined in 
an evaluation.  The corrective action plan shall include timelines for corrective 
action, responsibilities of the individual teacher and the school district for 
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implementing the plan, and specific support that the district shall provideas 
defined in N.J.S.A. 18A:6-119.  

“Department” means the New Jersey Department of Education. 

“Designated supervisor” means the supervisor designated by the Superintendent 
of Schools or designee as the teacher’s supervisor. 

“District Evaluation Advisory Committee” means a group created to oversee and 
guide the planning and implementation of the Board of Education's evaluation 
policies and procedures as set forth in N.J.A.C. 6A:10-2.3. 

 “Educator practice instrument” means an assessment tool that provides: scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies. The scores from the 
teacher practice instrument are components of the teacher’s evaluation rubric and 
the scores are included in the summative evaluation rating for the individual.  The 
scores from educator practice instruments may be applied to the teacher’s 
summative evaluation rating in a manner determined by the school district. 

 “Evaluation” means an appraisal of an individual’s professional performance in 
relation to his or her job description,and professional standards, and based on, 
when applicable, the individual’s evaluation rubric. 

 “Evaluation rubric” means a set of criteria, measures, and processes used to 
evaluate all teachers in a specific school district or local education agency.  
Evaluation rubrics consist of measures of professional practice, based on educator 
practice instruments, and student outcomes.  Each Board of Education will have 
an evaluation rubric specifically for teachers, another specifically for Principals, 
Vice Principals, and Assistant Principals, and evaluation rubrics for other 
categories of teaching staff members. 

 “Indicators of student progress and growth” means the results of assessment(s) of 
students as defined in N.J.A.C. 6A:8, Standards and Assessment. 

 “Individual professional development plan” is as defined in N.J.S.A. 18A:6-119. 

 “Job description” means a written specification of the function of a position, 
duties and responsibilities, the extent and limits of authority, and work 
relationships within and outside the school and school district. 
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  “Observation” means a method of collecting data on the performance of a 
teacher's assigned duties and responsibilities.  An observation for the purpose of 
evaluation will be included in the determination of the annual summative 
evaluation rating and shall be conducted by an individual employed in the school 
district in a supervisory role and capacity and possessing a school administrator, 
Principal, or supervisor endorsement as defined in N.J.A.C. 6A:9-2.1. 

“Post-observation conference” means a meeting, either in-person or remotely, 
between the supervisor who conducted the observation and the teacher for the 
purpose of evaluation to discuss the data collected in the observation. 

“Scoring guide” means a set of rules or criteria used to evaluate a performance, 
product, or project.  The purpose of a scoring guide is to provide a transparent and 
reliable evaluation process.  Teacher Educator practice instruments include a 
scoring guide that an evaluator uses to structure his or her assessments and ratings 
of professional practice. 

“Semester” means half of the school year. 

 “Signed” means the name of one physically written by oneself or an electronic 
code, sound, symbol, or process attached to or logically associated with a record 
and executed or adopted by a person with the intent to sign the record. 

“Student growth objective” means an academic goal that teachers and designated 
supervisors set for groups of students. 

“Student growth percentile” means a specific metric for measuring individual 
student progress on Statewide assessments by tracking how much a student’s test 
scores have changed relative to other students Statewide with similar scores in 
previous years. 

“Superintendent” means Superintendent of Schools or Chief School 
Administrator. 

“Supervisor” means an appropriately certified teaching staff member, as defined 
in N.J.S.A. 18A:1-1, or Superintendent employed in the school district in a 
supervisory role and capacity, and possessing a school administrator, Principal, or 
supervisor endorsement as defined in N.J.A.C. 6A:9B-12. 

“Teacher” means a teaching staff member who holds the appropriate standard, 
provisional, or emergency instructional certificate issued by the Board of 
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Examiners and is assigned a class roster of students for at least one particular 
course. 

“Teacher practice instrument” means an assessment tool that provides:  scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies.  The scores from the 
teacher practice instrument are components of the teacher’s evaluation rubrics and 
the scores are included in the summative evaluation rating for the individual. 

“Unannounced observation” means an observation in which the person 
conducting an observation for the purpose of evaluation will not notify the teacher 
of the date or time the observation will be conducted. 

B. Applicability of Rules on Collective Bargaining Agreements – N.J.A.C. 6A:10-
1.3 

 The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts 
entered into by a school district in effect on July 1, 2013.  No collective 
bargaining agreement entered into after July 1, 2013, shall conflict with the 
educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or 
any other specific statute or regulation, nor shall topics subject to bargaining 
involve matters of educational policy or managerial prerogatives. 

C. Educator Evaluation Data, Information, and Annual Performance Reports – 
N.J.A.C. 6A:10-1.4 

All information contained in annual performance reports and all information 
collected, compiled, and/or maintained by employees of the Board of Education 
for the purposes of conducting the educator evaluation process pursuant to 
N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital records, shall be 
confidential.  Such information shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.  
Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be construed to prohibit the 
Department or a school district from, at its discretion, collecting evaluation data 
pursuant to N.J.S.A. 18A:6-123.e or distributing aggregate statistics regarding 
evaluation data. 

D. Evaluation of Teachers – N.J.A.C. 6A:10-2.1 
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1. The Board of Education annually shall annually adopt evaluation rubrics 
for teachers.  The evaluation rubrics shall have four defined annual 
ratings:  ineffective, partially effective, effective, and highly effective. 

 2. The evaluation rubrics for teachers shall include all other relevant  
  minimum standards set forth in N.J.S.A. 18A:6-123 (P.L. 2012, c. 26, § 
  17c). 

 3. Evaluation rubrics shall be submitted to the Commissioner by August June 
1 for approval by August 15 1 of each year. 

 E. Duties of the Board of Education – N.J.A.C. 6A:10-2.2  

1. The Board of Education shall meet the following requirements for the 
annual evaluation of teachers, unless otherwise specified:  

a. Establish a District Evaluation Advisory Committee to oversee and 
guide the planning and implementation of the Board of Education's 
evaluation policies and procedures as set forth in N.J.A.C. 6A:10-
1.1 et seq.;  

b. Annually adopt policies and procedures developed by the 
Superintendent pursuant to N.J.A.C. 6A:10-2.4, including the 
evaluation rubrics approved by the Commissioner pursuant to 
N.J.A.C. 6A:10-2.1(c); 

    (1) The Superintendent shall develop policies and procedures that, 
at a minimum, ensure student performance data on the Statewide 
assessment is, upon receipt, promptly distributed or otherwise 
made available to teachers ing staff members who were primarily 
responsible for instructing the applicable students in the school 
year in which the assessment was taken, as well as to teachers ing 
staff members who are or will be primarily responsible for 
instructing the applicable students in the subsequent school year.  

c. Ensure the Superintendent annually notifies all teachers of the 
adopted evaluation policies and procedures no later than October 
1.  If a teacher is hired after October 1, the Board/Superintendent 
shall notify the teacher of the policies and procedures at the 
beginning of his or her employment.  All teachers shall be notified 



REGULATION 
 
 
 
 

 

 

ROXBURY TOWNSHIP 
   BOARD OF EDUCATION 

TEACHING STAFF MEMBERS 
R 3221/Page 6 of 21 

EVALUATION OF TEACHERS (M) 

of amendments to the policy and procedures within ten teacher 
working days of adoption;  

d. Annually adopt by June 1, any Commissioner-approved educator 
teacher practice instruments and, as part of the process described at 
N.J.A.C. 6A:10-2.1(c), notify the Department which instruments 
will be used as part of the school district’s evaluation rubrics;  

e. Ensure the Principal of each school within the school district has 
established a School Improvement Panel pursuant to N.J.A.C. 
6A:10-3.1.  The panel shall be established annually by August 31 
and shall carry out the duties and functions described in N.J.A.C. 
6A:10-3.2;  

f.  Ensure data elements are collected and stored in an accessible and 
usable format.  Data elements shall include, but not be limited to, 
scores or evidence from observations for the purpose of evaluation 
and student growth objective data; and  

g. Ensure the Superintendent or designee certifies to the Department 
that any observer who conducts an observation of a teacher for the 
purpose of evaluation as described in N.J.A.C. 6A:10-4.4; N.J.A.C. 
6A:10-5.4; and N.J.A.C. 6A:10-6.2, shall meet the statutory 
observation requirements of N.J.S.A. 18A:6-119; 18A:6-123.b(8); 
and N.J.S.A. 18A:27-3.1 and the teacher member of the School 
Improvement Panel requirements of N.J.A.C. 6A:10-3.2.   

2. The Board of Education shall ensure the following training procedures are 
followed when implementing the evaluation rubric for all teachers and, 
when applicable, applying the Commissioner-approved educator practice 
instruments:  

a. Annually provide training on and descriptions of each component 
of the evaluation rubric for all teachers who are being evaluated in 
the school district and provide more thorough training for any 
teacher who is being evaluated for the first time.  Training shall 
include detailed descriptions of all evaluation rubric components 
including, when applicable, detailed descriptions of student 
achievement measures and all aspects of the educator practice 
instruments;  
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b. Annually provide updates and refresher training for supervisors 
who are conducting evaluations in the school district and more 
thorough training for any supervisor who will evaluate teachers for 
the first time.  Training shall be provided on each component of 
the evaluated teacher’s evaluation rubric before the evaluation of a 
teacher;  

c. Annually require each supervisor who will conduct observations 
for the purpose of evaluation of a teacher to complete at least two 
co-observations during the school year.  

(1) Co-observers shall use the co-observation to promote 
accuracy and consistency in scoring.  

(2) A co-observation may count as one required observation 
for the purpose of evaluation pursuant to N.J.A.C. 6A:10-
4.4, as long as the observer meets the requirements set forth 
in N.J.A.C. 6A:10-4.3 and 4.4, but the co-observation shall 
not count as two or more required observations.  If a co-
observation counts as one required observation, the score 
shall  be determined by the teacher’s designated 
supervisor.  

d. The Superintendent shall annually certify to the Department that 
all supervisors of teachers in the school district who are utilizing 
evaluation rubrics have completed training on and demonstrated 
competency in applying the evaluation rubrics.   

F. District Evaluation Advisory Committee – N.J.A.C. 6A:10-2.3  

1. Members of the District Evaluation Advisory Committee shall include 
representation from the following groups: teachers from each school level 
represented in the school district; central office administrators overseeing 
the teacher evaluation process; supervisors involved in teacher evaluation, 
when available or appropriate; and administrators conducting evaluations, 
including a minimum of one administrator conducting evaluations who 
participates on a School Improvement Panel.  Members also shall include 
the Superintendent, a special education administrator, a parent, and a 
member of the Board of Education.  
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2. The Superintendent may extend membership on the District Evaluation 
Advisory Committee to representatives of other groups and to individuals.  

3. A Beginning in 2018-2019, the District Evaluation Advisory Committees 
is not shall no longer be required and the Board of Education shall have 
the discretion to establish a continue the District’s Evaluation Advisory 
Committee.   

G. Evaluation Procedures for Teachers – N.J.A.C. 6A:10-2.4  

1. The provisions outlined in Policy and Regulation 3221 and N.J.A.C. 
6A:10-2.4 shall be the minimum requirements for the evaluation of 
teachers.  

2. Evaluation policies and procedures requiring the annual evaluation of all 
teachers shall be developed under the direction of the Superintendent, who 
may consult with the District Evaluation Advisory Committee or 
representatives from School Improvement Panels, and shall include, but 
not be limited to, a description of:   

a. Roles and responsibilities for implementation of evaluation 
policies and procedures;   

b. Job descriptions, evaluation rubrics for teachers, the process for 
calculating the summative ratings and each component, and the 
evaluation regulations set forth in N.J.A.C. 6A:10 et seq.;  

c. Methods of data collection and reporting appropriate to each job 
description, including, but not limited to, the process for student 
attribution to teachers, Principals, Assistant Principals, and Vice 
Principals for calculating the median and school-wide student 
growth percentile;  

d. Processes for observations for the purpose of evaluation and post-
observation conference(s) by a supervisor;  

e. Process for developing and scoring student growth objectives;  

f.  The process for preparation of individual professional development 
plans; and  
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g. The process for preparation of an annual written performance 
report by the teacher’s designated supervisor and an annual 
summary conference between the teacher and his or her designated 
supervisor.   

3. The annual summary conference between designated supervisors and 
teachers shall be held before theannual performance report is filed.  The 
conference shall occur on or before June 30 of each school year and shall 
include, but not be limited to, a review of the following:  

a. The performance of the teacher based upon the job description and 
the scores or evidence compiled using the teacher’s evaluation 
rubric, including, when applicable 

    (1) The educator’s teacher’s practice instrument; and 

(2)       Available indicators or student achievement measures such 
as student growth objective scores and student growth 
percentile scores. 

b. The progress of the teacher toward meeting the goals of the 
individual professional development plan or, when applicable, the 
corrective action plan;and 

 c. The preliminary annual written performance report.  

4. If any scores for the teacher’s evaluation rubric are not available at the 
time of the annual summary conference due to pending assessment results, 
the annual summative evaluation rating shall be calculated once all 
component ratings are available.  

5. The annual written performance report shall be prepared by the teacher’s 
designated supervisor and shall include, but not be limited to:   

a. A summative rating based on the evaluation rubric, including, 
when applicable, a total score for each component as described in 
N.J.A.C. 6A:10-4;   

b. Performance area(s) of strength and area(s) needing improvement 
based upon the job description and components of the teacher’s 
evaluation rubric; and  
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c. The Teacher’s individual professional development plan corrective 
action plan from the evaluation year being reviewed in the report.  

6. The teacher and the designated supervisor shall sign the report within five 
teacher working days of the review.  

7. The Board of Education shall include all performance reports and 
supporting data, including, but not limited to, written observation reports 
and additional components of the summative evaluation rating as part of 
the teacher’s personnel file, or in an alternative, confidential location.  If 
reports and data are stored in an alternative location, the personnel file 
shall clearly indicate the report’s location and how it can be easily 
accessed.  The records shall be confidential and shall not be subject to 
public inspection or copying pursuant to the Open Public Records Act, 
N.J.S.A. 47:1A-1 et seq.  

H. Corrective Action Plans for Teachers – N.J.A.C. 6A:10-2.5  

1. For each teacher rated ineffective or partially effective on the annual 
summative evaluation rating, as measured by the evaluation rubrics, a 
corrective action plan shall be developed by the teacher and the teacher’s 
designated supervisor.  If the teacher does not agree with the corrective 
action plan’s content, the designated supervisor shall make a final 
determination.  

2. The corrective action plan shall be developed and the teacher and his or 
her designated supervisor shall meet to discuss the corrective action plan 
by October 31 of the  school yearfollowing the year of evaluation except: 

a. If the ineffective or partially effective summative evaluation rating 
is received after October 1 of the school year following the year of 
evaluation, a corrective action plan shall be developed, and the 
teacher and his or her designated supervisor shall meet to discuss 
the corrective action plan within twenty-five teacher working days 
following the school district’s receipt of the teacher’s summative 
rating. 

 3. The content of the corrective action plan shallreplace the content of the 
individual professional development plan required pursuant to N.J.A.C. 
6A:9C-4.3(a) and 4.4(a) and shall:  
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a. Address areas in need of improvement identified in the teacher 
evaluation rubric;  

b. Include specific, demonstrable goals for improvement;  

c. Include responsibilities of the evaluated employee and the school 
district for the plan’s implementation; and  

d. Include timelines for meeting the goal(s).   

4. The teacher’s designated supervisor and the teacher on a corrective action 
plan shall discuss the teacher’s progress toward the goals outlined in the 
corrective action plan during each required post-observation conference, 
pursuant to N.J.S.A. 18A:27-3.1 or N.J.A.C. 6A:10-4.4.  The teacher and 
his or her designated supervisor may update the goals outlined in the 
corrective action plan to reflect any change(s) in the teacher’s progress, 
position, or role. 

 5. Progress toward the teacher’s goals outlined in the corrective action plan: 

a. Shall be documented in the teacher’s personnel file and reviewed 
at the annual summary conference and the mid-year evaluation,.  
Both the teacher on a corrective action plan and his or her 
designated supervisor may collect data and evidence to 
demonstrate the teacher’s progress toward his or her corrective 
action plan goals; and  

b. May be used as evidence in the teacher’s next annual summative 
evaluation; however, such progress shall not guarantee an effective 
rating on the next summative evaluation.  

6. Responsibilities of the evaluated teacher on a corrective action plan shall 
not be exclusionary of other plans for improvement determined to be 
necessary by the teacher’s designated supervisor. 

 7. The School Improvement Panel shall ensure teachers with a corrective 
action plan receive a mid-year evaluation as required by N.J.S.A. 18A:6-
120.c.  The mid-year evaluation shall occur approximately midway 
between the development of the corrective action plan and the expected 
receipt of the next annual summative rating.  The mid-year evaluation 
shall include, at a minimum, a conference to discuss progress toward the 
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teacher’s goals outlined in the corrective action plan.  The mid-year 
evaluation conference may be combined with a post-observation 
conference.   

8. The School Improvement Panel shall ensure teachers with a corrective 
action plan receive one observation, including a post-
observationconference, in addition to the observations required in 
N.J.A.C. 6A:10-4.4 for the purpose of evaluation as described in N.J.A.C. 
6A:10-1.2 and 4.4(a).   

9. Except where a school district employs only one administrator whose 
position requires a supervisor, principal, or school administrator 
endorsement, tenured teachers with a corrective action plan shall be 
observed by multiple observers for the purpose of evaluation as described 
in N.J.A.C. 6A:10-4.4(c)4.  

10. The corrective action plan shall remain in effect until the teacher receives 
his or her next summative evaluation rating. 

11. There shall be no minimum number of teacher working days a teacher’s 
corrective action plan can be in place. 

I.  School Improvement Panel – N.J.A.C. 6A:10-3 et seq. 

1. School Improvement Panel Membership – N.J.A.C. 6A:10-3.1  

a. The School Improvement Panel shall include the Principal, a Vice 
Principal, and a teacher who is chosen in accordance with b. below 
by the Principal in consultation with the majority representative.  If 
an Assistant Principal or Vice Principal is not available to serve on 
the panel, the Principal shall appoint an additional member who is 
employed in the district in a supervisory role and capacity, in 
accordance with N.J.S.A. 18A:6-120.a.  The Principal may appoint 
additional members to the School Improvement Panel as long as all 
members meet the criteria outlined in this section and N.J.S.A. 
18A:6-120.a and the teacher(s) on the panel represents at least one-
third of its total membership.  

b. The Principal annually shall choose the teacher(s) on the School 
Improvement Panel through the following process:   
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(1) The teacher member shall be a person with a demonstrated 
record of success in the classroom.  A demonstrated record 
of success in the classroom means the teacher member shall 
have been rated effective or highly effective in the most 
recent available annual summative rating.  

(2) The majority representative, in accordance with a. above, 
may submit to the Principal, teacher member nominees for 
consideration.  

(3) The Principal shall have final decision-making authority 
and is not bound by the majority representative’s list of 
nominees.   

c. The teacher member shall serve a full school year, except in case 
of illness or authorized leave, but may not be appointed more than 
three consecutive school years.  

d. All members of the School Improvement Panel shall be chosen by 
August 31 of each year. 

 2. School Improvement Panel Responsibilities – N.J.A.C. 6A:10-3.2  

a. The School Improvement Panel shall:   

(1) Oversee the mentoring of teachers according to N.J.A.C. 
6A:9C-5.3(a)2 and support the implementation of the 
school district mentoring plan; 

(2) Conduct evaluations of teachers pursuant to N.J.A.C. 
6A:10-2.4 and 4.4;  

(3) Ensure corrective action plans for teachers are created in 
accordance to N.J.A.C. 6A:10-2.5(j); and ensure mid-year 
evaluations are conducted for teachers who are on a 
corrective action plan; and  

(4) Identify professional development opportunities for all 
teachers based on the review of aggregate school-level 
data, including, but not limited to, teacher evaluation and 
student performance data to support school-level 
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professional development plans described in N.J.A.C. 
6A:9C.2.   

b. To conduct observations for the purpose of evaluation, the teacher 
member shall have:  

(1) Agreement of the majority representative;  

(2) An appropriate supervisory certificate; and  

(3) Approval of the Principal who supervises the teacher being 
observed.  

c. The teacher member who participates in the evaluation process 
shall not serve concurrently as a mentor under N.J.A.C. 6A:9C-
5,2(a)3. 

J.  Components of Teacher Evaluation Rubric – N.J.A.C. 6A:10-4.1  

1. The components of the teacher evaluation rubric described in N.J.A.C. 
6A:10-4.1 et seq. shall apply to teachers holding the position of teacher 
and holding a valid and effective standard, provisional, or emergency 
instructional certificate.  

2. Evaluation rubrics for all teachers shall include the requirements described 
in N.J.S.A. 18A:6-123, including, but not limited to:   

a. Measures of student achievement pursuant to N.J.A.C. 6A:10-4.2; 
and 

b. Measures of teacher practice pursuant to N.J.A.C. 6A:10-4.3 and 
4.4.   

3. To earn a summative rating, a teacher shall have a student achievement 
score, including median student growth percentile and/or student growth 
objectives(s) scores, and a teacher practice score pursuant to N.J.A.C. 
6A:10-4.4.  

4. Each score shall be converted to a percentage weight so all components 
make up 100 percent of the evaluation rubric.  By August 31 prior to the 
school year in which the evaluation rubric applies, the Department shall 
provide on its website the required percentage weight of each component 
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and the required summative rating scale.  All components shall be worth 
the following percentage weights or fall within the following ranges:   

a. If, according to N.J.A.C. 6A:10-4.2(b), a teacher receives a median 
student growth percentile, the student achievement component 
shall be at least thirty percent and no more than fifty percent of a 
teacher’s evaluation rubric rating as determined by the 
Department.  

b. If, according to N.J.A.C. 6A:10-4.2(b), a teacher does not receive a 
median student growth percentile, the student achievement 
component shall be at least fifteen percent and no more than fifty 
percent of a teacher’s evaluation rubric rating as determined by the 
Department.  

c. Measures of teacher practice described in N.J.A.C. 6A:10-4.3 and 
4.4 shall be at least fifty percent and no more than eighty-five 
percent of a teacher’s evaluation rubric rating as determined by the 
Department.  

5. Standardized tests, used as a measure of student progress, shall not be the 
predominant factor in determining a teacher’s annual summative rating.  

K. Student Achievement Components – N.J.A.C. 6A:10-4.2  

1. Measures of student achievement shall be used to determine impact on 
student learning.  The student achievement measure shall include the 
following components:  

a. If the teacher meets the requirements of 2. below, the median 
student growth percentile of all students assigned to a teacher, 
which shall be calculated as set forth in 4. below; and  

b. Student growth objective(s), which shall be specific and 
measurable, based on available student learning data, aligned to the 
New Jersey Student Learning Standards (NJSLS), and based on 
growth and/or achievement.  

(1) For teachers who teach subjects or grades not covered by 
the NJSLS, student growth objective(s) shall align to 
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standards adopted or endorsed, as applicable, by the State 
Board.  

2. The median student growth percentile shall be included in the annual 
summative rating of a teacher who:  

a. Teaches at least one course or group within a course that falls 
within a standardized-tested grade or subject.  The Department 
shall maintain on its website a course listing of all standardized-
tested grades and subjects for which student growth percentile can 
be calculated pursuant to 4. below;  

b. Teaches the course or group within the course for at least sixty 
percent of the time from the beginning of the course to the day of 
the standardized assessment; and  

c. Has at least twenty individual student growth percentile scores 
attributed to his or her name during theschool year of the 
evaluation.  If a teacher does not have at least twenty individual 
student growth percentile scores in a given school year, the student 
growth percentile scores attributed to a teacher during the two 
school years prior to the evaluation year may be used in addition to 
the student growth percentile scores attributed to the teacher during 
the school year of the evaluation.  Only student growth percentile 
scores from school year 2013-2014 or any school year after shall 
be used to determine median student growth percentiles.  

3. The Department shall periodically collect data for all teachers that include, 
but are not limited to, student achievement and teacher practice scores.  

4. The Department shall calculate the median student growth percentile for 
teachers using students assigned to the teacher by the school district.  For 
teachers who have a student growth percentile score:   

a. The Board of Education shall submit to the Department final 
ratings for all components, other than the student growth 
percentile, for the annual summative rating; and  

b. The Department then shall report to the employing district Board 
of Education the annual summative rating, including the median 
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student growth percentile for each teacher who receives a median 
student growth percentile.   

5. Student growth objectives for teachers shall be developed and measured 
according to the following procedures:  

a. The Superintendent shall determine the number of required student 
growth objectives for teachers, including teachers with a student 
growth percentile.  A teacher with a student growth percentile shall 
have at least one and not more than four student growth 
objectives.  A teacher without a student growth percentile shall 
have at least two and a maximum of four student growth 
objectives.  By August 31 prior to the school year the evaluation 
rubric applies, the Department shall provide on its website the 
minimum and maximum number of required student growth 
objectives within this range. 

 b. A teacher with a student growth percentile shall not use the 
standardized assessment used in determining the student growth 
percentile to measure progress toward a student growth objective.  

c. Each teacher shall develop, in consultation with his or her 
supervisor or a Principal’s designee, each student growth 
objective.  If the teacher does not agree with the student growth 
objectives, the Principal shall make the final determination.  

d. Student growth objectives and the criteria for assessing teacher 
performance based on the objectives shall be determined, recorded, 
and retained by the teacher and his or her supervisor by October 31 
of each school year, or within twenty-five teacher working days of 
the teacher’s start date if the teacher begins work after October 1.  

e. Adjustments to student growth objectives may be made by the 
teacher in consultation with his or her supervisor only when 
approved by the Superintendent or designee.  Adjustments shall be 
recorded in the teacher’s personnel file on or before February 15.  

(1) If the Student Growth Objective (SGO) covers only the 
second semester of the school year, or if the teacher begins 
work after October 1, adjustments shall be recorded before 
the mid-point of the second semester.  
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f.  The teacher’s designated supervisor shall approve each teacher’s 
student growth objective score.  The teacher’s student growth 
objective score, if available, shall be discussed at the teacher’s 
annual summary conference and recorded in the teacher’s 
personnel file.  

L. Teacher Practice Components – N.J.A.C. 6A:10-4.3   

1. The teacher practice component rating shall be based on the measurement 
of the teacher’s performance according to the school district’s 
Commissioner-approved teacher practice instrument.  Observations 
pursuant to N.J.A.C. 6A:10-4.4 shall be used as one form of evidence for 
the measurement.   

M. Teacher Observations – N.J.A.C. 6A:10-4.4  

1. For the purpose of teacher evaluation, observers shall conduct the 
observations pursuant to N.J.S.A. 18A:6-123.b.(8) and N.J.A.C. 6A:10-2.5 
and 3.2, and they shall be trained pursuant to N.J.A.C. 6A:10-2.2(b).  

2. Observation conferences shall include the following procedures:   

a. A supervisor who is present at the observation shall conduct a 
post-observation conference with the teacher being observed.  A 
post-observation conference shall occur no more than fifteen 
teacher working days following each observation.  

b. The post-observation conference shall be for the purpose of 
reviewing the data collected at the observation, connecting the data 
to the teacher practice instrument and the teacher's individual 
professional development plan, collecting additional information 
needed for the evaluation of the teacher, and offering areas to 
improve effectiveness.  Within a school year, the post observation 
conference shall be held prior to the occurrence of further 
observations for the purpose of evaluation.  

c. If agreed to by the teacher, one required post-observation 
conferences and any pre-observation conference(s) for 
observations of tenured teachers who are not on a corrective action 
plan may be conducted by via written communication, including 
electronic. 
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d. One post-observation may be combined with a teacher’s annual 
summary conference, as long as it occurs within the required 
fifteen teacher working days following the observation for the 
purpose of evaluation.  

e. A pre-observation conference, when required, shall occur at least 
one but not more than seven teacher working days prior to the 
observation.   

3. Each teacher shall be observed as described in N.J.A.C. 6A:10-4. For all 
teachers, at least one of the required observations shall be announced and 
preceded by a pre-observation conference, and at least one of the required 
observations shall be unannounced.  The Superintendent shall decide 
whether additional required observations are announced or unannounced, 
if applicable.  The following additional requirements shall apply:   

a. Each observation required for the purpose of evaluation shall be 
conducted for at least twenty minutes. 

b. Nontenured teachers shall be observed at least three times each 
school year, but not less than once each semester.  The 
observations shall be conducted in accordance with the timeframe 
set forth in N.J.S.A. 18A:27-3.1 

(1) Except where a school district employs only one 
administrator whose position requires a supervisor, 
principal, or school administrator endorsement, nontenured 
teachers shall be observed during the course of the year by 
more than one appropriately certified supervisor. 

c. Tenured teachers shall be observed at least two times during each 
school year.  Observations for all tenured teachers shall occur prior 
to the annual summary conference, which shall occur prior to the 
end of the academic school year. 

    (1) If a tenured teacher was rated highly effective on his or her 
most recent summative evaluation and if both the teacher and the 
teacher’s designated supervisor agree to use this option, one of the 
two required observations may be an observation of a 
Commissioner-approved activity other than a classroom lesson.  
The Department of Education shall post annually to its website a 
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list of Commissioner-approved activities that may be observed in 
accordance with N.J.A.C. 6A:10-4.4. 

d. Teachers on a corrective action plan shall receive, in accordance 
with N.J.A.C. 6A:10-2.5(h), one additional observation, including 
a post-observation conference. 

e. Upon receiving a final summative evaluation that necessitates a 
corrective action plan, in accordance with N.J.A.C. 6A:10-2.5(a), 
any remaining required observation(s) shall not be conducted until 
the corrective action plan has been finalized. 

f.  A written or electronic observation report shall be signed by the 
supervisor who conducted the observation and post-observation 
and the teacher who was observed.  

g. The teacher shall submit his or her written objection(s) of the 
evaluation within ten teacher working days following the 
conference.  The objection(s) shall be attached to each party’s copy 
of the annual performance report.   

4. To earn a teacher practice score, a nontenured teacher shall receive at least 
three observations.  

a. If a nontenured teacher is present for less than forty percent of the 
total student school days in a school year, he or she shall receive at 
least two observations to earn a teacher practice score.   

N. Teacher Practice Instrument – N.J.A.C. 6A:10-7.2  

1. The teacher practice instrument approved by the Department shall meet 
the following criteria:  

a. Include domains of professional practice that align to the New 
Jersey Professional Standards for Teachers pursuant to N.J.A.C. 
6A:9-3;  

b. Include scoring guides for assessing teacher practice that 
differentiate among a minimum of four levels of performance, and 
the differentiation has been shown in practice and/or research 
studies.  Each scoring guide shall:  
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(1) Clearly define the expectations for each rating category;  

(2) Provide a conversion to  four rating categories: (3)   Be 
applicable to all grades and subjects; or to specific grades 
and/or subjects if designed explicitly for the grades and/or 
subjects; and  

(4) Use clear and precise language that facilitates common 
understanding among teachers and administrators.  

c. Relyon, to the extent possible, specific, discrete, observable, and/or 
measurable behaviors of students and teachers in the classroom 
with direct evidence of student engagement and learning; and  

d. Include descriptions of specific training and implementation details 
required for the instrument to be effective. 
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3222 EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING TEACHERS 
AND ADMINISTRATORS (M) 

M 
  
The Board of Education recognizes the importance of teaching staff member 
effectiveness to further the development of a professional corps of educators and to 
increase student achievement.  The Board of Education adopts Policy and Regulation 
3222 for the evaluation of teaching staff members consistent with the Teacher 
Effectiveness and Accountability for the Children of New Jersey Act (TEACHNJ) and 
the AchieveNJ administrative codes.  This Policy and Regulation provides the provisions 
and requirements for teaching staff member evaluations consistent with TEACHNJ and 
AchieveNJ.   
  
For the purposes of Policy and Regulation 3222, “teaching staff member” includes, but is 
not limited to, educational services staff members, guidance counselors, school nurses, 
library/media specialists, occupational therapists, and other teaching staff members 
working under an educational services certificate. For the purposes of Policy and 
Regulation 3222, “teaching staff member” does not include teachers, Principals, Vice 
Principals, Assistant Principals, and administrators, including, but not limited to, 
directors and/or supervisors. 
  
The rules in N.J.A.C. 6A:10 – Educator Effectiveness shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts in effect 
on July 1, 2013 and nNo collective bargaining agreement entered into after July 1, 2013, 
shall conflict with the educator evaluation system established pursuant to N.J.A.C. 
6A:10-1.1 et seq. or any other specific statute or regulation, nor shall topics subject to 
bargaining involve matters of educational policy or managerial prerogatives.  All 
information contained in annual performance reports and all information collected, 
compiled, and/or maintained by employees for the purpose of conducting the educator 
evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, 
digital records, shall be confidential and shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.   
  
The Board shall annually adopt evaluation rubrics for all teaching staff members which 
shall be submitted to the Commissioner of Education by August June 1 for approval by 
August 15 1 of each year.  The evaluation rubrics shall have four defined annual ratings:  
ineffective, partially effective, effective, and highly effective.  The Board shall meet the 
requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of teaching 
staff members and shall ensure the training procedures as outlined in N.J.A.C. 6A:10-
2.2(b) are followed when implementing the evaluation rubrics for all teaching staff 

EXHIBIT #P8 – FIRST READING 
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members.  A District Evaluation Advisory Committee may shall be established in 
accordance with the requirements of N.J.A.C. 6A:10-2.3. 
  
The minimum requirements for the evaluation procedures for teaching staff members as 
outlined in N.J.A.C. 6A:10-2.4 shall be followed.  For each teaching staff member rated 
ineffective or partially effective on the annual summative evaluation rating, as measured 
by the evaluation rubrics, a corrective action plan shall be developed in accordance with 
the provisions of N.J.A.C. 6A:10-2.5. 
  
Observations and evaluations for nontenured teaching staff members shall be in 
accordance with the provisions of N.J.S.A. 18A:27-3.1 and N.J.A.C. 6A:10-6.2.  
Evaluations for nontenured teaching staff members shall take place before April 30 each 
year prior to the May 15 notice requirement date for continued employment.  Evaluations 
for tenured teaching staff members shall be completed prior to June 30. 
  
The Superintendent shall annually notify all teaching staff members of the adopted 
evaluation policies and procedures/regulations no later than October 1.  If a teaching staff 
member is hired after October 1, the Superintendent shall notify the teaching staff 
member of the policies and procedures/regulations at the beginning of his or her 
employment.  All teaching staff members shall be notified of amendments to the policy 
and procedures/regulations within ten teaching staff member working days of adoption. 
  
  
N.J.S.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1 
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5; 6A:10-6.2 
  
  
 
Adopted: 14 October 2013 
Revised:  27 January 2014 
Revised:  27 June 2016 
Revised:  26 June 2017 
Revised:  TBD 
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TEACHERS AND ADMINISTRATORS 

M 

A. Definitions – N.J.A.C. 6A:10-1.2 

The following words and terms shall have the following meanings when used in 
Policy and Regulation 3222 unless the context clearly indicates otherwise: 

“Annual performance report” means a written appraisal of the teaching staff 
member's performance prepared by the teaching staff member’s designated 
supervisor based on the evaluation rubric for his or her position. 

“Annual summative evaluation rating” means an annual evaluation rating that is 
based on appraisals of educator practice and student performance, if applicable, 
and includes all measures captured in a teaching staff member’s evaluation rubric. 
 The four summative performance categories are ineffective, partially effective, 
effective, and highly effective. 

“Chief School Administrator” means the Superintendent of Schools or the 
Administrative Principal if there is no Superintendent. 

“Commissioner” means Commissioner of the New Jersey Department of 
Education. 

“Corrective Action Plan” means a written plan developed by the designated 
supervisor in collaboration with the teaching staff member to address deficiencies 
as outlined in an evaluation.  The corrective action plan shall include timelines for 
corrective action, responsibilities of the individual teaching staff member and the 
school district for implementing the plan, and specific support that the district 
shall provide as defined in N.J.S.A. 18A:6-119.  

“Department” means the New Jersey Department of Education. 

“Designated supervisor” means the supervisor designated by the Superintendent 
of Schools or designee as the teaching staff member’s supervisor. 

“District Evaluation Advisory Committee” means a group created to oversee and 
guide the planning and implementation of the Board of Education's evaluation 
policies and procedures as set forth in N.J.A.C. 6A:10-2.3. 

EXHIBIT #P9 – FIRST READING  
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 “Educator practice instrument” means an assessment tool that provides: scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies.  The scores from 
educator practice instruments for teaching staff members other than teachers, 
Principals, Vice Principals, and Assistant Principals may be applied to the 
teaching staff member’s summative evaluation rating in a manner determined by 
the school district. 

 “Evaluation” means an appraisal of an individual’s professional performance in 
relation to his or her job description, and professional standards, and based on, 
when applicable, the individual’s evaluation rubric. 

 “Evaluation rubric” means a set of criteria, measures, and processes used to 
evaluate all teaching staff members in a specific school district or local education 
agency.  Evaluation rubrics consist of measures of professional practice, based on 
educator practice instruments and student outcomes.  Each Board of Education 
will have an evaluation rubric specifically for teachers, another specifically for 
Principals, Vice Principals, and Assistant Principals, and evaluation rubrics for 
other categories of teaching staff members. 

 “Indicators of student progress and growth” means the results of assessment(s) of 
students as defined in N.J.A.C. 6A:8, Standards and Assessment. 

 “Individual professional development plan” is as defined in N.J.S.A. 18A:6-119. 

 “Job description” means a written specification of the function of a position, 
duties and responsibilities, the extent and limits of authority, and work 
relationships within and outside the school and school district. 

 “Observation” means a method of collecting data on the performance of a 
teaching staff member's assigned duties and responsibilities.  An observation for 
the purpose of evaluation will be included in the determination of the annual 
summative evaluation rating and shall be conducted by an individual employed in 
the school district in a supervisory role and capacity and possessing a school 
administrator, Principal, or supervisor endorsement as defined in N.J.A.C. 6A:9-
1.1. 

“Post-observation conference” means a meeting, either in-person or remotely, 
between the supervisor who conducted the observation and the teaching staff 
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member for the purpose of evaluation to discuss the data collected in the 
observation.   

“Scoring guide” means a set of rules or criteria used to evaluate a performance, 
product, or project.  The purpose of a scoring guide is to provide a transparent and 
reliable evaluation process.  Educator practice instruments include a scoring guide 
that an evaluator uses to structure his or her assessments and ratings of 
professional practice. 

 “Semester” means half of the school year. 

 “Signed” means the name of one physically written by oneself or an electronic 
code, sound, symbol, or process attached to or logically associated with a record 
and executed or adopted by a person with the intent to sign the record. 

 “Student growth objective” means an academic goal that teaching staff members 
and designated supervisors set for groups of students. 

 “Superintendent” means Superintendent of Schools or Chief School 
Administrator.  

“Supervisor” means an appropriately certified teaching staff member, as defined 
in N.J.S.A. 18A:1-1, or Superintendent employed in the school district in a 
supervisory role and capacity, and possessing a school administrator, Principal, or 
supervisor endorsement as defined in N.J.A.C.  6A:9B-12.  

“Teaching staff member” for the purposes of Policy 3222 and this Regulation, 
includes, but is not limited to, educational services staff members, guidance 
counselors, school nurses, library/media specialists, occupational therapists, and 
other teaching staff members working under an educational services certificate 
and does not include teachers, Principals, Vice Principals, Assistant Principals, 
and administrators, including, but not limited to, Directors and/or Supervisors.   

B. Applicability of Rules on Collective Bargaining Agreements – N.J.A.C. 6A:10-
1.3  

The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts 
entered into by a school district in effect on July 1, 2013.  No collective 
bargaining agreement entered into after July 1, 2013, shall conflict with the 
educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or 
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any other specific statute or regulation, nor shall topics subject to bargaining 
involve matters of educational policy or managerial prerogatives.   

C. Educator Evaluation Data, Information, and Annual Performance Reports – 
N.J.A.C. 6A:10-1.4  

All information contained in annual performance reports and all information 
collected, compiled, and/or maintained by employees of the Board of Education 
for the purposes of conducting the educator evaluation process pursuant to 
N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital records,  shall be 
confidential.  Such information shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq. 
 Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be construed to prohibit the 
Department or a school district from, at its discretion, collecting evaluation data 
pursuant to N.J.S.A. 18A:6-123.e or distributing aggregate statistics regarding 
evaluation data.  

D. Evaluation of Teaching Staff Members – N.J.A.C. 6A:10-2.1  

1. The Board of Education shall annually shall adopt evaluation rubrics for 
all teaching staff members.  The evaluation rubrics shall have four defined 
annual ratings:  ineffective, partially effective, effective, and highly 
effective.  

2. Evaluation rubrics shall be submitted to the Commissioner by August June 
1 for approval by August 15 1 of each year.   

E. Duties of the Board of Education – N.J.A.C. 6A:10-2.2  

1. The Board of Education shall meet the following requirements for the 
annual evaluation of teaching staff members, unless otherwise specified: 

a. Establish a District Evaluation Advisory Committee to oversee and 
guide the planning and implementation of the Board of Education's 
evaluation policies and procedures as set forth in N.J.A.C. 6A:10-2 
et seq.;  

b. Annually adopt policies and procedures developed by the 
Superintendent pursuant to N.J.A.C. 6A:10-2.4, including the 
evaluation rubrics approved by the Commissioner pursuant to 
N.J.A.C. 6A:10-2.1(c);  
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(1) The Superintendent shall develop policies and procedures 
that, at a minimum, ensure student performance data on the 
Statewide assessment is, upon receipt, promptly distributed 
or otherwise made available to staff members who were 
primarily responsible for instructing the applicable students 
in the school year in which the assessment was taken, as 
well as to staff members who are or will be primarily 
responsible for instructing the applicable students in the 
subsequent school year. 

c. Ensure the Superintendent annually notifies all teaching staff 
members of the adopted evaluation policies and procedures no 
later than October 1.  If a teaching staff member is hired after 
October 1, the Board/Superintendent shall notify the teaching staff 
member of the policies and procedures at the beginning of his or 
her employment.  All teaching staff members shall be notified of 
amendments to the policy and procedures within ten teaching staff 
member working days of adoption;  

d. Annually adopt by June 1, any Commissioner-approved educator 
practice instruments and, as part of the process described at 
N.J.A.C. 6A:10-2.1(c), notify the Department which instruments 
will be used as part of the school district’s evaluation rubrics;  

e. Ensure the Principal of each school within the school district has 
established a School Improvement Panel pursuant to N.J.A.C. 
6A:10-3.1.  The panel shall be established annually by August 31 
and shall carry out the duties and functions described in N.J.A.C. 
6A:10-3.2;  

f.  Ensure data elements are collected and stored in an accessible and 
usable format.  Data elements shall include, but not be limited to, 
scores or evidence from observations for the purpose of evaluation 
and student growth objective data; and  

g. Ensure the Superintendent or designee certifies to the Department 
that any observer who conducts an observation of a teaching staff 
member for the purpose of evaluation as described in N.J.A.C. 
6A:10-4.4; N.J.A.C. 6A:10-5.4, and N.J.A.C. 6A:10-6.2, shall 
meet the statutory observation requirements of N.J.S.A. 18A:6-
119; 18A:6-123.b(8); and N.J.S.A. 18A:27-3.1 and the teacher 
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member of the School Improvement Panel requirements of 
N.J.A.C. 6A:10-3.2.   

2. The Board of Education shall ensure the following training procedures are 
followed when implementing the evaluation rubric for all teaching staff 
members and, when applicable, applying the Commissioner-approved 
educator practice instruments:  

a. Annually provide training on and descriptions of each component 
of the evaluation rubric for all teaching staff members who are 
being evaluated in the school district and provide more thorough 
training for any teaching staff member who is being evaluated for 
the first time.  Training shall include detailed descriptions of all 
evaluation rubric components including, when applicable, detailed 
descriptions of student achievement measures and all aspects of the 
educator practice instruments;  

b. Annually provide updates and refresher training for any 
supervisors who are conducting evaluations in the school district 
and more thorough training for any supervisor who will evaluate 
teaching staff members for the first time. Training shall be 
provided on each component of the evaluated teaching staff 
member’s evaluation rubric before the evaluation of a teaching 
staff member; and  

c. The Superintendent shall annually certify to the Department that 
all supervisors of teaching staff members in the school district who 
are utilizing educator practice instruments have completed training 
on the instrument and its application and have demonstrated 
competency in applying the educator practice instruments.   

F. District Evaluation Advisory Committee – N.J.A.C. 6A:10-2.3  

1. Members of the District Evaluation Advisory Committee shall include 
representation from the following groups: teachers from each school level 
represented in the school district; central office administrators overseeing 
the teacher evaluation process; supervisors involved in teacher evaluation, 
when available or appropriate; and administrators conducting evaluations, 
including a minimum of one administrator conducting evaluations who 
participates on a School Improvement Panel. Members also shall include 
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the Superintendent, a special education administrator, a parent, and a 
member of the Board of Education.  

2. The Superintendent may extend membership on the District Evaluation 
Advisory Committee to representatives of other groups and to individuals.  

3. Beginning in 2018-2019, the District Evaluation Advisory Committees is 
not shall no longer be required and the Board of Education shall have the 
discretion to establish a continue the District’s Evaluation Advisory 
Committee.   

G. Evaluation Procedures for Teaching Staff Members – N.J.A.C. 6A:10-2.4  

1. The provisions outlined in Policy and Regulation 3222 and N.J.A.C. 
6A:10-2.4 shall be the minimum requirements for the evaluation of 
teaching staff members.  

2. Evaluation policies and procedures requiring the annual evaluation of all 
teaching staff members shall be developed under the direction of the 
Superintendent, who may consult with the District Evaluation Advisory 
Committee or representatives from School Improvement Panels, and shall 
include, but not be limited to, a description of:   

a. Roles and responsibilities for implementation of evaluation 
policies and procedures;   

b. Job descriptions, evaluation rubrics for all teaching staff members, 
the process for calculating the summative ratings and each 
component, and the evaluation regulations set forth in N.J.A.C. 
6A:10 et seq.;  

c. Methods of data collection and reporting appropriate to each job 
description, including, but not limited to, the process for student 
attribution to teachers, Principals, Assistant Principals, and Vice 
Principals for calculating the median and school-wide student 
growth percentile;  

d. Processes for observations for the purpose of evaluation and post-
observation conference(s) by a supervisor; 

e. Process for developing and scoring student growth objective;  
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f. The process for preparation of individual professional development 
plans; and   

g. The process for preparation of an annual written performance 
report by the teaching staff member’s designated supervisor, and 
an annual summary conference between the teaching staff member 
and his or her designated supervisor.   

3. The annual summary conference between the designated supervisor and 
the teaching staff member shall be held before the annual performance 
report is filed.  The conference shall occur on or before June 30 of each 
school year and shall include, but not be limited to, a review of the 
following:  

a. The performance of the teaching staff member based upon the job 
description and the scores or evidence compiled using the teaching 
staff member’s evaluation rubric, including, when applicable: 

(1) The educator’s teaching staff member’s practice 
instrument; and 

(2) Available indicators or student achievement measures such 
as student growth objective scores and student growth 
percentile scores. 

b. The progress of the teaching staff member toward meeting the 
goals of the individual professional development plan or, when 
applicable, the corrective action plan; and  

c. The preliminary annual written performance report.   

4. If any scores for the teaching staff member’s evaluation rubric are not 
available at the time of the annual summary conference due to pending 
assessment results, the annual summative evaluation rating shall be 
calculated once all component ratings are available.  

5. The annual performance report shall be prepared by the teaching staff 
member’s designated supervisor and shall include, but not be limited to:   

a. A summative rating based on the evaluation rubric;  
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b. Performance area(s) of strength and area(s) needing improvement 
based upon the job description and components of the teaching 
staff member’s evaluation rubric; and  

c. An The teaching staff member’s individual professional 
development plan or corrective action plan from the evaluation 
year being reviewed in the report.  

6. The teaching staff member and the designated supervisor shall sign the 
report within five teaching staff member working days of the review.  

7. The Board of Education shall include all written performance reports and 
supporting data, including, but not limited to, written observation reports 
and additional components of the summative evaluation rating as part of 
the teaching staff member’s personnel file or in an alternative, confidential 
location.  If reports and data are stored in an alternative location, the 
personnel file shall clearly indicate the report’s location and how it can be 
easily accessed.  The records shall be confidential and shall not be subject 
to public inspection or copying pursuant to the Open Public Records Act, 
N.J.S.A. 47:1A-1 et seq.  

H. Corrective Action Plans for Teaching Staff Members – N.J.A.C. 6A:10-2.5  

1. For each teaching staff member rated ineffective or partially effective on 
the annual summative evaluation, as measured by the evaluation rubrics, a 
corrective action plan shall be developed by the teaching staff member and 
the teaching staff member’s designated supervisor.  If the teaching staff 
member does not agree with the corrective action plan’s content, the 
designated supervisor shall make a final determination. 

 2. The corrective action plan shall be developed and the teaching staff 
member and his or her designated supervisor shall meet to discuss the 
corrective action plan by October 31 of the school year. following the year 
of evaluation, except: 

a. If the ineffective or partially effective summative evaluation rating 
is received after October 1 of the school year following the year of 
evaluation, a corrective action plan shall be developed, and the 
teaching staff member and his or her designated supervisor shall 
meet to discuss the corrective action plan within twenty-five 
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fifteen teaching staff member working days following the school 
district’s receipt of the teaching staff member’s summative rating. 

 3. The content of the corrective action plan shall replace the content of the 
individual professional development plan required pursuant to N.J.A.C. 
6A:9C-4.3(a) and 4.4(a) and shall: 

a. Address areas in need of improvement identified in the teaching 
staff member evaluation rubric;  

b. Include specific, demonstrable goals for improvement;  

c. Include responsibilities of the evaluated employee and the school 
district for the plan’s implementation; and  

d. Include timelines for meeting the goal(s).   

4. The teaching staff member’s designated supervisor and the teaching staff 
member on a corrective action plan shall discuss the teaching staff 
member’s progress toward the goals outlined in the corrective action plan 
during each required post-observation conference.  The teaching staff 
member and his or her designated supervisor may update the goals 
outlined in the corrective action plan to reflect any change(s) in the 
teaching staff member’s progress, position, or role.  

5. Progress toward the teaching staff member’s goals outlined in the 
corrective action plan: 

a. Shall be documented in the teaching staff member’s personnel file 
and reviewed at the annual summary conference and the mid-year 
evaluation.  Both the teaching staff member on a corrective action 
plan and his or her designated supervisor may collect data and 
evidence to demonstrate the teaching staff member’s progress 
toward his or her corrective action plan goals.; and 

b. May be used as evidence in the teaching staff member’s next 
annual summative evaluation; however, such progress shall not 
guarantee an effective rating on the next summative evaluation.  

6. Responsibilities of the evaluated teaching staff member on a corrective 
action plan shall not be exclusionary of other plans for improvement 
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determined to be necessary by the teaching staff member’s designated 
supervisor.  

7. The corrective action plan shall remain in effect until the teaching staff 
member receives his or her next summative evaluation rating. 

8. There shall be no minimum number of teaching staff member working 
days a teacher’s corrective action plan can be in place. 

I.  Required Observations for Teaching Staff Member Observations and Evaluations 
– N.J.A.C. 6A:10-6.2 

1. The Superintendent shall determine the duration of observations required 
pursuant to N.J.S.A. 18A:27-3.1 for nontenured teaching staff members, 
except teachers, Principals, Vice Principals, and Assistant Principals. 
 Observations include, but are not limited to, observations of meetings, 
student instruction, parent conferences, and case-study analysis of a 
significant student issue.  The observation shall: 

 a. Be at least twenty minutes in length: 

b. Be followed within fifteen teaching staff member working days by 
a conference between the supervisor who made the observation 
and the nontenured teaching staff member; 

c. Be followed by both parties to such a conference signing the 
written or electronic observation report and each retaining a copy 
of his or her records; and 

d. Allow the nontenured teaching staff member to submit his or her 
written objection(s) of the evaluation within ten teaching staff 
member working days following the conference.  The objection(s) 
shall be attached to each party’s copy of the annual performance 
report. 

2. All tenured teaching staff members shall receive at least one observation 
per school year. 

3. All nontenured teaching staff members shall receive at least three 
observations, as required pursuant to N.J.S.A. 18A:27-3.1. 
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a. The required observations and evaluations for nontenured teaching 
staff members shall take place before April 30 each year.  These 
observations and evaluations may cover that period between April 
30 of one year and April 30 of the succeeding year except in the 
case of the first year of employment where the three observations 
and evaluations must have been completed prior to April 30.    

b. The number of required observations and evaluations for 
nontenured teaching staff members may be reduced 
proportionately when an individual teaching staff member's term 
of service is less than one academic year.  

4. Evaluations for tenured teaching staff shall be completed prior to June 30. 

 
Adopted: 14 October 2013 
Revised:  27 June 2016 
Revised:  26 June 2017 
Revised:  TBD 
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M 
  
The Board of Education recognizes the importance of administrator effectiveness to 
further the development of a professional corps of educators and to increase student 
achievement.  The Board of Education adopts Policy and Regulation 3223 for the 
evaluation of administrators consistent with the Teacher Effectiveness and Accountability 
for the Children of New Jersey Act (TEACHNJ) and the AchieveNJ administrative 
codes.  This Policy and Regulation provides the provisions and requirements for 
administrator evaluations consistent with TEACHNJ and AchieveNJ.   
  
For the purposes of Policy and Regulation 3223, “administrator” means an appropriately 
certified staff member, as defined in N.J.S.A. 18A-1.1, employed in the school district in 
an administrative and/or supervisory role and capacity, and holding a valid and effective 
standard, provisional, or emergency administrative certificate.  An “administrator” may 
be a director, supervisor, or any other administrative or supervisory position in the 
district.  For the purposes of Policy and Regulation 3223 and N.J.A.C. 6A:10-1.1 et seq., 
“administrator” is not a Principal, Vice Principal, or Assistant Principal.  
  
The rules in N.J.A.C. 6A:10 – Educator Effectiveness shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts in effect 
on July 1, 2013 and n No collective bargaining agreement entered into after July 1, 2013, 
shall conflict with the educator evaluation system established pursuant to N.J.A.C. 
6A:10-1.1 et seq. or any other specific statute or regulation, nor shall topics subject to 
bargaining involve matters of educational policy or managerial prerogatives.  All 
information contained in annual performance reports and all information collected, 
compiled, and/or maintained by employees for the purpose of conducting the educator 
evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, 
digital records, shall be confidential and shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.   
  
The Board shall annually adopt evaluation rubrics for all administrators which shall be 
submitted to the Commissioner of Education by August June 1 for approval by August 15 
1 of each year.  The evaluation rubrics shall have four defined annual ratings:  
ineffective, partially effective, effective, and highly effective.  The Board shall meet the 
requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of 
administrators and shall ensure the training procedures as outlined in N.J.A.C. 6A:10-
2.2(b) are followed when implementing the evaluation rubrics for all administrators.  A 
District Evaluation Advisory Committee may shall be established in accordance with the 
requirements of N.J.A.C. 6A:10-2.3. 

EXHIBIT #P10 – FIRST READING 
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The minimum requirements for the evaluation procedures for administrators as outlined 
in N.J.A.C. 6A:10-2.4 shall be followed.  For each administrator rated ineffective or 
partially effective on the annual summative evaluation rating, as measured by the 
evaluation rubrics, a corrective action plan shall be developed in accordance with the 
provisions of N.J.A.C. 6A:10-2.5. 
  
Observations and evaluations for nontenured administrators shall be in accordance with 
the provisions of N.J.S.A. 18A:27-3.1.  Evaluations for nontenured administrators shall 
take place before April 30 each year prior to the May 15 notice requirement date for 
continued employment.  Evaluations for tenured administrators shall be completed prior 
to June 30. 
  
The Superintendent annually shall notify all administrators of the adopted evaluation 
policies and procedures/regulations no later than October 1.  If an administrator is hired 
after October 1, the Superintendent shall notify the administrator of the policies and 
procedures/regulations at the beginning of his or her employment.  All administrators 
shall be notified of amendments to the policy and procedures/regulations within ten 
administrator working days of adoption. 
  
  
N.J.S.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1 
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5 
  
  
Adopted: 14 October 2013 
Revised:  27 January 2014 
Revised:  27 June 2016 
Revised:  26 June 2017 
Revised:  TBD 
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R 3223 EVALUATION OF ADMINISTRATORS, EXCLUDING PRINCIPALS, VICE 
PRINCIPALS AND ASSISTANT PRINCIPALS (M) 

 
A. Definitions – N.J.A.C. 6A:10-1.2 
 

The following words and terms shall have the following meanings when used in 
Policy and Regulation 3223 unless the context clearly indicates otherwise: 
 
“Administrator” means an appropriately certified staff member, as defined in 
N.J.S.A. 18A-1.1, employed in the school district in an administrative and/or 
supervisory role and capacity, and holding a valid and effective standard, 
provisional, or emergency administrative certificate.  An “administrator” may be a 
director, supervisor or any other administrative or supervisory position in the 
district.  For the purposes of Policy and Regulation 3223 and N.J.A.C. 6A:10-1.1 
et seq., “administrator” is not a Principal, Vice Principal, or Assistant Principal.  
 
“Annual performance report” means a written appraisal of the administrator’s 
performance prepared by the administrator’s designated supervisor based on the 
evaluation rubric for his or her position. 
 
“Annual summative evaluation rating” means an annual evaluation rating that is 
based on appraisals of educator practice and student performance, and includes all 
measures captured in an administrator’s evaluation rubric.  The four summative 
performance categories are ineffective, partially effective, effective, and highly 
effective. 
 
“Chief School Administrator” means the Superintendent of Schools or the 
Administrative Principal if there is no Superintendent. 
 
“Commissioner” means Commissioner of the New Jersey Department of 
Education. 
 
“Corrective Action Plan” means a written plan developed by the administrator’s 
designated supervisor in collaboration with the administrator to address 
deficiencies as outlined in an evaluation.  The corrective action plan shall include 
timelines for corrective action, responsibilities of the individual administrator and 
the school district for implementing the plan, and specific support that the district 
shall provide as defined in N.J.S.A. 18A:6-119.   
 
“Department” means the New Jersey Department of Education. 

EXHIBIT #P11 – FIRST READING 
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“Designated supervisor” means the supervisor designated by the Superintendent 
of Schools or designee as the administrator’s supervisor.   
 
“District Evaluation Advisory Committee” means a group created to oversee and 
guide the planning and implementation of the Board of Education's evaluation 
policies and procedures as set forth in N.J.A.C. 6A:10-2.3. 
 
“Educator practice instrument” means an assessment tool that provides:  scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies.  The scores from 
educator practice instruments for administrators teaching staff members other 
than teachers, Principals, Vice Principals, and Assistant Principals may be applied 
to the administrator’s summative evaluation rating in a manner determined by the 
school district.   
 
“Evaluation” means an appraisal of an individual’s professional performance in 
relation to his or her job description and professional standards, and based on, 
when applicable, the individual’s evaluation rubric.  
 
“Evaluation rubric” means a set of criteria, measures, and processes used to 
evaluate all administrators in a specific school district or local education agency. 
 Evaluation rubrics consist of measures of professional practice, based on 
educator practice instruments and student outcomes.  Each Board of Education 
will have an evaluation rubric specifically for teachers, another specifically for 
Principals, Vice Principals, and Assistant Principals, and evaluation rubrics for 
other categories of staff members. 
 
“Indicators of student progress and growth” means the results of assessment(s) of 
students as defined in N.J.A.C. 6A:8, Standards and Assessment. 
 
“Individual professional development plan” is as defined in N.J.S.A. 18A:6-119. 
 
“Job description” means a written specification of the function of a position, 
duties and responsibilities, the extent and limits of authority, and work 
relationships within and outside the school and school district. 
 
“Observation” means a method of collecting data on the performance of an 
administrator's assigned duties and responsibilities.  An observation for the 
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purpose of evaluation will be included in the determination of the annual 
summative evaluation rating and shall be conducted by an individual employed in 
the school district in a supervisory role and capacity and possessing a school 
administrator, principal, or supervisor endorsement as defined in N.J.A.C. 6A:9-
2.1 and as designated by the Superintendent.  
 
“Post-observation conference” means a meeting, either in-person or remotely, 
between the supervisor who conducted the observation and the administrator for 
the purpose of evaluation to discuss the data collected in the observation.  
 
“Scoring guide” means a set of rules or criteria used to evaluate a performance, 
product, or project.  The purpose of a scoring guide is to provide a transparent and 
reliable evaluation process.  Educator practice instruments include a scoring guide 
that an evaluator uses to structure his or her assessments and ratings of 
professional practice. 
 
“Semester” means half of the school year. 
 
“Signed” means the name of one physically written by oneself or an electronic 
code, sound, symbol, or process attached to or logically associated with a record 
and executed or adopted by a person with the intent to sign the record. 
 
“Student growth objective” means an academic goal that teachers and designated 
supervisors set for groups of students. 
 
“Superintendent” means Superintendent of Schools or Chief School 
Administrator. 
 
“Supervisor” means an appropriately certified staff member, as defined in 
N.J.S.A. 18A:1-1, or Superintendent employed in the school district in a 
supervisory role and capacity, and possessing a school administrator, Principal, or 
supervisor endorsement, as defined in N.J.A.C. 6A:9B-12. 

 
B. Applicability of Rules on Collective Bargaining Agreements – N.J.A.C. 6A:10-

1.3  
 

The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts 
entered into by a school district in effect on July 1, 2013.  No collective 
bargaining agreement entered into after July 1, 2013, shall conflict with the 
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educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or 
any other specific statute or regulation, nor shall topics subject to bargaining 
involve matters of educational policy or managerial prerogatives.  

 
C. Educator Evaluation Data, Information, and Annual Performance Reports – 

N.J.A.C. 6A:10-1.4 
 

All information contained in annual performance reports and all information 
collected, compiled, and/or maintained by employees of the Board of Education 
for the purposes of conducting the educator evaluation process pursuant to 
N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital records,  shall be 
confidential.  Such information shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq. 
 Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be construed to prohibit the 
Department or a school district from, at its discretion, collecting evaluation data 
pursuant to N.J.S.A. 18A:6-123.e or distributing aggregate statistics regarding 
evaluation data. 

 
D. Evaluation of Administrators – N.J.A.C. 6A:10-2.1 
 

1. The Board of Education shall annually adopt evaluation rubrics for all 
administrators.  The evaluation rubrics shall have four defined annual 
ratings:  ineffective, partially effective, effective, and highly effective. 

 
2. Evaluation rubrics shall be submitted to the Commissioner by August June 

1 for approval by August 15 1 of each year.  
 
E. Duties of the Board of Education – N.J.A.C. 6A:10-2.2 
 

1. The Board of Education shall meet the following requirements for the 
annual evaluation of administrators, unless otherwise specified: 

 
a. Establish a District Evaluation Advisory Committee to oversee and 

guide the planning and implementation of the Board of Education's 
evaluation policies and procedures as set forth in N.J.A.C. 6A:10-2 
et seq.; 

 
b. Annually adopt policies and procedures developed by the 

Superintendent pursuant to N.J.A.C. 6A:10-2.4, including the 
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evaluation rubrics approved by the Commissioner pursuant to 
N.J.A.C. 6A:10-2.1(c): 

 
(1) The Superintendent shall develop policies and procedures 

that, at a minimum, ensure student performance data on the 
Statewide assessment is, upon receipt, promptly distributed 
or otherwise made available to staff members who were 
primarily responsible for instructing the applicable students 
in the school year in which the assessment was taken, as 
well as to staff members who are or will be primarily 
responsible for instructing the applicable students in the 
subsequent school year. 

 
c. Ensure the Superintendent annually notifies all administrators of 

the adopted evaluation policies and procedures no later than 
October 1.  If an administrator is hired after October 1, the 
Board/Superintendent shall notify the administrator of the policies 
and procedures at the beginning of his or her employment.  All 
administrators shall be notified of amendments to the policy and 
procedures within ten administrator working days of adoption; 

 
d. Annually adopt by June 1, any Commissioner-approved educator 

practice instruments and, as part of the process described at 
N.J.A.C. 6A:10-2.1(c), notify the Department which instruments 
will be used as part of the school district’s evaluation rubrics; 

 
e. Ensure the Principal of each school within the school district has 

established a School Improvement Panel pursuant to N.J.A.C. 
6A:10-3.1.  The panel shall be established annually by August 31 
and shall carry out the duties and functions described in N.J.A.C. 
6A:10-3.2; 

 
f. Ensure data elements are collected and stored in an accessible and 

usable format.  Data elements shall include, but not be limited to, 
scores or evidence from observations for the purpose of evaluation 
and student growth objective data; and 

 
g. Ensure the Superintendent or designee certifies to the Department 

that any observer who conducts an observation of an administrator 
for the purpose of evaluation as described in N.J.A.C. 6A:10-4.4; 
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N.J.A.C. 6A:10-5.4; and N.J.A.C. 6A:10-6.2 shall meet the 
statutory observation requirements of N.J.S.A. 18A:6-119; 18A:6-
123.b(8); and N.J.S.A. 18A:27-3.1 and the teacher member of the 
School Improvement Panel requirements of N.J.A.C. 6A:10-3.2.  

 
2. The Board of Education shall ensure the following training procedures are 

followed when implementing the evaluation rubric for all administrators 
and, when applicable, applying the Commissioner-approved educator 
practice instruments: 

 
a. Annually provide training on and descriptions of each component 

of the evaluation rubric for all administrators who are being 
evaluated in the school district and provide more thorough training 
for any administrator who is being evaluated for the first time. 
 Training shall include detailed descriptions of all evaluation rubric 
components including, when applicable, detailed descriptions of 
student achievement measures and all aspects of the educator 
practice instruments; 

 
b. Annually provide updates and refresher training for supervisors 

who are conducting evaluations in the school district and more 
thorough training for any supervisor who will evaluate 
administrators for the first time.  Training shall be provided on 
each component of the evaluated administrator’s evaluation rubric 
before the evaluation of an administrator;  

 
c. The Superintendent shall annually certify to the Department that 

all supervisors of administrators in the school district who are 
utilizing evaluation rubrics have completed training on and 
demonstrated competency in applying the evaluation rubrics. 

 
F. District Evaluation Advisory Committee – N.J.A.C. 6A:10-2.3 
 

1. Members of the District Evaluation Advisory Committee shall include 
representation from the following groups:  teachers from each school level 
represented in the school district; central office administrators overseeing 
the teacher evaluation process; supervisors involved in teacher evaluation, 
when available or appropriate; and administrators conducting evaluations, 
including a minimum of one administrator conducting evaluations who 
participates on a School Improvement Panel.  Members also shall include 
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the Superintendent, a special education administrator, a parent, and a 
member of the Board of Education. 

 
2. The Superintendent may extend membership on the District Evaluation 

Advisory Committee to representatives of other groups and to individuals. 
 
3. Beginning in 2018-2019, the District Evaluation Advisory Committees is 

not shall no longer be required and the Board of Education shall have the 
discretion to establish a continue the District’s Evaluation Advisory 
Committee. 

 
G. Evaluation Procedures for Administrators – N.J.A.C. 6A:10-2.4 
 

1. The provisions outlined in Policy and Regulation 3223 and N.J.A.C. 
6A:10-2.4 shall be the minimum requirements for the evaluation of 
administrators. 

 
2. Evaluation policies and procedures requiring the annual evaluation of all 

administrators shall be developed under the direction of the 
Superintendent, who may consult with the District Evaluation Advisory 
Committee or representatives from School Improvement Panels, and shall 
include, but not be limited to, a description of:  

 
a. Roles and responsibilities for implementation of evaluation 

policies and procedures;  
 
b. Job descriptions, evaluation rubrics for administrators, the process 

for calculating the summative ratings and each component, and the 
evaluation regulations set forth in N.J.A.C. 6A:10 et seq.; 

 
c. Methods of data collection and reporting appropriate to each job 

description, including, but not limited to, the process for student 
attribution to teachers, Principals, Vice Principals, and Assistant 
Principals for calculating the median and school-wide student 
growth percentile; 

 
d. Processes for observations for the purpose of evaluation and post-

observation conference(s) by a supervisor; 
 
e. Process for developing and scoring student growth objectives; 
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f. The process for preparation of individual professional development 

plans; and the process for preparation of an annual performance 
report by the Superintendent or designated supervisor and an 
annual summary conference between the administrator and his or 
her designated supervisor.  

 
3. The annual summary conference between designated supervisors and the 

administrator shall be held before the annual performance report is filed. 
 The conference shall occur on or before June 30 of each school year and 
shall include, but not be limited to, a review of the following: 

 
a. The performance of the administrator based upon the job 

description and the scores or evidence compiled using the 
administrator’s evaluation rubric, including, when applicable: 

 
(1) The educator’s administrator’s practice instrument; and 
 
(2) Available indicators or student achievement measures such 

as student growth objective scores and student growth 
percentile scores. 

 
b. The progress of the administrator toward meeting the goals of the 

individual professional development plan or, when applicable, the 
corrective action plan; and 

 
c. The preliminary annual performance report.  

 
4. If any scores for the administrator’s evaluation rubric are not available at 

the time of the annual summary conference due to pending assessment 
results, the annual summative evaluation rating shall be calculated once all 
component ratings are available. 

 
5. The annual performance report for the administrator shall be prepared by 

the designated supervisor and shall include, but not be limited to:  
 

a. A summative rating based on the evaluation rubric; 
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b. Performance area(s) of strength and area(s) needing improvement 
based upon the job description and components of the 
administrator’s evaluation rubric; and 

 
c. The administrator’s individual professional development plan or 

corrective action plan from the evaluation year being reviewed in 
the report. 

 
6. The administrator and the designated supervisor shall sign the report 

within five administrator working days of the review. 
 
7. The Board of Education shall include all performance reports and 

supporting data, including, but not limited to, written observation reports 
and additional components of the summative evaluation rating as part of 
his or her personnel file, or in an alternative, confidential location.  If 
reports and data are stored in an alternative, confidential location, the 
personnel file shall clearly indicate the report’s location and how it can 
easily be accessed.  The records shall be confidential and shall not be 
subject to public inspection or copying pursuant to the Open Public 
Records Act, N.J.S.A. 47:1A-1 et seq. 

 
H. Corrective Action Plans for Administrators – N.J.A.C. 6A:10-2.5 
 

1. For each administrator rated ineffective or partially effective on the annual 
summative evaluation, as measured by the evaluation rubrics, a corrective 
action plan shall be developed by administrator and the Superintendent or 
the designated supervisor.  If the administrator does not agree with the 
corrective action plan’s content, the designated supervisor shall make a 
final determination.   

 
2. The corrective action plan shall be developed and the administrator and 

his or her designated supervisor shall meet to discuss the corrective action 
plan by October 31 of the school year following the year of evaluation 
except: 

 
a. If the ineffective or partially effective summative evaluation rating is 

received after October 1 of the school year following the year of 
evaluation, a corrective action plan shall be developed, and the 
administrator and his or her designated supervisor shall meet to discuss the 
corrective action plan within twenty-five administrator working days 
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following the school district’s receipt of the administrator’s summative 
rating. 

 
3. The content of the corrective action plan shall replace the content of the 

individual professional development plan required pursuant to N.J.A.C. 
6A:9C-4.3(a) and 4.4(a) and shall: 

 
a. Address areas in need of improvement identified in the 

administrator evaluation rubric; 
 
b. Include specific, demonstrable goals for improvement; 
 
c. Include responsibilities of the evaluated employee and the school 

district for the plan’s implementation; and 
 
d. Include timelines for meeting the goal(s).  

 
4. The administrator’s designated supervisor, and the administrator on a 

corrective action plan shall discuss the administrator’s progress toward the 
goals outlined in the corrective action plan during each required post-
observation conference.  The administrator and his or her designated 
supervisor may update the goals outlined in the corrective action plan to 
reflect any change(s) in the administrator’s progress, position, or role.    

 
5. Progress toward the administrator’s goals outlined in the corrective action 

plan: 
 

a. Shall be documented in the administrator’s personnel file and 
reviewed at the annual summary conference and the mid-year 
evaluation.  Both the administrator on a corrective action plan and 
his or her designated supervisor may collect data and evidence to 
demonstrate the administrator’s progress toward his or her 
corrective action plan goals.; and  

 
b. May be used as evidence in the administrator’s next annual 

summative evaluation; however, such progress shall not guarantee 
an effective rating on the next summative evaluation. 
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6. Responsibilities of the evaluated administrator on a corrective action plan 
shall not be exclusionary of other plans for improvement determined to be 
necessary by the administrator’s designated supervisor. 

 
7. The corrective action plan shall remain in effect until the administrator 

receives his or her next summative evaluation rating. 
 
8. There shall be no minimum number of administrator working days an 

administrator’s corrective action plan can be in place. 
 
I. Administrator Observations and Evaluations – N.J.A.C. 6A:10-6.2 
 

1. The Superintendent shall determine the duration of observations required 
pursuant to N.J.S.A. 18A:27-3.1 for nontenured administrators. 
 Observations include, but are not limited to, observations of meetings, 
student instruction, parent conferences, and case-study analysis of a 
significant student issue.  The observation shall: 

 
a. Be at least twenty minutes in length; 
 
b. Be followed within fifteen administrator working days by a 

conference between the supervisor who made the observation and 
the nontenured administrator; 

 
c. Be followed by both parties to such a conference signing the 

written or electronic observation report and each retaining a copy 
of his or her records; and 

 
d. Allow the nontenured administrator to submit his or her written 

objection(s) of the evaluation within ten administrator working 
days following the conference.  The objection(s) shall be attached 
to each party’s copy of the annual performance report. 

 
2. All tenured administrators shall receive at least one observation per school 

year. 
 
3. All nontenured administrators shall receive at least three observations, as 

required pursuant to N.J.S.A. 18A:27-3.1. 
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a. The required observations and evaluations for nontenured 
administrators shall take place before April 30 each year. These 
observations and evaluations may cover that period between April 
30 of one year and April 30 of the succeeding year except in the 
case of the first year of employment where the three evaluations 
and observations must have been completed prior to April 30.   

 
b. The number of required observations and evaluations for 

nontenured administrators may be reduced proportionately when 
an individual administrator's term of service is less than one 
academic year. 

 
4. Evaluations for tenured administrators shall be completed prior to June 30. 

 
 
 
Adopted:  27 June 2016 
Revised:   26 June 2017 
Revised:  TBD 
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3224 EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND ASSISTANT 
PRINCIPALS (M)  

M 
  
The Board of Education recognizes the importance of Principal, Vice Principal, and 
Assistant Principal effectiveness to further the development of a professional corps of 
educators and to increase student achievement.  The Board of Education adopts Policy 
and Regulation 3224 for the evaluation of Principals, Vice Principals, and Assistant 
Principals consistent with the Teacher Effectiveness and Accountability for the Children 
of New Jersey Act (TEACHNJ) and the AchieveNJ administrative codes.  This Policy 
and Regulation provides the provisions and requirements for Principal, Vice Principal, 
and Assistant Principal evaluations consistent with TEACHNJ and AchieveNJ. 
  
The rules in N.J.A.C. 6A:10 – Educator Effectiveness shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts in effect 
on July 1, 2013 and n No collective bargaining agreement entered into after July 1, 2013, 
shall conflict with the educator evaluation system established pursuant to N.J.A.C. 
6A:10-1.1 et seq. or any other specific statute or regulation, nor shall topics subject to 
bargaining involve matters of educational policy or managerial prerogatives.  All 
information contained in annual performance reports and all information collected, 
compiled, and/or maintained by employees for the purpose of conducting the educator 
evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, 
digital records, shall be confidential and shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.   
  
The Board shall annually adopt evaluation rubrics for all Principals, Vice Principals, and 
Assistant Principals which shall be submitted to the Commissioner of Education by 
August June 1 for approval by August 15 1 of each year.  The evaluation rubrics shall 
have four defined annual ratings:  ineffective, partially effective, effective, and highly 
effective.  The Board shall meet the requirements as outlined in N.J.A.C.  6A:10-2.2(a) 
for the annual evaluation of Principals, Vice Principals, and Assistant Principals and shall 
ensure the training procedures as outlined in N.J.A.C. 6A:10-2.2(b) are followed when 
implementing the evaluation rubrics for all Principals, Vice Principals, or Assistant 
Principals.  A District Evaluation Advisory Committee may shall be established in 
accordance with the requirements of N.J.A.C. 6A:10-2.3. 
  
The minimum requirements for the evaluation procedures for Principals, Vice Principals, 
and Assistant Principals as outlined in N.J.A.C. 6A:10-2.4 shall be followed.  For each 
Principal, Vice Principal, or Assistant Principal rated ineffective or partially effective on 
the annual summative evaluation rating, as measured by the evaluation rubrics, a 

EXHIBIT #P12 – FIRST READING 
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corrective action plan shall be developed in accordance with the provisions of N.J.A.C. 
6A:10-2.5. 
  
The components of the principal evaluation rubrics as described in N.J.A.C. 6A:10-5.1 
shall apply to Principals, Vice Principals, and Assistant Principals.  Measures of student 
achievement, as outlined in N.J.A.C. 6A:10-5.2, shall be used to determine impact on 
student learning.  Principal, Vice Principal, and Assistant Principal observations shall be 
conducted in accordance with the provisions of N.J.A.C. 6A:10-5.4.  The Superintendent 
or designated supervisor shall conduct observations for the evaluation of Principals 
pursuant to N.J.S.A. 18A:6-121 and he or she shall be trained pursuant to N.J.A.C. 
6A:10-2.2(b).  A Principal, or the Superintendent or designated supervisor, shall conduct 
observations for the evaluation of Vice Principals and Assistant Principals pursuant to 
N.J.S.A.  18A:6-121. 
  
The principal practice instrument approved by the Department of Education shall meet 
the criteria as outlined in N.J.A.C. 6A:10-7.3. 
  
The Superintendent annually shall notify all Principals, Vice Principals, or Assistant 
Principals of the adopted evaluation policies and procedures/regulations no later than 
October 1.  If a Principal, Vice Principal, or Assistant Principal is hired after October 1, 
the Superintendent shall notify the Principal, Vice Principal, or Assistant Principal of the 
policies and procedures/regulations at the beginning of his or her employment.  All 
Principals, Vice Principals, and Assistant Principals shall be notified of amendments to 
the policy and procedures/regulations within ten Principal, Vice Principal, or Assistant 
Principal working days of adoption. 
  
  
N.J.S.A. 18A:6-117 et seq. 
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5 
N.J.A.C. 6A:10-5.1 through 5.4 
N.J.A.C. 6A:10-7.1 and 7.3 
  
  
 
Adopted: 27 January 2014 
Revised:  27 June 2016 
Revised:  26 June 2017 
Revised:  TBD 
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M 
 
A. Definitions – N.J.A.C. 6A:10-1.2 
 

The following words and terms shall have the following meanings when used in 
Policy and Regulation 3224 unless the context clearly indicates otherwise: 
 
“Annual performance report” means a written appraisal of the Principal’s, Vice 
Principal’s, or Assistant Principal’s performance prepared by the designated 
supervisor based on the evaluation rubric for his or her position. 
 
“Annual summative evaluation rating” means an annual evaluation rating that is 
based on appraisals of educator practice and student performance, and includes all 
measures captured in a Principal, Vice Principal, or Assistant Principal evaluation 
rubric.  The four summative performance categories are ineffective, partially 
effective, effective, and highly effective. 
 
“Calibration” in the context of educator evaluation means a process to monitor the 
competency of a trained evaluator to ensure the evaluator continues to apply an 
educator practice instrument accurately and consistently according to the 
standards and definitions of the specific instrument. 
 
“Chief School Administrator” means the Superintendent of Schools or the 
Administrative Principal if there is no Superintendent. 
 
“Commissioner” means Commissioner of the New Jersey Department of 
Education.  
 
“Corrective Action Plan” means a written plan developed by the Superintendent 
or a designated supervisor in collaboration with the Principal, Vice Principal, and 
Assistant Principal to address deficiencies as outlined in an evaluation.  The 
corrective action plan shall include timelines for corrective action, responsibilities 
of the individual Principal, Vice Principal, and Assistant Principal and the school 
district for implementing the plan, and specific support that the district shall 
provide as defined in N.J.S.A. 18A:6-119.   
 
“Department” means the New Jersey Department of Education. 
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“Designated supervisor” means the supervisor designated by the Superintendent 
of Schools or designee as the administrator’s supervisor.    
 
“District Evaluation Advisory Committee” means a group created to oversee and 
guide the planning and implementation of the Board of Education's evaluation 
policies and procedures as set forth in N.J.A.C. 6A:10-2.3. 
 
“Educator practice instrument” means an assessment tool that provides:  scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies. 
 
“Evaluation” means an appraisal of an individual’s professional performance in 
relation to his or her job description and professional standards and based on, 
when applicable, the individual’s evaluation rubric.  
 
“Evaluation rubric” means a set of criteria, measures, and processes used to 
evaluate all Principals, Vice Principals, and Assistant Principals in a specific 
school district or local education agency.  Evaluation rubrics consist of measures 
of professional practice, based on educator practice instruments and student 
outcomes.  Each Board of Education will have an evaluation rubric specifically 
for teachers, another specifically for Principals, Vice Principals, and Assistant 
Principals, and evaluation rubrics for other categories of teaching staff members.  
 
“Indicators of student progress and growth” means the results of assessment(s) of 
students as defined in N.J.A.C. 6A:8, Standards and Assessment. 
 
“Individual professional development plan” is as defined in N.J.S.A. 18A:6-119. 
 
“Job description” means a written specification of the function of a position, 
duties and responsibilities, the extent and limits of authority, and work 
relationships within and outside the school and school district. 
 
“Observation” means a method of collecting data on the performance of a 
Principal’s, Vice Principal’s, and Assistant Principal’s assigned duties and 
responsibilities.  An observation for the purpose of evaluation will be included in 
the determination of the annual summative evaluation rating and shall be 
conducted by the Superintendent or designee. 
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“Post-observation conference” means a meeting, either in-person or remotely, 
between the supervisor who conducted the observation and the Principal, Vice 
Principal, and Assistant Principal for the purpose of evaluation to discuss the data 
collected in the observation.  
 
“Principal practice instrument” means an assessment tool that provides scales or 
dimensions that capture competencies of professional performance; and 
differentiation of a range of professional performance as described by the scales, 
which must be shown in practice and/or research studies.  The scores from the 
principal practice instrument are components of the evaluation rubrics and the 
scores are included in the summative evaluation rating for the individual.  
 
 “Scoring guide” means a set of rules or criteria used to evaluate a performance, 
product, or project.  The purpose of a scoring guide is to provide a transparent and 
reliable evaluation process.  Educator practice instruments include a scoring guide 
that an evaluator uses to structure his or her assessments and ratings of 
professional practice. 
 
“Semester” means half of the school year. 
 
“Signed” means the name of one physically written by oneself or an electronic 
code, sound, symbol, or process attached to or logically associated with a record 
and executed or adopted by a person with the intent to sign the record.  
 
“Student growth objective” means an academic goal that teachers and designated 
supervisors set for groups of students.  
 
“Student growth percentile” means a specific metric for measuring individual 
student progress on Statewide assessments by tracking how much a student’s test 
scores have changed relative to other students Statewide with similar scores in 
previous years. 
 
“Superintendent” means Superintendent of Schools or Chief School 
Administrator. 
 
“Supervisor” means an appropriately certified teaching staff member as defined in 
N.J.S.A. 18A:1-1, or Superintendent employed in the district in a supervisory role 
and capacity, and possessing a school administrator, Principal, or supervisor 
endorsement as defined in N.J.A.C. 6A:9B-112 and certified to evaluate a 
Principal, Vice Principal, or Assistant Principal.  
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B. Applicability of Rules on Collective Bargaining Agreements – N.J.A.C. 6A:10-

1.3 
 

The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting 
provision(s) of collective bargaining agreements or other employment contracts 
entered into by a school district in effect on July 1, 2013.  No collective 
bargaining agreement entered into after July 1, 2013, shall conflict with the 
educator evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or 
any other specific statute or regulation, nor shall topics subject to bargaining 
involve matters of educational policy or managerial prerogatives.  

 
C. Educator Evaluation Data, Information, and Annual Performance Reports – 

N.J.A.C. 6A:10-1.4 
 

All information contained in annual performance reports and all information 
collected, compiled, and/or maintained by employees of the Board of Education 
for the purposes of conducting the educator evaluation process pursuant to 
N.J.A.C. 6A:10-1.1 et seq., including, but not limited to, digital records, shall be 
confidential.  Such information shall not be subject to public inspection or 
copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq. 
 Nothing contained in N.J.A.C. 6A:10-1.1 et seq. shall be construed to prohibit the 
Department or a school district from, at its discretion, collecting evaluation data 
pursuant to N.J.S.A. 18A:6-123.e or distributing aggregate statistics regarding 
evaluation data. 

 
D. Evaluation of Principals, Vice Principals, and Assistant Principals – N.J.A.C. 

6A:10-2.1 
 

1. The Board of Education shall annually adopt evaluation rubrics for all 
Principals, Vice Principals, and Assistant Principals.  The evaluation 
rubrics shall have four defined annual ratings: ineffective, partially 
effective, effective, and highly effective. 

 
2. The evaluation rubrics for Principals, Vice Principals, and Assistant 

Principals shall include all other relevant minimum standards set forth in 
N.J.S.A. 18A:6-123 (P.L. 2012, c. 26, § 17c). 

 
3. Evaluation rubrics shall be submitted to the Commissioner by August June 

1 for approval by August 15 1 of each year.  
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E. Duties of the Board of Education – N.J.A.C. 6A:10-2.2 
 

1. The Board of Education shall meet the following requirements for the 
annual evaluation of Principals, Vice Principals, and Assistant Principals, 
unless otherwise specified: 

 
a. Establish a District Evaluation Advisory Committee to oversee and 

guide the planning and implementation of the Board of Education's 
evaluation policies and procedures as set forth in N.J.A.C. 6A:10-2 
et seq.; 

 
b. Annually adopt policies and procedures developed by the 

Superintendent pursuant to N.J.A.C. 6A:10-2.4, including the 
evaluation rubrics approved by the Commissioner pursuant to 
N.J.A.C. 6A:10-2.1(c): 

 
(1) The Superintendent shall develop policies and procedures 

that, at a minimum, ensure student performance data on the 
Statewide assessment is, upon receipt, promptly distributed 
or otherwise made available to staff members who were 
primarily responsible for instructing the applicable students 
in the school year in which the assessment was taken, as 
well as to staff members who are or will be primarily 
responsible for instructing the applicable students in the 
subsequent school year. 

 
c.  Ensure the Superintendent annually notifies all Principals, Vice 

Principals, and Assistant Principals of the adopted evaluation 
policies and procedures no later than October 1. If a Principal, 
Vice Principal, or Assistant Principal is hired after October 1, the 
Board/Superintendent shall notify all Principals, Vice Principals, 
and Assistant Principals of the policies and procedures at the 
beginning of his or her employment.  All Principals, Vice 
Principals, and Assistant Principals shall be notified of 
amendments to the policy and procedures within ten Principal, 
Vice Principal, and Assistant Principal working days of adoption; 

 
d. Annually adopt by June 1, any Commissioner-approved educator 

practice instruments and, as part of the process described at 
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N.J.A.C. 6A:10-2.1(c), notify the Department which instruments 
will be used as part of the school district’s evaluation rubrics; 

 
e. Ensure the Principal of each school within the school district has 

established a School Improvement Panel pursuant to N.J.A.C. 
6A:10-3.1.  The panel shall be established annually by August 31 
and shall carry out the duties and functions described in N.J.A.C. 
6A:10-3.2; 

 
f. Ensure data elements are collected and stored in an accessible and 

usable format.  Data elements shall include, but not be limited to, 
scores or evidence from observations for the purpose of evaluation 
and student growth objective data; and 

 
g. Ensure the Superintendent or designee certifies to the Department 

that any observer who conducts an observation of a Principal, Vice 
Principal, or Assistant Principal for the purpose of evaluation as 
described in N.J.A.C. 6A:10-4.4; N.J.A.C. 6A:10-5.4; and 6A:10-
6.2 shall meet the statutory observation requirements of N.J.S.A. 
18A:6-119;     18A:6-123.b(8); and N.J.S.A. 18A:27-3.1 and the 
teacher member of the School Improvement Panel requirements of 
N.J.A.C. 6A:10-3.2.  

 
2. The Board of Education shall ensure the following training procedures are 

followed when implementing the evaluation rubric for all Principals, Vice 
Principals, and Assistant Principals and, when applicable, applying the 
Commissioner-approved principal practice instruments: 

 
a. Annually provide training on and descriptions of each component 

of the evaluation rubric for all Principals, Vice Principals, and 
Assistant Principals who are being evaluated in the school district 
and provide more thorough training for any Principals, Vice 
Principals, and Assistant Principals who are being evaluated for the 
first time.  Training shall include detailed descriptions of all 
evaluation rubric components including, when applicable, detailed 
descriptions of student achievement measures and all aspects of the 
principal practice instrument; 

 
b. Annually provide updates and refresher training for supervisors 

who are conducting evaluations in the school district and more 
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thorough training for any supervisor who will evaluate Principals, 
Vice Principals, or Assistant Principals for the first time.  Training 
shall be provided on each component of the evaluated Principal’s, 
Vice Principal’s, or Assistant Principal’s evaluation rubric before 
the evaluation of the Principal, Vice Principal, or Assistant 
Principal; 

 
c. The Superintendent shall annually certify to the Department that 

all supervisors of Principals, Vice Principals, and Assistant 
Principals in the school district who are utilizing evaluation rubrics 
have completed training on and demonstrated competency in 
applying the evaluation rubrics  

 
F. District Evaluation Advisory Committee – N.J.A.C. 6A:10-2.3 
 

1. Members of the District Evaluation Advisory Committee shall include 
representation from the following groups:  teachers from each school level 
represented in the school district; central office administrators overseeing 
the teacher evaluation process; supervisors involved in teacher evaluation, 
when available or appropriate; and administrators conducting evaluations, 
including a minimum of one administrator conducting evaluations who 
participates on a School Improvement Panel. Members also shall include 
the Superintendent, a special education administrator, a parent, and a 
member of the Board of Education. 

 
2. The Superintendent may extend membership on the District Evaluation 

Advisory Committee to representatives of other groups and to individuals. 
 
3. Beginning in 2018-2019, the District Evaluation Advisory Committees is 

not shall no longer be required and the Board of Education shall have the 
discretion to establish a continue the District’s Evaluation Advisory 
Committee.  

 
G. Evaluation Procedures for Principals, Vice Principals, and Assistant Principals - 

N.J.A.C. 6A:10-2.4 
 

1. The provisions outlined in Policy and Regulation 3224 and N.J.A.C. 
6A:10-2.4 shall be the minimum requirements for the evaluation of 
Principals, Vice Principals, and Assistant Principals. 
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2. Evaluation policies and procedures requiring the annual evaluation of 
Principals, Vice Principals, and Assistant Principals shall be developed 
under the direction of the Superintendent, who may consult with the 
District Evaluation Advisory Committee or representatives from School 
Improvement Panels, and shall include, but not be limited to, a description 
of:  

 
a. Roles and responsibilities for implementation of evaluation 

policies and procedures;  
 
b. Job descriptions, evaluation rubrics for Principals, Vice Principals, 

and Assistant Principals, the process for calculating the summative 
ratings and each component and the evaluation regulations set 
forth in N.J.A.C. 6A:10-1 et seq.; 

 
c. Methods of data collection and reporting appropriate to each job 

description, including, but not limited to, the process for student 
attribution to teachers, Principals, Vice Principals, Assistant 
Principals for calculating the median and school-wide student 
growth percentile; 

 
d. Processes for observations for the purpose of evaluation and post-

observation conference(s) by a supervisor; 
 
e. Process for developing and scoring student growth objectives; 
 
f. The process for preparation of individual professional development 

plans; and 
 
g. The process for preparation of an annual performance report by the 

Superintendent or designated supervisor, and an annual summary 
conference between the Principal, Vice Principal, or Assistant 
Principal and the Superintendent or designated supervisor.  

 
3. The annual summary conference between the designated supervisor and 

the Principal, Vice Principal, or Assistant Principal shall be held before 
the annual performance report is filed.  The conference shall occur on or 
before June 30 of each school year and shall include, but not be limited to, 
a review of the following: 
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a. The performance of the Principal, Vice Principal, or Assistant 
Principal based upon the job description and the scores or evidence 
compiled using the evaluation rubric, including, when applicable:  

 
(1) The educator’s principal’s practice instrument; and 
 
(2) Available indicators or student achievement measures such 

as student growth objective scores and student growth 
percentile scores. 

 
b. The progress of the Principal, Vice Principal, or Assistant Principal 

toward meeting the goals of the individual professional 
development plan or, when applicable, the corrective action plan; 
and 

 
c. The preliminary annual performance report.  

 
4. If any scores for the Principal’s, Vice Principal’s, or Assistant Principal’s 

evaluation rubric are not available at the time of the annual summary 
conference due to pending assessment results, the annual summative 
evaluation rating shall be calculated once all component ratings are 
available. 

 
5. The annual performance report for the Principal, Vice Principal, or 

Assistant Principal shall be prepared by the designated supervisor and 
shall include, but not be limited to:  

 
a. A summative rating based on the evaluation rubric, including, 

when applicable, a total score for each component as described in 
N.J.A.C. 6A:10-5;  

 
b. Performance area(s) of strength and area(s) needing improvement 

based upon the job description and components of the Principal’s, 
Vice Principal’s, or Assistant Principal’s evaluation rubric; and  

 
c. An The Principal’s, Vice Principal’s, or Assistant Principal’s 

individual professional development plan or a corrective action 
plan from the evaluation year being reviewed in the report. 
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6. The Principal, Vice Principal, or Assistant Principal and the designated 
supervisor shall sign the report within five Principal, Vice Principal, or 
Assistant Principal working days of the review. 

 
7. The Board of Education shall include all performance reports and 

supporting data, including, but not limited to, written observation reports 
and additional components of the summative evaluation rating as part of 
the Principal’s, Vice Principal’s, or Assistant Principal’s personnel file, or 
in an alternative, confidential location.   If reports and data are stored in an 
alternate location, the personnel file shall clearly indicate the report’s 
location and how it can be easily accessed.  The records shall be 
confidential and shall not be subject to public inspection or copying 
pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq. 

 
H. Corrective Action Plans for Principals, Vice Principals, and Assistant Principals – 

N.J.A.C. 6A:10-2.5 
 

1. For each Principal, Vice Principal, and Assistant Principal rated 
ineffective or partially effective on the annual summative evaluation, as 
measured by the evaluation rubrics, a corrective action plan shall be 
developed by the Principal, Vice Principal, or Assistant Principal and the 
designated supervisor.  If the Principal, Vice Principal, or Assistant 
Principal does not agree with the corrective action plan’s content, the 
designated supervisor shall make the final determination. 

 
2. The corrective action plan shall be developed and the Principal, Vice 

Principal, or Assistant Principal and his or her designated supervisor shall 
meet to discuss the corrective action plan by October 31 of the school year 
following the year of evaluation except: 

 
a. If the ineffective or partially effective summative evaluation rating 

is received after October 1 of the school year following the year of 
evaluation, a corrective action plan shall be developed, and the 
Principal, Vice Principal, or Assistant Principal and his or her 
designated supervisor shall meet to discuss the corrective action 
plan within twenty-five Principal, Vice Principal, or Assistant 
Principal working days following the school district’s receipt of 
the Principal’s, Vice Principal’s, or Assistant Principal’s 
summative rating. 
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3. The content of the corrective action plan shall replace the content of the 
individual professional development plan required pursuant to N.J.A.C. 
6A:9C-4.3(a) and 4.4(a) and shall: 

 
a. Address areas in need of improvement identified in the principal 

evaluation rubric; 
 
b. Include specific, demonstrable goals for improvement; 
 
c. Include responsibilities of the evaluated employee and the school 

district for the plan’s implementation; and 
 
d. Include timelines for meeting the goal(s).  
 

4. The designated supervisor and the Principal, Vice Principal, or Assistant 
Principal on a corrective action plan shall discuss the Principal’s, Vice 
Principal’s, or Assistant Principal’s progress toward the goals outlined in 
the corrective action plan during each post-observation conference, when 
required by N.J.S.A. 18A:27-3.1 or N.J.A.C. 6A:10-5.4. 

 
5. Progress toward the Principal’s, Vice Principal’s, or Assistant Principal’s 

goals outlined in the corrective action plan: 
 

a. Shall be documented in the Principal’s, Vice Principal’s, or 
Assistant Principal’s personnel file and reviewed at the annual 
summary conference and the mid-year evaluation. Both the 
Principal, Vice Principal, or Assistant Principal on a corrective 
action plan and his or her designated supervisor may collect data 
and evidence to demonstrate the Principal’s, Vice Principal’s, or 
Assistant Principal’s progress toward his or her corrective action 
plan goals; and 

 
b. May be used as evidence in the Principal’s, Vice Principal’s, or 

Assistant Principal’s next annual summative evaluation; however, 
such progress shall not guarantee an effective rating on the next 
summative evaluation. 

 
6. Responsibilities of the evaluated Principal, Vice Principal, or Assistant 

Principal on a corrective action plan shall not be exclusionary of other 
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plans for improvement determined to be necessary by the designated 
supervisor. 

 
7. The Superintendent or his or her designee, and the Principal, as 

appropriate, shall conduct a mid-year evaluation of any Principal, Vice 
Principal, or Assistant Principal pursuant to N.J.S.A. 18A:6-121.c.  The 
mid-year evaluation shall occur approximately midway between the 
development of the corrective action plan and the expected receipt of the 
next annual summative rating.  The mid-year evaluation shall include, at a 
minimum a conference to discuss progress toward the Principal’s, Vice 
Principal’s, or Assistant Principal’s goals outlined in the corrective action 
plan.  The mid-year evaluation conference may be combined with a post-
observation conference. 

 
8. The Superintendent shall ensure Principals, Vice Principals, and Assistant 

Principals with a corrective action plan receive one observation and a 
post-observation conference in addition to the observations required in 
N.J.A.C. 6A:10-5.4 for the purpose of evaluation as described in N.J.A.C. 
6A:10-1.2 and 5.4. 

 
9. The corrective action plan shall remain in effect until the Principal, Vice 

Principal, or Assistant Principal receives his or her next summative 
evaluation rating.  

 
10. There shall be no minimum number of Principal, Vice Principal, or 

Assistant Principal working days a Principal’s, Vice Principal’s, or 
Assistant Principal’s corrective action plan can be in place. 

 
I. Components of Principal Evaluation Rubrics – N.J.A.C. 6A:10-5.1 
 

1. Unless otherwise noted, the components of the principal evaluation rubrics 
shall apply to teaching staff members holding the position of Principal, 
Vice Principal, or Assistant Principal and holding a valid and effective 
standard, provisional, or emergency administrative certificate. 

 
2. The principal evaluation rubric shall meet the standards provided in 

N.J.S.A. 18A:6-123, including, but not limited to: 
 

a. Measures of student achievement pursuant to N.J.A.C. 6A:10-5.2; 
and 
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b. Measures of principal practice pursuant to N.J.A.C.   6A:10-5.3 

and 5.4.  
 
3. To earn a summative rating, the Principal, Vice Principal, or Assistant 

Principal shall have a student achievement score, pursuant to N.J.A.C. 
6A:10-5.2 and a principal practice score pursuant to N.J.A.C. 6A:10-5.3 
and 5.4. 

 
4. Each score shall be converted to a percentage weight so all measures make 

up 100 percent of the evaluation rubric.  By August 31 prior to the school 
year in which the evaluation rubric applies, the Department shall provide 
on its website the required percentage weight of each component and the 
required summative rating scale.  All components shall be worth the 
following percentage weights or fall within the following ranges: 

 
a. If, according to N.J.A.C. 6A:10-5.2(b), the Principal, Vice 

Principal, or Assistant Principal receives a school-wide student 
growth percentile score as described in N.J.A.C. 6A:10-5.2(c), the 
score shall be at least ten percent and no greater than forty percent 
of evaluation rubric rating as determined by the Department. 

 
b. Measure of average student growth objective for all teachers, as 

described in N.J.A.C. 6A:10-5.2(d), shall be at least ten percent 
and no greater than twenty percent of evaluation rubric rating as 
determined by the Department. 

 
c. Measure of administrator goal, as described in N.J.A.C. 6A:10-

5.2(e), shall be no less than ten percent and no greater than forty 
percent of evaluation rubric rating as determined by the 
Department. 

 
d. Measure of principal practice, as described in N.J.A.C. 6A:10-

5.3(b), shall be no less than fifty percent of evaluation rubric 
rating. 

 
5. Standardized assessments, used as a measure of student progress, shall not 

be the predominant factor in determining a Principal’s annual summative 
rating. 

 



REGULATION 
 
 
 
 

 

 

ROXBURY TOWNSHIP 
   BOARD OF EDUCATION 

TEACHING STAFF MEMBERS 
R 3224/Page 14 of 19 

EVALUATION OF PRINCIPALS, VICE PRINCIPALS, AND ASSISTANT 
PRINCIPALS (M) 

6. The Department shall periodically collect principal evaluation rubric data 
that shall include, but are not limited to, component-level scores and 
annual summative ratings. 

 
J. Student Achievement Components of Principal Evaluation Rubrics – N.J.A.C. 

6A:10-5.2 
 

1. Measures of student achievement shall be used to determine impact on 
student learning and shall include the following components: 

 
a. The school-wide student growth percentile of all students assigned 

to the Principal; 
 
b. Average student growth objective scores of every teacher, as 

described in N.J.A.C. 6A:10-4.2(e), assigned to the Principal; and 
 
c. Administrator goals set by Principals, Vice Principals, or Assistant 

Principals in consultation with their supervisor pursuant to 
N.J.A.C. 6A:10-5.2(e), which shall be specific and measurable, 
based on student growth and/or achievement data. 

 
2. The school-wide student growth percentile score shall be included in the 

annual summative rating of Principals, Vice Principals, and Assistant 
Principals who are assigned to a school as of October 15 and who are 
employed in schools where student growth percentiles are available for 
students in one or more grades.  If the Principal, Vice Principal, or 
Assistant Principal is employed in more than one school, the 
Superintendent shall assign to the Principal, Vice Principal, or Assistant 
Principal, as appropriate, the school-wide student growth percentile from 
one school and shall notify the Principal, Vice Principal, or Assistant 
Principal at the beginning of the school year of the student growth 
percentile assignment.  

 
3. The Department shall calculate the school-wide student growth percentile 

for Principals, Vice Principals, and Assistant Principals. 
 
4. The average student growth objective scores of all teachers, as described 

in N.J.A.C. 6A:10-4.2(e), shall be a component of the Principal’s annual 
summative rating.  The average student growth objective scores for Vice 
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Principals or Assistant Principals shall be determined according to the 
following procedures:  

 
a. The Principal, in consultation with the Vice Principal or Assistant 

Principal, shall determine prior to the start of the school year, 
which teachers, if not all teachers in the school, shall be linked to 
the Vice Principal’s and Assistant Principal’s average student 
growth objective score. 

 
b. If the Vice Principal or Assistant Principal does not agree with the 

list of teachers linked to his or her name for the purposes of this 
measurement, the Principal shall make the final determination. 

 
5. Administrator goals for Principals, Vice Principals, or Assistant Principals 

shall be developed and measured according to the following procedures: 
 

a. The designated supervisor shall determine for all Principals, Vice 
Principals, or Assistant Principals, the number of required 
administrator goals which shall reflect the achievement of a 
significant number of students within the school.  By August 31 
prior to the school year in which the evaluation rubric applies, the 
Department shall provide on the Department’s website the 
minimum and maximum number of required goals, which will be 
at least one goal and no more than four goals. 

 
b. Principals, Vice Principals, or Assistant Principals shall develop, in 

consultation with their designated supervisor, each administrator 
goal.  Each Vice Principals and Assistant Principals shall set goals 
specific to his or her job description or adopt the same goals as his 
or her Principal.  If the Principal, Vice Principal, or Assistant 
Principal and his or her designated supervisor do not agree upon 
the administrator goal score, the Principal’s, Vice Principal’s, or 
Assistant Principal’s designated supervisor shall make the final 
determination. 

 
c. Administrator goals and the criteria for assessing performance 

based on those objectives shall be determined, recorded, and 
retained by the Principal, Vice Principal, or Assistant Principal and 
his or her designated supervisor by October 31 of each school year, 
or within twenty twenty-five Principal, Vice Principal, or Assistant 
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Principal working days of the Principal’s, Vice Principal’s, or 
Assistant Principal’s start date if he or she begins work after 
October 1. 

 
d. The administrator goal score shall be approved by the designated 

supervisor of the Principal, Vice Principal, or Assistant Principal. 
 The Principal’s, Vice Principal’s, or Assistant Principal’s 
administrator goal score, if available, shall be discussed at his or 
her annual summary conference and recorded in his or her 
personnel file. 

 
K. Principal Practice Component of Evaluation Rubric – N.J.A.C. 6A:10-5.3 
 

1. Measures of principal practice shall include a measure determined through 
a Commissioner-approved principal practice instrument; and may include 
a leadership measure determined through the Department-created 
leadership rubric. 

 
2. Principal practice component rating shall be based on the measurement of 

the Principal’s, Vice Principal’s, or Assistant Principal’s performance 
according to the school district’s Commissioner-approved principal 
practice instrument.  Observations pursuant to N.J.A.C. 6A:10-5.4 shall be 
used as one form of evidence for this measurement. 

 
3. Leadership practice shall be determined by a score on a leadership rubric, 

which will assess the Principal’s, Vice Principal’s, or Assistant Principal’s 
ability to improve student achievement and teaching staff member 
effectiveness through identified leader behaviors.  The rubric will be 
posted on the Department’s website and annually maintained. 

 
L. Principal, Vice Principal, and Assistant Principal Observations – N.J.A.C. 6A:10-

5.4 
 

1. The Superintendent or his or her designee, shall conduct observations for 
the evaluation of Principals pursuant to N.J.S.A. 18A:6-121 and he or she 
shall be trained pursuant to N.J.A.C. 6A:10-2.2(b). 

 
2. A Principal, or the Superintendent or his or her designee, shall conduct 

observations for the evaluation of Vice Principals and Assistant Principals 
pursuant to N.J.S.A. 18A:6-121. 
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3. For the purpose of collecting data for the evaluation of a Principal, Vice 

Principal, or Assistant Principal, an observation, as described in N.J.S.A. 
18A:6-119 and N.J.A.C. 6A:10-1.2, may include, but is not limited to: 
 building walk-through, staff meeting observation, parent conference 
observation, or case study analysis of a significant student issue. 

 
4. Post-observation conferences shall include the following procedures:  
 

a. A supervisor who is present at the observation shall conduct a 
post-observation conference with the Principal, Vice Principal, or 
Assistant Principal being observed.  A post-observation conference 
shall occur no more than fifteen Principal, Vice Principal, or 
Assistant Principal working days following each observation. 

 
b. The post-observation conference shall be for the purpose of 

reviewing the data collected at the observation, connecting the data 
to the principal practice instrument and the Principal’s, Vice 
Principal’s, or Assistant Principal’s individual professional 
development plan, collecting additional information needed for the 
evaluation, and offering areas to improve effectiveness. 

 
c. With the consent of the observed Principal, Vice Principal, or 

Assistant Principal, post-observation conferences for individuals 
who are not on a corrective action plan may be conducted via 
written communication, including electronic communication. 

 
d. One post-observation conference may be combined with the 

Principal’s, Vice Principal’s, or Assistant Principal’s annual 
summary conference as long as it occurs within the required fifteen 
Principal, Vice Principal, or Assistant Principal working days 
following the observation.  

 
e. A written or electronic observation report shall be signed by the 

supervisor who conducted the observation and post-observation 
and the Principal, Vice Principal, or Assistant Principal who was 
observed. 

 
f. The Principal, Vice Principal, or Assistant Principal shall submit 

his or her written objection(s) of the evaluation within ten 
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Principal, Vice Principal, or Assistant Principal working days 
following the conference.  The objection(s) shall be attached to 
each party’s copy of the annual performance report.  

 
5. Each tenured Principal, Vice Principal, and Assistant Principal shall be 

observed as described in N.J.A.C. 6A:10-5.4, at least two times during 
each school year.  Each nontenured Principal, Vice Principal, and 
Assistant Principal shall be observed as described in N.J.A.C. 6A:10-5.4 at 
least three times during each school year, as required by N.J.S.A. 18A:27-
3.1.  An additional observation shall be conducted pursuant to N.J.A.C. 
6A:10-2.5(h) for Principals, Vice Principals, and Assistant Principals who 
are on a corrective action plan. 

 
M. Principal Practice Instrument – N.J.A.C. 6A:10-7.3 
 

1. The principal practice instrument approved by the Department shall meet 
the following criteria: 

 
a. Incorporate domains of practice and/or performance criteria that 

align to the 2015 2008 ISLLC Professional Standards for 
Educational School Leaders developed by the National Policy 
Board for Educational Administration (NPBEA) Interstate School 
Leadership Licensure Consortium incorporated herein by 
reference, available at:  

 
http://www.ccsso.org/documents/2008/educational_leadership_poli

cy_standards_2008.pdf; 
 

b. Include scoring guides for assessing principal practice that 
differentiate among a minimum of four levels of performance, and 
the differentiation has been shown in practice and/or research 
studies.  Each scoring guide shall clearly define the expectations 
for each category and provide a conversion to four rating 
categories; 

 
c. Rely on, to the extent possible, multiple sources of evidence 

collected throughout the school year, including, but not limited to, 
evaluation of a Principal’s leadership related to;: 
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(1) Implementing high-quality and standards-aligned 
curriculum, assessments, and instruction; and 

 
(2) Evaluating the effectiveness of teaching staff members and 

supporting their professional growth. 
 
d. Include descriptions of specific training and implementation details 

required for the instrument to be effective. 
 

 
Adopted:  27 June 2016 
Revised:   26 June 2017 
Revised:  TBD 
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The Board will renew the employment contract of a nontenured support staff member 
only upon the recommendation of the Superintendent and by a recorded roll call majority 
vote of the full membership of the Board.  The Board will not withhold its approval for 
arbitrary and capricious reasons.  A nontenured support staff member who is not 
recommended for renewal by the Superintendent is deemed nonrenewed.  
  
When the nontenured support staff member’s performance does not meet the standards of 
the school district, the Superintendent shall recommend not to renew the nontenured 
support staff member’s contract.  Prior to notifying the nontenured support staff member 
of the nonrenewal, the Superintendent will notify the Board of the recommendation not to 
renew the nontenured support staff member’s contract and the reasons for the 
recommendation.  The Superintendent may notify the Board in a written notice or in 
executive session at a full Board meeting.  In the event the Board is notified in executive 
session, the Superintendent will comply with the requirements of the Open Public 
Meetings Act and provide reasonable notice to the nontenured support staff member their 
employment will be discussed in executive session in order for the nontenured support 
staff member to exercise their statutory right to request a public discussion. 
  
The Superintendent shall provide written notification to notify each nontenured support 
staff member to whom reemployment will not be offered in writing in accordance with 
the terms of any applicable collective bargaining agreement, individual contract, or any 
other agreement between the parties.  Paraprofessionals continuously employed since the 
preceding September 30 as a school aide or classroom aide in a school district that 
receives funding under Title I of the Federal Elementary and Secondary Education Act of 
1965 shall be notified of renewal or nonrenewal on or before May 15 in each year in 
accordance with the provisions of N.J.S.A. 18A:27-10.2.   
  
Any nontenured support staff member receiving notice that a contract for the succeeding 
year will not be offered, may within fifteen calendar days, request in writing a statement 
of the reasons for such nonemployment which shall be whose contract is not renewed 
shall have the right to a written statement of the reasons for nonrenewal, provided the 
request for the statement of reasons is made within fifteen days of the Superintendent’s 
written notification of nonrenewal to the support staff member.  The statement of reasons 
shall be provided given to a nontenured support staff member within thirty calendar days 
after the receipt of such the request.   
  
Whenever a nontenured support staff member has requested in writing and received a 
written statement of reasons for non-reemployment pursuant to N.J.S.A. 18A:27-3.2, the 
nontenured support staff member may request in writing shall have the right to an 

EXHIBIT #P14 – FIRST READING 
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informal appearance before the Board.  The written request shall be submitted to the 
Board within ten calendar days of the nontenured support staff member’s receipt of the 
Board’s statement of reasons.  The informal appearance shall be scheduled within thirty 
calendar days from the nontenured support staff member’s receipt of the Board’s 
statement of reasons to permit the support staff member an opportunity to convince the 
members of the Board to offer reemployment, provided that a request for such an 
appearance is received within ten days after the support staff member receives the 
statement of reasons provided by the Superintendent.  The informal appearance before 
the Board shall be held in accordance with the provisions of N.J.A.C. 6A:10-8.1. 
  
The Board is not required to offer reemployment or vote on reemployment after an 
informal appearance with a nontenured support staff member who was not recommended 
for reemployment by the Superintendent.  The Board may, with a majority vote of its full 
membership in public session and without the recommendation of the Superintendent, 
offer the nontenured support staff member reemployment after the informal appearance 
before the Board.  Within three working days following the informal appearance, the 
Board shall notify the affected nontenured support staff member, in writing, of its final 
determination. The support staff member will be notified of the Board’s final 
determination within three days following the informal appearance before the Board.  
  
The provisions as outlined in Policy and Regulation 4146 may be revised or adjusted by 
the Superintendent of Schools to be in accordance with the terms and timelines of any 
applicable collective bargaining agreement, individual contract, or any other agreement 
between the parties provided the terms are not contrary to any statute, administrative 
code, or any management rights of the Board. 
  
This Ppolicy does not apply to the contract renewal of the Treasurer of School Moneys, 
Board Auditor, Board Attorney or Board Secretary, except a Board Secretary who 
performs business administration functions. 
  
  
N.J.S.A. 18A:27-3.2; 18A:27-4.1. 
N.J.A.C. 6A:10-9.1  
  
Adopted:  14 October 2013 
Revised:   27 January 2014 
Revised:   TBD  
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A.       Evaluations 
  

1.        Each nontenured support staff member shall be evaluated once each school 
year. 

  
2.        Evaluations shall set forth both the strengths and weaknesses of the support 

teaching staff member in order to provide an accurate assessment of 
his/her performance and to encourage the improvement of that 
performance. 

  
3.        Supervisors shall constructively point out performance deficiencies and 

offer assistance to nontenured support staff members in the improvement 
of professional skills. 

  
B.       Nonrenewal Recommendation 
  

1.        When a nontenured support staff member’s performance does not meet the 
standards of the school district, employment will not be offered to the 
nontenured support staff member immediate supervisor shall recommend 
to the Superintendent, no later than May 15, that the support staff member 
should not be reemployed in the following for the succeeding school year. 

  
2.        The nontenured support staff member shall be informed by the 

Superintendent of Schools, in writing, that employment for the next 
succeeding school year will not be offered. This written notice shall be 
provided to the nontenured support staff member in accordance with the 
timelines and terms of any applicable collective bargaining agreement, 
individual contract, or any other agreement between the parties on or 
before May 15. 

  
3.        A recommendation by the Superintendent to not renew the nontenured 

support staff member for nonrenewal may be based upon the nontenured 
support staff member’s evaluations, job performance, or any factor 
affecting his/her employment in the school this district. Nonrenewal shall 
not be recommended for any reasons that are trivial and insubstantial; 
unsupported by facts; based upon the support staff member's race, color, 
creed, religion, national origin, ancestry, age, marital status, affectational 
or sexual orientation or sex, social or economic status, or disability, if any; 
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or is based upon the support staff member's exercise of his/her protected 
right of free expression and association. Expressions or associations that 
interfere with the operation of the district may not rise to the level of 
protected activity. 

  
4.        A nNontenured support staff member’s contracts can only be renewed only 

upon the Superintendent’s recommendation and a majority vote of the full 
membership of the Board. The Board shall may not withhold its approval 
for arbitrary and capricious reasons. 

  
C.       Nonrenewal Action 
  

1.        Prior to notifying the nontenured support staff member of the nonrenewal, 
the Superintendent shall notify the Board of the recommendation not to 
renew the nontenured support staff member’s contract and the reasons for 
the recommendation. The Superintendent may notify the Board members 
of the recommendation not to renew the nontenured support staff 
member’s contract and the reasons for the recommendation in a written 
notice to the Board or in the alternative, in executive session. The Board 
will meet in executive session no later than May 10 to review the 
Superintendent’s recommendation(s) for nonemployment of nontenured 
support staff members. If notification is provided to the Board in executive 
session, the Superintendent and the Board will meet in executive session 
in accordance with the timelines and terms of any applicable collective 
bargaining agreement, individual contract, or any other agreement 
between parties. 

 
a. Notice of the executive session shall be given in accordance with 

N.J.S.A. 10:4-13 and individual notice shall be given, not less than 
twenty-four hours in advance of the meeting, to those employees 
whose possible nonrenewal will be discussed at the meeting. If any 
such nontenured support staff member employee requests that the 
discussion take place in public, the recommendation for his/her 
nonrenewal will be severed from the rest and scheduled for 
discussion at a public meeting to be held no later than May 10. 

 
2. The Superintendent will ensure the timelines for nonrenewal action 

are in accordance with the timelines and terms of any applicable 
collective bargaining agreement, individual contract, or any other 
agreement between the parties.  
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32.        A nontenured support staff member not recommended for renewal by the 
Superintendent is deemed not renewed. A Board vote is not required on 
the Superintendent’s recommendation(s) to not renew a nontenured 
support staff member. 

  
D.       Notice of Nonrenewal 
  

1.        Notice of the decision not to renew shall be given to the nontenured 
support staff member not recommended for renewal on or before May 
15. The Board may delegate the Superintendent or the Board Secretary to 
give the written notice of nonrenewal. 

  
12.       The nonrenewal nNotice shall be in writing and provided to the 

nontenured teaching staff member not recommended for renewal by the 
Superintendent in accordance with the terms of any applicable collective 
bargaining agreement, individual contract, or any other agreement 
between the parties. on or before May 15. If hand delivered, a record shall 
be made of the date on which delivery was made. If sent by mail, the 
notice shall be sent registered mail, return receipt requested, to the 
employee's address of record. 

  
E.        Request for Statement of Reasons 
  

1.        Any nontenured support staff member receiving notice that a contract for 
the succeeding school year will not be offered may, within fifteen calendar 
days thereafter, request in writing a statement of the reasons for such 
nonemployment which shall be given to the nontenured support staff 
member in writing thirty calendar days after the receipt of such request.  A 
nonrenewed support staff member will be given a written statement of the 
reasons for which he/she was not renewed provided the staff member’s 
request for a statement of reasons has been received by the Superintendent 
or designee within fifteen calendar days after the support teaching staff 
member has received written notice of his/her nonrenewal. 

  
2.        The statement of reasons for a nonrenewal will set forth, with as much 

particularity as possible, the precise reasons for the nonrenewal. Where the 
nonrenewal is based on performance deficiencies recorded in the 
nontenured support staff member employee's evaluations and the 
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nontenured support staff member employee has been given a copy of those 
evaluations, the statement of reasons may incorporate the evaluations by 
reference. 

  
3.        The statement of reasons may be prepared by the Superintendent or the 

Board Secretary and shall be delivered to the nontenured support staff 
member employee who requested the statement of reasons it within thirty 
calendar days after the receipt of the nontenured support staff member’s 
employee's request for the statement of reasons. 

  
F.        Nonrenewal Appearance 
  

1.        Whenever the nontenured support staff member has requested in writing 
and received a written statement of reasons for non-reemployment 
pursuant to N.J.S.A. 18A:27-3.2, the nontenured support staff member 
may request in writing an informal appearance before the Board.  The 
written request shall be submitted to the Board within ten calendar days of 
the nontenured support staff member’s receipt of the Board’s statement of 
reasons. A support staff member who has requested a statement of reasons 
for his/her nonrenewal will be granted an informal appearance before the 
Board to discuss those reasons, provided that he/she had submitted to the 
Superintendent or designee a written request for such an appearance no 
later than ten calendar days after he/she has received the written statement 
of reasons. 

  
2.        A date shall be set for an The informal appearance shall, which shall be 

scheduled held within thirty calendar days of the nontenured support staff 
member’s employee's receipt of the Board's statement of reasons. The 
appearance shall be conducted at an executive session for which notice has 
been given in accordance with N.J.S.A. 10:4-13.  

 
3. The Board will exercise discretion in determining determine a reasonable 

length of time for the proceeding to be devoted to the appearance, 
depending upon each instance’s specific circumstances. taking into 
account the circumstances of the nonrenewal and the statement of the 
reasons given to the employee.  

 
4. The proceeding of an informal appearance before the Board may be 

conducted in executive session pursuant to N.J.A.C. 10:4-12(b)(8). If 
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conducted in executive session notice must be given in accordance with 
N.J.S.A. 10:4-13. 

  
53.      The Board shall provide the nontenured support staff member adequate 

written notice regarding the date and time of the informal appearance. The 
support staff member requesting the appearance shall be given written 
notice, no later than forty-eight hours in advance of the meeting at which it 
is scheduled, of the date, time, place, and duration of the appearance. 

  
64.       The nontenured support staff member’s appearance before the Board shall 

not be an adversary proceeding.  The purpose of the appearance shall be to 
provide the nontenured support staff member the opportunity to convince 
Board of Education members to offer reemployment.  The purpose of the 
appearance shall be to permit the nonrenewed support staff member to 
convince the members of the Board to offer reemployment. To those ends, 
the appearance shall be informally conducted. This appearance provides a 
mechanism by which the nontenured support staff member, whose renewal 
has not been recommended by the Superintendent, can appeal to the 
Board, on which the Superintendent sits as a non-voting member pursuant 
to N.J.S.A. 18A:17-20. 

 
7. The proceeding of an informal appearance before the Board shall be 

conducted with the President of the Board presiding and the appearance 
will not become an adversary proceeding. 

  
85.       The nontenured support staff member may be represented by an attorney 

or by one individual of his/her choosing. He/She The nontenured support 
staff member may present, on his or her behalf, witnesses to testify on 
his/her behalf. Witnesses who do not need to present testimony not be 
sworn under oath, and their statements will be recorded.  shall not be 
cross-examined by the Board. will simply hear witnesses and will not 
cross-examine them. Witnesses shall will be called one at a time into the 
meeting to address the Board one at a time and shall be excused from the 
meeting after making their statements. 

  
G.       Final Determination 
  

1.        After the appearance before the Board, the Superintendent may make a 
recommendation for reemployment to the voting members of the 
Board. The voting members of the Board, by a majority vote of the full 
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Board in public session, must approve the reemployment based on the 
Superintendent’s recommendation. The Board may not withhold its 
approval for arbitrary and capricious reasons. A nontenured support staff 
member not recommended for renewal by the Superintendent is deemed 
not renewed. A Board vote is not required on the Superintendent’s 
recommendation(s) to not renew a nontenured support staff member. 

  
2.        The Board may, with a majority vote of its full membership in public 

session and without the recommendation of the Superintendent, offer the 
support staff member reemployment after an informal hearing. 

  
3.        Within three working days following the informal appearance, the Board 

shall notify the affected nontenured support staff member, in writing, of its 
final determination.  The Board may delegate notification of its final 
determination to the Superintendent or Board Secretary. The final 
determination will be delivered to the nontenured support staff member, in 
writing, no later than three days after the informal appearance. The Board 
may delegate the Superintendent or the Board Secretary to deliver the final 
determination. 

  
  
Issued:     14 October 2013 
Revised:  TBD 
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5460.02  BRIDGE YEAR PILOT PROGRAM 

 
The New Jersey Commissioner of Education has established a three-year "Bridge 
Year Pilot Program," under which each school district with a high school shall 
offer students in the graduating classes of 2021 and 2022 the opportunity to 
pursue a Bridge Year during the year immediately following their senior year of 
high school, in accordance with the provisions of P.L. 2020 c.41.  The purpose of 
the Bridge Year Pilot Program shall be to provide participating students an 
additional year to address learning loss and missed opportunities in extracurricular 
activities, including spring sports programs, as a result of the public health state of 
emergency caused by the COVID-19 pandemic. 
 
For the purpose of this Policy, "host high school" means the high school that a 
student, who pursues a Bridge Year pursuant to the provisions of P.L. 2020 c.41, 
attended as a junior in high school.   
 
Under the Bridge Year Pilot Program, each high school in a school district shall 
designate a school staff member as a Bridge Year Liaison to serve as the school's 
central point of contact for students interested in pursuing a Bridge Year and for 
students participating in a Bridge Year.  Nothing in P.L. 2020 c.41 shall be 
construed to require a school district to hire an individual to serve as a Bridge 
Year Liaison. 
 
To be eligible to participate in the Bridge Year Pilot Program, a student shall be 
nineteen years of age or younger and shall not turn twenty years of age at any 
time during the Bridge Year, except that a classified student shall be eligible to 
participate if the student will turn twenty years of age during the Bridge Year due 
to services provided pursuant to the student's individualized education program.  
To participate in the Bridge Year Pilot Program, eligible students must notify 
their host high school’s Bridge Year Liaison by February 15 of their senior year. 
 
The Bridge Year Liaison shall develop, in consultation with Bridge Year students, 
an Individual Learning Plan (ILP) for each student.  To ensure ample time to plan 
for the implementation of services outlined in the ILP, each Bridge Year student’s 
ILP shall be completed by May 15, but no later than June 1 of the student’s senior 
year. 
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During the fall semester of the student's Bridge Year, the student shall take 
between nine and twelve credits at the host high school, the county college that 
serves the county of the host high school, or a combination thereof.  During the 
spring semester of the student’s Bridge Year, the student shall take between nine 
and twelve credits at the county college that serves the county of the host high 
school.  During either semester of the Bridge Year, a student may also take up to 
three credits offered by a four-year institution of higher education at any high 
school in the State or at any other location to fulfill the student's credit 
requirement.  At the conclusion of each semester of the Bridge Year, the host high 
school shall update the student's high school transcript to reflect any high school 
credits earned during the Bridge Year.   
 
In the event that a student initially decides to pursue a Bridge Year in the fall 
semester, but does not continue the Bridge Year in the spring semester, the 
student's host high school shall release all final transcripts and other records as 
necessary and as may be requested.  A student who decides not to continue the 
Bridge Year in the spring semester shall not be eligible to participate in a spring 
sports program or extracurricular activities pursuant to P.L. 2020 c.41. 
 
The State Board of Education shall promulgate regulations pursuant to the 
"Administrative Procedure Act," P.L.1968, c.410 (C.52:14B -1 et seq.), necessary 
to effectuate the provisions of P.L. 2020 c.41. 
 
 The Higher Education Student Assistance Authority shall promulgate regulations, 
pursuant to the "Administrative Procedure Act," P.L.1968, c.410 (C.52:14B -1    
et seq.), necessary to effectuate the provisions of subsection d. of section 2 of this 
Act. 
 
 
P.L. 2020 c.41 
 
 
 
 
Adopted: TBD 
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R 5460.02  BRIDGE YEAR PILOT PROGRAM 
 
All public school districts, including charter and renaissance schools, that enroll 
high school students must offer all eligible students the opportunity to participate 
in the Bridge Year Pilot Program (P.L. 2020 c.41).   
 
To participate in the Bridge Year Pilot Program, eligible students must notify 
their host high school’s Bridge Year Liaison of their intent to participate by 
February 15 of their senior year.   
 
A. Bridge Year Liaison 
 

1. To facilitate compliance with the requirements of the Bridge Year 
Pilot Program, each public high school in a school district shall 
designate the Director of Guidance er as a Bridge Year Liaison. 

 
2. The school’s Bridge Year Liaison shall serve as the school’s point 

of contact for students interested in participating in the Bridge 
Year Pilot Program, facilitate planning of the Bridge Year 
students’ academic services, and regularly communicate with the 
respective county college regarding students’ academic progress. 

 
3. Bridge Year Liaisons shall develop, in consultation with Bridge 

Year students, an Individual Learning Plan (ILP) for each student. 
 
4. The Bridge Year Liaison: 
 

a. Shall collect and report attendance in accordance with the 
school district’s policy for those students participating in 
classes not at the host high school consistent with N.J.A.C. 
6A:16-7.6.  Attendance for classes at the host high school 
shall be collected and recorded in the normal course; 

 
b. Must receive reports from the institution of higher 

education that a Bridge Year student attends at least 
quarterly.  The reports must demonstrate, in a manner 
specified by the student’s ILP, the student’s academic 
progress and performance; and 

EXHIBIT #P17 – FIRST READING 
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c. Shall ensure that at the conclusion of each semester of the 

Bridge Year, the student’s high school transcript reflects 
any high school and college credits earned during the 
Bridge Year in accordance with Policy and Regulation 
5460.02. 

 
B. Student Eligibility 
 

1. To be eligible to participate in Bridge Year Pilot Program, a 
student must: 

 
a. Be in the graduating classes of 2021 or 2022; 
 
b. Meet all applicable high school graduation requirements by 

the end of their senior year of high school; 
 
c. Be nineteen years old or younger during the entirety of the 

Bridge Year; a student that would turn twenty years old 
before the end of their Bridge Year is not eligible to 
participate; 

 
(1) A student with disabilities is eligible to participate if 

the student will turn twenty years old during the 
Bridge Year due to services provided under the 
student’s individualized education program (IEP); 
and 

 
d. Maintain a grade point average of 2.0 during the Bridge 

Year. 
 

2. Students with disabilities who receive special education and related 
services under the Individuals with Disabilities Education Act 
(IDEA) must be granted the opportunity to participate in a school 
district’s Bridge Year Pilot Program in accordance with Federal 
and State special education requirements.   

 
a. Regarding the Bridge Year’s age requirements in B.1.c. 

above, school districts that have students with disabilities 
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who have satisfied their State and local graduation 
requirements, but may need an extra year of services, and 
will not turn twenty-one years old before June 30, may 
receive services for another year as determined by the 
student’s IEP team, which includes the student and the 
student’s parent(s).   

 
b. The school district’s Bridge Year Liaison should 

collaborate with the student’s IEP team as the services 
provided to students with disabilities should be focused on 
transition services.  Services shall be delivered via the IEP. 

 
C. Academics 
 

1. Individual Learning Plans (ILP) 
 

a. Each Bridge Year student’s academic and co-curricular 
goals for the Bridge Year shall be defined in an ILP.  A 
student’s ILP shall detail the activities and strategies for 
accomplishing these goals, including, but not limited to, 
counseling, academic support, coursework, and                
co-curricular or athletic participation.  The New Jersey 
Department of Education (NJDOE) developed an ILP 
template for school districts, which will be available on the 
NJDOE’s webpage. 

 
(1) In developing a student’s ILP, a school district 

should utilize the considerations outlined in Bridge 
Year Pilot Program (P.L. 2020 c.41) 
Implementation Guidance. 

 
b. To ensure ample time to plan for the implementation of 

services outlined in the ILP, each Bridge Year student’s 
ILP shall be completed by May 15, but no later than June 1 
of the student’s senior year. 

 
2. Academic and Course Requirements 
 

a. Students participating in the Bridge Year Pilot Program 
shall meet the following academic and course 
requirements: 
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(1) During the fall semester, students shall take 
between nine and twelve credits at the host high 
school, county college in the county in which the 
host high school is located, or a combination 
thereof; 

 
(2) During the spring semester, students shall take 

between nine and twelve credits at the county 
college in the county in which the host high school 
is located; 

 
(3) During either semester, students may take up to 

three credits offered by a four-year institution of 
higher education at any high school in the State or 
any other location to fulfill the student’s credit 
requirements described in C.2.a.(1) and (2) above; 

 
(4) Students who pursue a Bridge Year and participate 

in a spring sport sanctioned by the New Jersey State 
Interscholastic Athletic Association (NJSIAA) shall 
enroll in less than twelve college credits, or 
otherwise be enrolled in a number of college credits 
as to not be considered a full-time college student, 
in each of the fall and spring semesters during the 
student’s Bridge Year; 

 
(5) During the Bridge Year, students do not need to 

participate in health, safety, and physical education 
as required by N.J.S.A. 18A:35-5, 7, and 8 
(N.J.A.C. 6A:8-5.1(a)1.vi); and 

 
(6) A Bridge Year student shall be considered a       

non-matriculated student of the respective county 
college. 
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b. School districts that do not operate on the basis of fall and 

spring semesters should meet the spirit of the academic and 
course requirements outlined in C.2.a. above and ensure 
that Bridge Year students meet their total credit 
requirements for the entirety of the Bridge Year Pilot 
Program. 

 
c. The District reserves the right to decide any courses 

selected to be taken at Roxbury High School so that they do 
not deprive any typically enrolled student from enrolling in 
a course/program and/or meet previously unfulfilled 
programming opportunities as identified by Roxbury High 
School staff. 

 
3. Graduation 
 

a. As stated in B.1.b. above, all students must meet all 
applicable high school graduation requirements by the end 
of their senior year of high school before participating in 
the Bridge Year Pilot Program. 

 
b. The Bridge Year student may participate in the graduation 

ceremony at the end of his or her senior year or the end of 
his or her Bridge Year. 

 
c. The student’s diploma will be withheld and formal 

matriculation from high school will be deferred until 
completion of the Bridge Year Pilot Program. 

 
(1) Participating students are only held to the 

graduation requirements of their senior year and are 
not required to meet the graduation requirements of 
their Bridge Year in order to receive their high 
school diploma. 
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(a) For example, 12th graders in the graduating 

class of 2021 – whose Bridge Year would 
take place during the 2021-2022 school  
year – will be held only to the graduation 
requirements applicable to the class of 2021, 
as modified pursuant to Executive Order 214 
by the Governor of New Jersey, and not to 
the graduation requirements for the class of 
2022. 

 
d. At the conclusion of each semester of the Bridge Year Pilot 

Program, the host high school shall update the student’s 
high school transcript to reflect any high school credits 
earned during the Bridge Year. 

 
e. If a student decides to pursue a Bridge Year in the fall 

semester, but does not continue the Bridge Year in the 
spring semester, the student’s host high school shall release 
all final transcripts and other records as necessary and as 
may be requested. 

 
D. Data Reporting 
 

1. NJ SMART 
 

a. The NJDOE will add a new field in the NJ SMART SID 
Management to indicate whether 12th graders are planning 
to participate in the Bridge Year Pilot Program in the 
following year (beginning in the 2020-2021 school year) or 
whether a 12th grader is currently participating in a Bridge 
Year Pilot Program (beginning in the 2021-2022 school 
year). 

 
b. School districts will be required to begin entering this 

information for all 12th graders beginning with the June 
2021 snapshot. 

 
2. School and District Accountability 
 



REGULATION 
STUDENTS 

R 5460.02/page 7 of 7 
Bridge Year Pilot Program 

M 

 

 

ROXBURY TOWNSHIP 
   BOARD OF EDUCATION 

 

a. Students participating in the Bridge Year Pilot Program 
will continue to be included in the accountability 
calculations for both Every Student Succeeds Act school 
accountability and New Jersey Quality Single 
Accountability Continuum (QSAC) district accountability 
during their Bridge Year. 

 
(1) This would include graduation rate and chronic 

absenteeism calculations for both school and district 
accountability. 

 
(2) Students participating in the Bridge Year Pilot 

Program will not count as graduates for graduation 
rate calculations until they receive a diploma at the 
end of the Bridge Year. 

 
E. Athletic Requirements 
 

1. Students participating in the Bridge Year Pilot Program are eligible 
to participate in NJSIAA sanctioned sports at their host high school 
– and only at their host high school – during the spring season of 
their Bridge Year. 

 
a. Bridge Year students are not eligible to participate in fall or 

winter sports during their Bridge Year. 
 

2. Students must meet the eligibility requirements outlined by the 
NJSIAA. 

 
3. A student who decides not to continue their Bridge Year in the 

spring semester shall not be eligible to participate in a spring sports 
program or extracurricular activities.  

 
4. Bridge Year students participating in spring athletics are subject to 

the athletic code of conduct, and any other applicable codes, rules, 
or school district policies as other students participating in the 
spring sport. 

 
 
 
Issued:  TBD 
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The Board of Education shall implement a Policy and Regulation pertaining to travel 
expenditures for its employees and Board of Education members that is in accordance 
with N.J.S.A. 18A:11-12, N.J.A.C. 6A:23A-7, and other rules and procedures the Board 
of Education deems appropriate pursuant to N.J.A.C. 6A:23A-7.2(a).  The Policy and 
Regulation pertaining to school district travel expenditures incorporates either expressly, 
in whole or in part, and/or by reference, the laws and regulations contained in N.J.S.A. 
18A:11-12 and N.J.A.C. 6A:23A-7.    
 
The Board of Education shall ensures 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) current cCirculars 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 OMB Office of Management and Budget conflict with the provisions of these rules 
N.J.A.C. 6A:23A-7, the provisions of the superseding circulars shall govern. 
  
Any sections of State travel regulations as established by the OMB presented as OMB 
Travel, Entertainment, Meals, and Refreshments Circulars, that conflict with N.J.S.A. 
18A:1-1 et seq. shall not be included in Policy and Regulation 6471 nor authorized under 
N.J.A.C. 6A:23A-7.  This includes, but is not limited to, the authority to issue travel 
charge cards as allowed under the OMB Circulars, but which is not authorized for school 
districts under New Jersey school law.   
 
The Board of Education shall ensure, through Policy and Regulation 6471, that all travel 
by its employees and Board of Education members is educationally necessary and fiscally 
prudent.  Policy and Regulation 6471 shall include the requirement that all school district 
travel expenditures are: 
 

1. Directly related to and within the scope of the employee's or district Board 
member's current responsibilities and, for school district employees, the 
school district's professional development plan, the school professional 
development plan, and employee’s individual professional development 
plan; 

   
 

EXHIBIT #P18 – FIRST READING 
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2. For travel that is critical to the instructional needs of the school district or 
furthers the efficient operation of the school district; and 

 
3. In compliance with State travel payment guidelines as established by the 

OMB and with guidelines established by the Federal Office of 
Management and Budget; except any State or Federal regulations and 
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 of Education shall specify in its 
travel 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.   

 
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 
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primary financial backer. School district employees are actively 
involved in working the event and other employees may attend as 
participants; 

  
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. 

  
2.        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. 

  
3.        School district travel expenditures in accordance with this Policy and 

subject to 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 
Policy and Regulation 6471 school Board policies. This includes, but is 
not limited to, required professional development, other employee 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.  
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4. 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 of Education approval, separate tracking as 
described at N.J.S.A. 18A:11-12.q., 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; 

  
b.        For travel that is critical to the instructional needs of the school 

district or furthers the efficient operation of the school district; and 
  

c.        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. 

  
2.        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 
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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 of 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. 

  
b.        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. 

  
c.        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. 

  
D.       Travel Reimbursements 
  

1.        Travel reimbursements will be paid only upon compliance with all 
provisions of N.J.A.C. 6A:23A-7 and Policy and Regulation 6471. the 
Board's procedures and approval requirements. The Board of Education 
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). 

  
E.        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 
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financial involvement that may reasonably be expected to impair his/her 
objectivity or independence of judgment. 

  
2.        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. 

  
F.        Maximum Travel Budget 
  

1.        Annually in the prebudget year, tThe Board of Education shall establish by 
Board resolution, a maximum travel expenditure amount for the budget in 
accordance with the requirements outlined in N.J.A.C. 6A:23A-7.3. year 
which the school district shall not exceed. The Board resolution shall also 
include the maximum amount established for the prebudget 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, prebudget 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. 

  
d.        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. 
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e.        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. 

  
(1)       The Superintendent shall designate an alternate approval 

authority to approve travel requests in his/her absence when 
necessary to obtain timely Board approval. 

  
(2)       Regulation 6471 provides the procedures for the internal 

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

  
G.       Travel Approval Procedures 
  

1.        All travel requests for employees of the district shall must be submitted 
and approved in writing by the Superintendent of Schools and approved 
by a the majority of the Board of Education’s full voting membership of 
the Board, except if where the Board of Education 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. 

  
2.        All travel requests for Board members shall require prior approval by a 

majority of the Board of Education’s 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. 

  
3.        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, 
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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. 

  
4.        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.A.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. 

  
(1)       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. 

  
(2)       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 
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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.        Name and dates of event; 

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

or title; 
  

c.        Estimated cost associated with travel; 
  

d.        A justification and 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 for 
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; 

  
e.        Account number and funding source – Federal, State, private, or 

local; and 
  

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

  
2.        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. 

  
I.         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: 
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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. 

  
2.        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. 

  
3.        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: 

  
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. 

  
4.        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. 

  
5.        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). 

  
J.         Sanctions for Violations of Travel Requirements 



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Finances 
6471/Page 11 of 26 

SCHOOL DISTRICT TRAVEL (M) 

  
1.        Any Board of Education that violates its established maximum travel 

expenditure as set forth in N.J.A.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. 

  
2.        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. 

  
3.        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. 

  
4.        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. 

  
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.J.A.C. 6A:23A-7 and N.J.S.A. 18A:11-12. 

  
K.       Prohibited Travel Reimbursements 
  

1.        The following types of expenditures are not eligible for reimbursement: 
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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; 

  
j.         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 
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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; 

  
l.         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); 

  
m.       Gratuities or tips in excess of those permitted by Federal per diem 

rates; 
  

n.        Reverse telephone charges or third party calls; 
  

o.        Hospitality rooms; 
  

p.        Souvenirs, memorabilia, promotional items, or gifts; 
  

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

  
r.         Other travel expenditures that are unnecessary and/or excessive. 
  

L.        Travel Methods 
  

1.        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. 

  
2.        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. 

  
3.        Pursuant to OMB Circulars, the following travel methods requirements 

apply: 
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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; 

  
b.        Air travel shall only be authorized when determined that it is 

necessary and advantageous to conduct school district business: 
  

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

  
(2)       The following options should be considered when booking 

tickets: 
  

(a)       Connecting versus nonstop flights; 
  

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

  
(c)       Utilizing alternative airports within a city, i.e. 

Chicago, Illinois – MidwayAirport versus O’Hare 
Airport; 

  
(d)      Utilizing alternative cities, i.e. Newark versus 

Philadelphia; 
  

(e)       Utilizing "low cost" airlines; and 
  

(f)       Exploring alternate arrival and/or departure days. 
  

(3)       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; 

  
(4)       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: 

  
(a)       Is less expensive than economy; 
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(b)       Avoids circuitous routings or excessive flight 
duration; or 

  
(c)       Would result in overall transportation cost savings. 

  
(5)       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; 

  
(6)       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; 

  
(7)       Airline tickets shall not be booked until all necessary 

approvals have been obtained; 
  

(8)       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 control of the 
purchaser. Additional expenses without sufficient 
justification shall not be reimbursed; and 

  
(9)       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. 

  
c.        Rail travel shall only be authorized when determined that it is 

necessary and advantageous to conduct school district business: 
  

(1)       The most economical scheduling of rail travel shall be 
utilized, including excursion and government discounts, 
whenever applicable; 
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(2)       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; 

  
(3)       The use of high speed rail services, such as Acela, shall not 

be authorized; 
  

(4)       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 

  
(5)       All rail travel, including rail travel in the Northeast 

Corridor must be processed in the same manner as 
prescribed for air travel above. 

  
d.        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: 

  
(1)       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; 

  
(b)       Parking and toll charges shall be allowed in addition 

to mileage allowance; 
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(c)       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; 

  
(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; 

  
(f)       Employees and Board members who are out-of-State 

residents must provide appropriate insurance 
identification in lieu of the New Jersey Insurance 
Identification Card; 

  
(g)       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 

  
(i)        Cruises are not permitted for travel events or 

transportation. 
  

M.       Routing of Travel 
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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 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 
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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. 

  
(1)       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. 

  
(2)       If there is no hotel at the site of the current travel event (e.g. 

Atlantic CityConvention 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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(1)       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. 

  
d.        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. 

  
e.        Receipts shall be required for all hotel and incidental expenses. 

  
(1)       Meal expenses under the Federal per diem allowance limits 

do not require receipts pursuant to N.J.S.A. 18A:11-
12.o.(3). 

  
f.         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. 

  
g.        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. 

  
h.        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. 

  
2.        Meals during one-day, out-of-State trips required for school business 

purposes may be authorized for breakfast, lunch, and/or dinner in an 
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amount permitted by NJOMB. The Commissioner shall post the most 
current rates on the Department of Education website for reference. 

  
3.        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 lunch at the off-site location. 

  
a.        If lunch is included in a one-sum registration fee for the training 

session, the full amount is eligible for reimbursement if reasonable. 
  

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. 

  
4.        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. 

  
5.        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 students 
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 student activity are 
permitted. 
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6.        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 quotes if required pursuant to N.J.S.A. 
18A:18A-1 et seq. 

  
c.        Where the school district’s food service program can prepare 

comparable meals at a lower cost, the food service program shall 
be used. 

  
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. 

  
7.        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 
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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. 

  
P.        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. 

  
2.        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. 

  
3.        Sufficient documentation shall be maintained centrally by the school 

district to support payment and approval of the travel voucher. 
  

4.        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. 

  
5.        Documentation for requests for travel reimbursement shall show: 

  
a.        The dates and individual points of travel, number of miles traveled 

between such points, and kind of conveyance used; 
  

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

  
d.        Original receipts shall be required for all reimbursable expenses, 

except for meals that qualify for per diem allowances and for 
parking meters; 

  
e.        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; 

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

bill; 
  

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

  
h.        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; 

  
i.         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; 

  
j.         Reimbursement requests must be supported by other receipts as 

required; 
  

k.        The voucher shall be itemized; and 
  

l.         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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6.        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). 

  
7.        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. 

  
 
A Board member must recuse himself or herself from voting on travel if the 
Board member, a member of his or her immediate family, or a business 
organization in which he or she has an interest has a direct or indirect financial 
involvement that may reasonably be expected to impair his or her objectivity or 
independence of judgment.  Policy and Regulation 6471 prohibit a Board member 
from acting in his or her official capacity in any matter in which he or she or a 
member of his or her immediate family has a personal involvement that is or 
creates some benefit to the school district Board member or member of his or her 
immediate family; or undertaking any employment or service, whether 
compensated or not, that may reasonably be expected to prejudice his or her 
independence of judgment in the execution of his or her official duties.   
 
The Board of Education excludes from the requirements of prior Board of 
Education approval any travel caused by or subject to existing contractual 
provisions, including grants and donations, and other statutory requirements, or 
Federal regulatory requirements in accordance with the provisions of N.J.A.C. 
6A:23A-7.4(d). 

 
The Board of Education requires documentation required in N.J.A.C.        
6A:23A-7.5(b) that justifies the number of employees attending an event and the 
benefits derived from their attendance.  Pursuant to N.J.A.C. 6A:23A-7.5(c), the 
school district shall maintain documentation on file that demonstrates compliance 
with the Board of Education's travel policy, including travel approvals, reports, 
and receipts for all school district funded expenditures, as appropriate. 
 
The School Business Administrator/Board Secretary shall be responsible for the 
accounting requirements for travel in accordance with the provisions of N.J.A.C. 
6A:23A-7.6. 
 
The Superintendent of Schools is the final approval authority for travel. 
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Sanctions for a violation of the provisions of N.J.A.C. 6A:23A-7 or this Policy are 
outlined in N.J.A.C. 6A:23A-7.7 and Regulation 6471.  
 
The Board of Education prohibits the types of travel expenditures not eligible for 
reimbursement as listed in N.J.A.C. 6A:23A-7.8. and Regulation 6471.   
 
Travel methods shall be in accordance with the provisions of N.J.A.C.      
6A:23A-7.9 and Regulation 6471 and the routing of travel shall be in accordance 
with the provisions of N.J.A.C. 6A:23A-7.10 and Regulation 6471.   
 
Any subsistence allowance shall be in accordance with the provisions of N.J.A.C. 
6A:23A-7.11 and Regulation 6471.  Meal allowances and incidental expenditures 
shall be in accordance with N.J.A.C. 6A:23A-7.12 and Regulation 6471. 
 
Reimbursement for out-of-State and high-cost travel shall be made pursuant to 
N.J.S.A. 18A:11-12, N.J.A.C. 6A:23A-5.9, and Policy and Regulation 6471.   
 
Records and supporting documentation must be completed and maintained as 
required in N.J.A.C. 6A:23A-7.13 and outlined in Regulation 6471.  
 
The Board of Education shall approve the mileage reimbursement amount to be 
paid to an employee who has been approved by the Superintendent or designee to 
use their personal vehicle for school-related business.        
 
 
N.J.S.A. 18A:11-12 et seq. 
N.J.A.C. 6A:23A-5.9; 6A:23A-7 et seq. 
  
  
Adopted: 14 October 2013 
Revised:  TBD 
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R 6471 SCHOOL DISTRICT TRAVEL PROCEDURES (M) 
  
M 
  
A. Definitions  (N.J.S.A. 6A:23A-1.2) 

  
1. For the purpose 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 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;   

 
 
 

 

EXHIBIT #P19 – FIRST READING 
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d. Regular school district business travel – 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-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 district Board 
member.  The $150 limit per employee or district Board 
member may be adjusted by inflation; and 

 
e. Retreats – means meetings with school district employees 

and school Board members, held away from the normal 
work environment at which organizational goals and 
objectives are discussed.  If available, school district 
facilities shall be utilized for this type of event. 

 
B. Maximum Travel Budget  (N.J.A.C. 6A:23A-7.3) 

 
1. Annually in the prebudget year, the Board of Education shall 

establish by resolution a maximum travel expenditure amount for 
the budget year, which the school district shall not exceed.  The 
resolution shall also include the maximum amount established for 
the prebudget 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 exclude travel expenditures supported by 

Federal funds from the maximum travel expenditure 
amount.  

 
(1) 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, prebudget year, 
and projected for the budget year. 
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c. Exclusion of Federal funds from the annual maximum 
travel budget shall not exempt such travel from the 
requirements applicable to State and local funds.  

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

6A:23A-1.2 and in this Regulation shall include attendance at 
regularly scheduled in-State county meetings and Department-
sponsored or association-sponsored events provided free of charge.  
It also shall include regularly scheduled in-State professional 
development activities for which the registration fee does not 
exceed $150 per employee or Board member.   
 
a. Regular school district business travel shall require 

approval of the Superintendent prior to obligating the 
school district to pay related expenses and prior to 
attendance at the travel event.   

 
(1) The Superintendent shall designate the Business 

Administrator or Assistant Superintendent as an 
alternate approval authority to approve travel 
requests in his or her absence when necessary to 
obtain timely district Board of Education approval.   

 
(2) The Superintendent shall establish, in writing, the 

internal levels of approval required prior to his or 
her approval of the travel event, as applicable. 

 
C. Travel Approval Procedures  (N.J.A.C. 6A:23A-7.4) 

 
1. All travel requests for employees of the school district shall be 

submitted to the Superintendent or designee and approved in 
writing by the Superintendent and approved by a majority of the 
Board of Education's full voting membership, except if the Board 
of Education has excluded regular business travel from prior 
approval in Policy 6471 pursuant to 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 or her absence 
when necessary to obtain timely Board approval. 
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b. The Superintendent shall establish, in writing, the internal 
levels of preliminary approval required prior to the 
Superintendent’s approval of the travel event, as applicable.   

 
(1) The School Business Administrator/Board Secretary 

or designee shall review all travel requests either 
before or after the Superintendent’s approval and 
prior to submission of the Board for approval to 
determine if the expenses as outlined in the request 
are in compliance with the requirements of 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. 

 
(a) If any travel expenses requested are not in 

compliance with the guidelines outlined 
above, the School Business 
Administrator/Board Secretary or designee 
will return the request to be revised in 
accordance with the guidelines outlined 
above. 

 
(b) 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. 

 
2. All travel requests for Board members shall require prior approval 

by a majority of the Board's full voting membership, except where 
the Board has excluded regular business travel from prior approval 
pursuant to 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 24.1.   

 
3. The Board of Education may approve, at any time prior to the 

event, travel for multiple months as long as the approval detailed in 
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Board of Education minutes itemizes the approval by event, total 
cost, and number of employees and/or Board members attending 
the event.  General or blanket pre-approval shall not be authorized.   

 
4. All travel requests shall receive prior approval of the Board of 

Education except if the Board has excluded from the requirements 
prior Board approval of any travel caused by or subject to existing 
contractual provisions, including grants and donations, and other 
statutory requirements, or Federal regulatory requirements in 
Policy 6471 pursuant to N.J.A.C. 6A:23A-7.4(d).  For the 
exclusion of prior Board approval to apply, the required travel 
event shall be detailed, with number of employee(s), Board 
member(s), and total cost in the applicable contract, grant, 
donation, statute, or Federal regulation. 

 
a. This shall 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. 

 
b. This shall not include general contractual provisions in 

employment contracts for continuing education or 
professional development, except if the Board has included 
in its policy a maximum amount per employee for regular 
business travel that does not require prior Board of 
Education approval pursuant to N.J.A.C. 6A:23A-7.3. 

 
5. If occasional unforeseen situations arise wherein a travel request 

cannot obtain prior approval of the Board of Education, 
justification shall be included in the text of the travel request.   

 
a. Such requests shall require prior written approval of the 

Superintendent or designee, and the Executive County 
Superintendent or designee. 

 
b. The Board shall ratify the request at its next regularly 

scheduled meeting. 
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c. Travel to conferences, conventions, and symposiums shall 
not be considered emergencies and shall not be approved 
after the fact. 

 
6. Subsequent to pre-approval by a majority of the full voting 

membership of the Board of Education, reimbursement of 
prospective employee travel expense shall be pre-approved by the 
Executive County Superintendent. 

 
D. Required Documentation for Travel  (N.J.A.C. 6A:23A-7.5) 
 

1. The Board of Education requires the documentation listed in D.2. 
below to justify the number of employees attending an event and 
the benefits to be derived from their attendance; 

 
2. Neither the Superintendent or designee, nor the Board of Education 

shall approve a travel request unless it includes, at a minimum, the 
following information:  

 
a. The name and date(s) of the event; 

 
b. A list of Board members and/or employees to attend, either 

by name and title; 
 

c. The estimated cost associated with travel; 
 
d. A justification and brief statement that includes the primary 

purpose for the travel, the key issues that will be addressed 
at the event, and their relevance to improving instruction or 
the operation of the school district. 

 
(1) For training events, the statement must include 

whether the training is 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;  

 



REGULATION 
 
 
 
 

 

 

ROXBURY TOWNSHIP 
   BOARD OF EDUCATION 

FINANCES 
R 6471/Page 7 of 31 

SCHOOL DISTRICT TRAVEL PROCEDURES (M) 

e. The account number and funding source - Federal, State, 
private, or local; and 

 
f. For annual events, the total attendance and cost for the 

previous year. 
 

3. The school district shall maintain documentation on file that 
demonstrates compliance with the Board of Education's travel 
policy, including travel approvals, reports, and receipts for all 
school district funded expenditures, as appropriate. 

 
E. School Business Administrator/Board Secretary Responsibilities 

Regarding Accounting for Travel  (N.J.A.C. 6A:23A-7.6) 
 
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 of Education approved maximum travel 
expenditure amount for the budget year as required by 
N.J.A.C. 6A:23A-7.3. 
   

2. 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.  The separate accounting 
tracking system 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 Policy and Regulation 
6471 and N.J.A.C. 6A:23A-7, and shall be in a detailed format 
suitable for audit.  

 
3. The School Business Administrator/Board Secretary or designee 

shall review and approve the cost and supporting documentation 
required by N.J.A.C. 6A:23A-7 and submitted by the person(s) 
having incurred travel expense. The School Business 
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Administrator shall not approve or issue payment of travel 
expenditures or reimbursement requests until all required 
documentation and information to support the payment has been 
submitted, and shall not approve any travel expenditure that, when 
added to already approved travel expenditures, would exceed the 
Board of Education approved maximum travel expenditure amount 
for the budget year. 

 
4. The School Business Administrator/Board Secretary shall be 

responsible for the adequacy of documentation of transactions 
processed by his or her staff and the retention of the documentation 
to permit audits of the records. 

  
5. A Board of Education employee, a Board member, or an 

organization shall not receive partial or full payment 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, including travel-related purchases for which a purchase 
order is not applicable, shall be made personally by a school 
district employee or Board member and reimbursed at the 
conclusion of the travel event.  N.J.A.C. 6A:23A-7.6, Policy 6471, 
and this Regulation do not preclude the school district from paying 
the vendor directly with the proper use of a purchase order (for 
example, for registration, airline tickets, hotel). 

 
F. Sanctions for Violations of Travel Requirements  (N.J.A.C. 6A:23A-7.7) 

 
1. A Board of Education that violates its established maximum travel 

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

 
2. The staff member designated as the final approval authority for 

travel who approves any travel request or reimbursement in 
violation of N.J.A.C. 6A:23A-7 and Policy and Regulation 6471 
shall reimburse the school district in an amount equal to three 
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times the cost associated with attending the event, pursuant to 
N.J.S.A. 18A:11-12. 

 
3. An employee or Board member who violates the provisions of 

N.J.A.C. 6A:23A-7 and Policy and Regulation 6471 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. 

 
4. In accordance with N.J.A.C. 6A:23A-7.7(d), there must be 

procedures to monitor compliance and application of the penalty, 
as outlined in N.J.A.C. 6A:23A-7.7, upon determination a violation 
has occurred after Board of Education payment of the event. 

 
a. In addition to the annual audit test procedures to ensure 

compliance as required in N.J.A.C. 6A:23A-7.7(e) and F.5. 
below, the School Business Administrator/Board Secretary 
will designee a staff member to review travel payments that 
are being recommended to the Board for payment prior to 
Board approval and travel payments previously approved 
by the Board for payment and paid for any violations. 

 
(1) In the event the annual audit test procedures or the 

review by the staff member designated by the 
School Business Administrator/Board Secretary  
determines a travel payment recommended to the 
Board for payment or a travel payment previously 
approved by the Board and was paid in violation of 
N.J.A.C. 6A:23A-7 and Policy and Regulation 
6471, the school district auditor or the staff member 
designated by the School Business 
Administrator/Board Secretary shall inform the 
Superintendent of Schools of the violation in 
writing. 

 
(2) The Superintendent shall determine if a violation of 

N.J.A.C. 6A:23A-7 requires a penalty in accordance 
with N.J.A.C. 6A:23A-7.7. 
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(3) If a violation is determined prior to payment or 
reimbursement of the travel event, the 
Superintendent may exclude application of any 
additional penalties.   

 
5. The annual audit conducted pursuant to N.J.S.A. 18A:23-1 shall 

include test procedures to ensure compliance with the Board of 
Education's policy and travel limitations set forth in this section 
and N.J.S.A. 18A:11-12. 

 
G. Prohibitive Travel Reimbursements  (N.J.A.C. 6A:23A-7.8) 
 

1. 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 
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 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 educations 
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; 
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g. Training to maintain a certification that is not required as a 
condition of employment (For 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, and entertainment; 
 
i. Limousine services and chauffeuring costs to, or during, the 

event; 
 
j. 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 shall accompany any request for car 
rentals.  If approved, the most economical car rental is to be 
used, including the use of subcompacts and discounted and 
special rates.  An example of the justified use of a 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; 
 
l. Entertainment costs, including amusement, diversion, 

social activities, and any costs directly associated with such 
costs (such as tickets to shows or sports events, meals, 
lodging, rentals, transportation, and gratuities); 

 
m. Gratuities or tips in excess of those permitted by Federal 

per diem rates; 
 
n. Reverse telephone charges or third party calls;  
 

 
o. Hospitality rooms; 
 
p. Souvenirs, memorabilia, promotional items, or gifts;   
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q. Air fare without documentation of quotes from at least 
three airlines and/or on-line services; and 

 
r. Other travel expenditures that are unnecessary and/or 

excessive. 
 
H. Travel Methods  (N.J.A.C. 6A:23A-7.9) 
 

1. For the purpose of section H. of this Regulation and N.J.A.C. 
6A:23A-7.9, "transportation" means necessary official travel on 
railroads, airlines, shuttles, buses, taxicabs, rideshares, school 
district-owned or leased vehicles, and personal vehicles. 

 
2. 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. 

 
3. Pursuant to Office of Management and Budget (OMB) Travel 

Circulars and N.J.A.C. 6A:23A-7.1 et seq., the following travel 
methods requirements shall 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. 

 
b. Air travel shall be authorized only when determined that it 

is necessary and advantageous to conduct school district 
business. 

 
(1) The most economical air travel should be used, 

including the use of discounted and special rates.   
 
 
 
(2) The following options should be considered when 

booking tickets:   
 

(a) Connecting versus nonstop flights; 
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(b) Departing earlier or later compared to the 

preferred departure time;  
 
(c) Utilizing alternative airports within a city, 

for example, Chicago, Illinois-Midway 
Airport versus O'Hare Airport; 

 
(d) Utilizing alternative cities, for example, 

Newark versus Philadelphia; 
 
(e) Utilizing "low cost" airlines; and 
 
(f) Exploring alternate arrival and/or departure 

days. 
 

(3) No employee or Board member can earn benefits as 
a result of school district funded travel.  Employees 
and Board members shall be prohibited from 
receiving "frequent flyer" or other benefits accruing 
from school district funded travel. 

 
(4) Airfare other than economy (that is, business or first 

class) shall not be fully reimbursed by the school 
district except when travel in such classes: 

 
(a) Is less expensive than economy; 
 
(b) Avoids circuitous routings or excessive 

flight duration; or 
 
(c) Would result in overall transportation cost 

savings. 
 
 

 
(5) All airfare other than economy and not covered by 

the above exceptions purchased by an employee or 
Board member shall be reimbursed only at the 
economy rate for the approved destination. 
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(6) 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. 

 
(7) Airline tickets shall not be booked until all 

necessary approvals have been obtained. 
 
(8) Additional expenses over and above the authorized 

travel request shall be considered only for factors 
outside the purchaser's control.  The burden of proof 
shall be placed upon the purchaser and any 
additional expenses incurred without sufficient 
justification and documentation, as determined by 
the School Business Administrator/Board Secretary, 
shall not be reimbursed. 

 
(9) Justification shall accompany requests for airline 

ticket reimbursement when purchased by employees 
or Board members contrary to H.3.b.(1) through (8) 
above.  Sufficient justification shall be considered 
only for factors outside the purchaser's control. 
Noncompliant purchases without sufficient 
justification shall not be reimbursed. 

 
c. Rail travel shall be authorized only when determined that it 

is necessary and advantageous to conduct school district 
business. 

 
(1) The most economical scheduling of rail travel shall 

be utilized, including excursion and government 
discounts, whenever applicable. 

 
 

(2) The use of high-speed rail services, such as Acela, 
shall not be authorized. 
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(3) All rail travel shall be processed in the same manner 
as prescribed for air travel in H.3.b. above. 

 
d. 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. 

 
(1) Mileage allowance in lieu of actual expenses of 

transportation shall be approved by the Board and 
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 or her personally owned vehicle on 
official business. 

 
(a) If any condition in an existing negotiated 

contract is in conflict with the OMB Travel 
Circulars, such as the mileage 
reimbursement rates, the provisions of the 
existing contract shall prevail. 

 
(2) Parking and toll charges shall be allowed in addition 

to mileage allowance. 
 
(3) 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. 

 
(4) In determining the relative costs of private and 

public transportation, all associated costs (that is, 
tolls, taxicabs, airport or station transfers, etc.) shall 
be considered. 

 
(5) All employees and Board members using privately 

owned cars in the performance of their duties for 
the school district shall present a New Jersey 
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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 cars. 

 
(6) Employees and district Board members who are 

out-of-State residents shall provide appropriate 
insurance identification in lieu of the New Jersey 
Insurance Identification Card. 

 
e. School district-owned or -leased vehicles shall be utilized 

in accordance with N.J.A.C. 6A:23A-6.12. 
 
f. Necessary taxicab or rideshare charges shall be 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 or rideshares may be used. 

 
g. Cruises shall not be permitted for travel events or 

transportation. 
 
I. Routing of Travel  (N.J.A.C. 6A:23A-7.10) 
 

1. Pursuant to State travel guidelines as established by the New 
Jersey Department of the Treasury, Office of Management and 
Budget, and presented in the OMB Travel Circulars: 

 
a. All travel shall follow the most direct, economical, and 

usually traveled route.  Travel by other routes as a result of 
official necessity shall be eligible for payment or 
reimbursement only if satisfactorily established in advance 
of such travel. 

 
b. If a person travels by indirect route for personal 

convenience, the extra expense shall be borne by the 
individual. 
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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. 

 
J. Subsistence Allowance – Overnight Travel (N.J.A.C. 6A:23A-7.11) 
 

1. Pursuant to the State travel guidelines as established by the New 
Jersey Department of the Treasury, Office of Management and 
Budget, and presented in the OMB Travel 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 Travel Circulars, generally, overnight travel 

shall not be eligible for subsistence reimbursement if travel is 
within the State.  Overnight travel is permitted if it is authorized 
pursuant to 3. below, or is a required component by the entity 
issuing a grant, donation, or other funding agreement with the 
school district.  The specific required overnight in-State travel 
event shall be detailed in the final grant, donation, or other fund 
acceptance agreement along with the number of authorized 
travelers and total cost. All reimbursements shall be subject to 
N.J.A.C. 6A:23A-7 unless the funding acceptance agreement 
specifies otherwise. 

 
3. Pursuant to the State travel regulations as established by the New 

Jersey Department of the Treasury, Office of Management and 
Budget, and presented in the OMB Travel Circulars, the 
Commissioner shall be authorized to grant waivers for overnight 
travel for Board members and school district employees to attend 
in-State conferences. 

 
a. Such waivers will be granted in only extremely limited 

circumstances when the sponsoring organization can 
demonstrate the conference is broad and multi-disciplinary 
in scope, incorporates content offerings from numerous 
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specialty areas, and includes important professional 
development opportunities and/or required training. 

 
b. The sponsoring organization shall demonstrate the 

conference's content, structure, scheduling, and anticipated 
attendance necessitate that it be held on multiple 
consecutive days with overnight lodging.  When such 
waivers are granted, individual school districts or 
individuals shall not be required to submit waiver requests 
for attendance at these conferences. 

 
c. Sponsors of in-State conferences may submit to the 

Commissioner a request for a waiver of this prohibition by 
providing information regarding the conference as follows: 

 
(1) The name and dates of the event; 
 
(2) Justification for the length of the conference and the 

necessity to hold events for each day beyond the 
first day of the conference; 

 
(3) Identification of all other conferences sponsored or 

co-sponsored by the organization (whether single or 
multi-day) in the previous year; 

 
(4) A description of the target audience by position title 

and/or educational certificate and endorsement; 
 
(5) Justification of the importance of the target 

audience attending the event; 
 
(6) The cost of registration; 
 
 
 

 
(7) A detailed list and description of any activities to be 

charged to the participants by the sponsor separate 
from the registration fee, such as luncheons, 
workshops, entertainment, etc., including: 
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(a) The cost of the activity; 
 
(b) Whether participation is mandatory or 

voluntary; and 
 
(c) The purpose such as social, guest speaker, 

working session, etc. 
 

(8) A copy of agenda or program for the event; 
 
(9) A brief statement that includes the primary purpose 

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

 
(10) For training events, whether the training is needed 

for a certification required for continued 
employment, continuing education requirements, or 
requirements of Federal or State law; and 

 
(11) For annual events, total attendance, and registration 

cost for the previous year. 
 

4. If a waiver of the prohibition on overnight travel is granted 
pursuant to N.J.A.C. 6A:23A-7.11, it shall permit reimbursement 
for travel expenses only for individuals whose home-to-convention 
commute exceeds fifty miles. 

 
5. 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. 

 
6. 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 
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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 equal to 
the standard Continental United States (CONUS) per diem 
rates published by the General Services Administration for 
meals, incidental expenses, and lodging. 

 
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. 

 
(1) 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. 

 
(2) If there is no hotel at the site of the current travel 

event (for example, 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.  
Receipts shall be submitted 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. 

 
d. The allowance for a meal(s) or incidentals shall not be 

eligible for reimbursement when included and paid in the 
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registration fee, the cost of lodging, or transportation 
charge. 

 
e. Receipts shall be required for all hotel and incidental 

expenses.  Meal expenses under the Federal per diem 
allowance limits shall not require receipts pursuant to 
N.J.S.A. 18A:11-12.o.(3), unless required by the Board of 
Education. 

 
f. If 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 district Board member.  In such cases, receipts 
shall be submitted for all costs, including meals. 

 
g. 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. 

 
h. Actual subsistence expenses shall not be reimbursable if 

paid by the traveler to a member of his or her family, to 
another school district employee, or to a family member of 
another school district employee. 

 
K. Meal Allowance – Special Conditions – and Allowable Incidental Travel 

Expenditures  (N.J.A.C. 6A:23A-7.12) 
 

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

 
2. A meal allowance may be provided to employees or Board 

members in relation to one-day, out-of-State trips required for 
school business purposes that do not require an overnight stay.  
The reimbursement for breakfast, lunch, and/or dinner 
 shall not exceed the amounts authorized in State travel regulations 
as published by the New Jersey Department of the Treasury, Office 
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of Management and Budget, and presented in the OMB Travel 
Circulars. 

 
3. Lunch for off-site training sessions 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 lunch at the off-
site location. 

 
a. Per N.J.S.A. 18A:11-12.a.(1)(d), employee and Board 

member retreats shall be held onsite unless there is no 
school district site available. 

 
b. If lunch is included in a lump-sum registration fee for an 

off-site training session, the full amount is eligible for 
reimbursement, if reasonable.  Providing lunch for on-site 
staff meetings and in-service days or for employees who 
come from other parts of the school district shall not be 
permitted. (See K.4. below.) 

 
c. Refreshments for breaks may also be provided at training 

sessions held at a site other than the school district. 
 

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

 
5. Reimbursement may be approved for the cost of an official 

luncheon or dinner, up to $10 and $15, respectively, that an 
employee or Board member is authorized to attend, if the meal is 
scheduled as an integral part of an official proceeding or program 
related to school district business and the employee's or Board 
member's responsibilities. 

 
a. School district business above refers to the management 

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

 
6. 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 if 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 if 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 quotes, if required 
pursuant to N.J.S.A. 18A:18A-1 et seq. 

 
c. If the school district's food service program can prepare 

comparable meals at a lower cost, the food service program 
shall be used. 

 
d. The average cost per meal shall not exceed $10. 
 
e. The school district shall purchase or prepare food that is 

sufficient to provide each district Board member, dignitary, 
non-employee speaker, or allowable staff member one 
meal.  Meals should be carefully ordered to avoid excess. 
Unintended left over food should be donated to a charitable 
shelter or similar facility, if at all possible. 

 
7. Reimbursement may be approved for allowable telephone and 

incidental travel expenses that are essential to transacting official 
business. 

 
a. Charges for telephone calls on official business may be 

allowed.  The voucher shall show the dates on which such 
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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, defined as "non-meal tips" by the State 

travel regulations, 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. 

 
L. Records and Supporting Documents  (N.J.A.C. 6A:23A-7.13) 
 

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

 
2. The travel voucher shall be completed by the employee or Board 

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

 
3. Sufficient documentation shall be maintained centrally by the 

school district to support payment and approval of the travel 
voucher. 

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

 
5. Documentation for requests for travel reimbursement shall show: 
 

a. The date(s) and individual points of travel, number of miles 
traveled between such points, and kind of conveyance used; 

 
b. If the distance traveled between individual points is greater 

than the usual route between the points, the reason for the 
greater distance shall be stated; 

 
c. The hours of the normal work day and actual hours worked 

shall be shown when requesting meal reimbursement for 
non-overnight travel; 

 
d. Original receipts shall be required for all reimbursable 

expenses, except for meals that qualify for per diem 
allowances and for parking meters; 

 
e. 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; 

 
f. Personal charges on a hotel bill shall be deducted and 

shown on the bill; 
 
g. When lodging is shared jointly, the fact shall be stated on 

the travel voucher; 
 
h. 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; 
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i. When travel is authorized for 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 shall 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, shall be 
documented; 

 
j. Reimbursement requests shall be supported by other 

receipts as required; 
 
k. The voucher shall be itemized; and 
 
l. Reimbursement requests shall be rendered monthly when in 

excess of $25. Travel for a single travel event shall be 
reported as soon as possible after the trip. 

 
6. 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 5.l. above. 

 
7. Travel mileage reimbursement requests of the just-completed 

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

 
M. Out-of-State and High-Cost Travel Events  (N.J.A.C. 6A:23A-5.9) 
 

1. Reimbursement for all in-State and out-of-State travel shall be 
made pursuant to N.J.S.A. 18A:11-12. 

 
2. 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. Lodging may be 
provided only if the event occurs on two or more consecutive days 
and if home-to-event commute exceeds fifty miles. 

 
3. When a travel event has a total cost that exceeds $5,000, regardless 

of the number of attendees, or when more than five individuals 
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from the school district are to attend a travel event out-of-State, the 
school district shall obtain prior written approval of the Executive 
County Superintendent. 

 
a. The Executive County Superintendent shall promptly 

review the request and render a written decision within ten 
business days. 

 
4. For all employee and Board member travel events out of the 

country, regardless of cost or number of attendees, the school 
district shall obtain prior written approval of the Executive County 
Superintendent. 

 
a. Such requests shall be supported by detailed justification. 
 
b. The Executive County Superintendent shall promptly 

review the request and render a written decision within ten 
business days. 

 
c. It is expected that approvals will be rare. 

 
 
A.       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. 

  
2.        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. 

  
3.        A travel request will not be approved unless it includes the following 

information: 
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a.        Name and dates of event; 
  
b.        A list of Board members and/or employees to attend either by name 

or title; 
  

c.        Estimated cost associated with travel; 
  

d.        A justification and 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 required for continued employment, continuing 
education requirements, requirements for State law, or other 
purpose related to the programs or services currently being 
delivered or soon to be implemented in the school district, or 
related to district operations; 

  
e.        Account number and funding source – Federal, State, private or 

local; 
  

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

  
4.        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. 
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b.        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. 

  
c.        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. 
  
(1)       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. 

  
5.        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. 

  
b.        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. 

  
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. 
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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.        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. 

  
2.        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. 

  
3.        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. 

  
4.        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). 

  
5.        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 
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8561  PROCUREMENT PROCEDURES FOR SCHOOL NUTRITION  
   PROGRAMS 

 
The Board of Education adopts this Policy to identify their procurement plan for 
the United States Department of Agriculture’s (USDA) School Nutrition Programs.  
School Nutrition Programs include, but are not limited to:  the National School 
Lunch Program (NSLP); School Breakfast Program (SBP); Afterschool Snack 
Program (ASP); Special Milk Program (SMP); Fresh Fruit and Vegetable Program 
(FFVP); Seamless Summer Option (SSO) of the NSLP; Summer Food Service 
Program (SFSP); the At-Risk Afterschool Meals component of the Child and Adult 
Care Food Program (CACFP); and the Schools/Child Nutrition USDA Foods 
Program.  
 
The Board of Education is ultimately responsible for ensuring all procurement 
procedures for any purchases by the Board of Education and/or a food service 
management company (FSMC) comply with all Federal regulations, including but 
not limited to:  7 CFR Parts 210, 220, 225, 226, 245, 250; 2 CFR 200; State 
procurement statutes and administrative codes and regulations; local Board of 
Education procurement policies; and any other applicable State and local laws.   
 
The procurement procedures contained in this Policy will be implemented 
beginning immediately, until amended.  All procurements must maximize full and 
open competition.  Source documentation will be maintained by the School 
Business Administrator/Board Secretary or designee and will be available to 
determine open competition, the reasonableness, the allowability, and the allocation 
of costs. 
 
The Board of Education intentionally seeks to prohibit conflicts of interest in all 
procurement of goods and services. 
 
A. General Procurement 
 

The procurement procedures will maximize full and open competition, 
transparency in transactions, comparability, and documentation of all 
procurement activities.  The school district’s plan for procuring items for 
use in the School Nutrition Programs is as follows: 

  

EXHIBIT #P20 – FIRST READING 
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1. The School Business Administrator/Board Secretary will ensure all 

purchases will be in accordance with the Federal Funds Procurement 
Method Selection Chart – State Agency Form #358 accessible on 
the State of New Jersey Department of Agriculture webpage.  
Formal procurement procedures will be used as required by 2 CFR 
200.318 through .326 and any State and local procurement code and 
regulations.  Informal procurement procedures (small purchase) will 
be required for purchases under the most restrictive small purchase 
threshold. 

 
2. The following procedures will be used for all purchases: 
 

Product/Services FSMC Contract 
Estimated Dollar Amount Over $150,000 

  Procurement Method RFP 
Evaluation Price and other factors 

  Contract Award Type Cost Reimbursable 
Contract Duration/Frequency July 1 – June 30  One (1) 

year with renewals up to 
five (5) years 

 
B. Micro-Purchase Procedures 
 
 1. Public/Charter Schools 
 

 Purchases of supplies or services, as defined by 2 CFR 200.67, will 
be awarded without soliciting competitive price quotations if the 
price is reasonable in accordance with N.J.S.A.  18A:18A-37(a) and 
below thresholds established by the State Treasurer for informal 
receipt of quotations.  Purchases will be distributed equitably among 
qualified suppliers with reasonable prices.  Records will be kept for 
micro-purchases. 

 
2.  Non-Public Schools 
 
 Purchases of supplies or services, within the Federal micro-purchase 

threshold (the aggregate amount does not exceed the Federal micro-  
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 purchase threshold as set by 2 CFR 200.67 will be awarded without 

soliciting competitive price quotations if the price is reasonable.   
 Purchases will be distributed equitably among qualified suppliers 

with reasonable prices.  Records will be kept for micro-purchases. 
 

3. Formal bid procedures will be applied on the basis of: 
 

• centralized system;  
• State contract 

 
4. Because of the potential for purchasing more than the public or non-

public informal/small purchase threshold amount, or the Board 
approved threshold if less, it will be the responsibility of the School 
Business Administrator/Board Secretary to document the amounts 
to be purchased so the correct method of procurement will be 
followed. 

 
C. Formal Procurement 
 

When a formal procurement method is required, the following competitive 
sealed bid or an Invitation for Bid (IFB) or competitive proposal in the form 
of a Request for Proposal (RFP) procedures will apply: 

 
1. An announcement of an IFB or a RFP will be placed in the Board 

designated official newspaper to publicize the intent of the Board of 
Education to purchase needed items.  The advertisement for 
bids/proposals or legal notice will be published in the official 
newspaper for at least one day in accordance with the provisions of 
N.J.S.A. 18A:18A-21. 

 
2. An advertisement in the official newspaper for at least one day is 

required for all purchases over the school district’s small purchase 
threshold as outlined in the Federal Funds Procurement Method 
Section Chart – State Agency Form #358.  The advertisement will 
contain the following: 

 
a. A general description of items to be purchased; 
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b. The deadline for submission of questions and the date 

written responses will be provided, including addenda to bid 
specifications, terms, and conditions as needed; 

 
c. The date of the pre-bid meeting, if provided, and if 

attendance is a requirement for bid award; 
 
d. The deadline for submission of sealed bids or proposals; and 
 
e. The address of the location where complete specifications 

and bid forms may be obtained. 
 
 

3. In an IFB or RFP, each vendor will be given an opportunity to bid 
on the same specifications. 

 
4. The developer of written specifications or descriptions for 

procurements will be prohibited from submitting bids or proposals 
for such products or services. 

 
5. The IFB or RFP will clearly define the purchase conditions.  The 

following list includes requirements, not exclusive, to be addressed 
in the procurement document: 

 
a. Contract period for the base year and renewals as permitted; 
 
b. The Board of Education is responsible for all contracts 

awarded (statement); 
 
c. Date, time, and location of IFB/RFP opening; 

 
d. How the vendor is to be informed of bid acceptance or 

rejection; 
 
e. Delivery schedule; 
 
f. Requirements (terms and conditions) the bidder must fulfill 

in order for bid to be evaluated; 
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g. Benefits to which the Board of Education will be entitled if 
the contractor cannot or will not perform as required; 

 
h. Statement assuring positive efforts will be made to involve 

small and minority businesses, women’s business 
enterprises, and labor surplus area firms; 

 
i. Statement regarding the return of purchase incentives, 

discounts, rebates, and credits under a cost reimbursement 
FSMC contract to the Board of Education’s nonprofit school 
food service account; 

 
j. Contract provisions as required in Appendix II to 2 CFR 200; 
 

(1)  Termination for cause and convenience – contracts 
in excess of $10,000; 

 
(2) Equal Opportunity Employment – “federally assisted 

construction contracts”; 
 
(3) Davis-Bacon Act – construction contracts in excess 

of $2,000; 
 
(4) Contract work Hours and Safety Standards – 

contracts in excess of $100,000; 
 
(5) Right to inventions made under a contract or 

agreement – if the contract meets the definition of a 
“funding agreement” under 37 CFR 401.2(a); 

 
(6) Clean Air Act – contracts in excess of $150,000;  
 
(7) Debarment and Suspension – all Federal awarded 

contracts;  
 
(8) Byrd Anti Lobbying Amendment – contracts in 

excess of $100,000; and 
 
(9) Contracts must address administrative, contractual , 

or legal remedies in instances where contractors  



POLICY 
OPERATIONS 

8561/Page 6 of 16 
Procurement Procedures for School Nutrition Programs 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

 

 

 
 
 violate or breach contract terms, and provide for such 

sanctions and penalties as appropriate. 
 
k. Contract provisions as required in 7 CFR 210.21(f) for all 

cost reimbursable contracts; 
 
l. Contract provisions as required in 7 CFR 210.16(a)(1-10) 

and 7 CFR 250.53 for food service management company 
contracts; 

 
m. Procuring instrument to be used are purchase orders from 

firm fixed prices after formal bidding; 
 
n. Price adjustment clause for renewal of multi-year contracts 

as defined in N.J.S.A. 18A:18A-42.  The “index rate” means 
the annual percentage increase rounded to the nearest half 
percent in the implicit price deflator for State and local 
government purchases of goods and services computed and 
published quarterly by the U.S. Department of Commerce, 
Bureau of Economic Analysis; 

 
o. Method of evaluation and type of contract to be awarded 

(solicitations using an IFB are awarded to the lowest 
responsive and responsible bidder; solicitations using a RFP 
are awarded to the most advantageous bidder/offeror with 
price as the primary factor among factors considered); 

 
p. Method of award announcement and effective date (if intent 

to award is required by State or local procurement 
requirements); 

 
q. Specific bid protest procedures including contact 

information of person and address and the date by which a 
written protest must be received; 

 
r. Provision requiring access by duly authorized 

representatives of the Board of Education, New Jersey 
Department of Agriculture (NJDA), United States 
Department of Agriculture (USDA), or Comptroller General 
to any books, documents, papers, and records of the  
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 contractor which are directly pertinent to all negotiated 

contracts; 
 

s. Method of shipment or delivery upon contract award; 
 
t. Provision requiring contractor to maintain all required 

records for three years after final payment and all other 
pending matters (audits) are closed for all negotiated 
contracts; 

 
u. Description of process for enabling vendors to receive or 

pick up orders upon contract award; 
 
v. Provision requiring the contractor to recognize mandatory 

standards/policies related to energy efficiency contained in 
the Energy Policy and Conservation Act (PL 94-163); 

 
w. Signed statement of non-collusion; 
 
x. Signed Debarment/Suspension Certificate, clause in the 

contract or a copy of search results from the System for 
Award Management (SAM); 

 
y. Provision requiring "Buy American" as outlined in 7 CFR 

Part 210.21(d) and USDA Guidance Memo SP 38-2017, 
including specific instructions for prior approval and 
documentation of utilization of non-domestic food products 
only;  

 
z. Specifications and estimated quantities of products and 

services prepared by the school district and provided to 
potential contractors desiring to submit bids/proposals for 
the products or services requested; and 

 
aa. The Board of Education’s Electronic Signature Policy. 
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6. If any potential vendor is in doubt as to the true meaning of 
specifications or purchase conditions, questions may be sent to the 
School Business Administrator/Board Secretary.  The School 
Business Administrator/Board Secretary or designee’s response will 
be provided in writing to all potential bidders within five (5) days.  
 
a. The School Business Administrator/Board Secretary will be 

responsible for providing responses to questions and 
securing all bids or proposals. 

 
b. The School Business Administrator/Board Secretary will be 

responsible to ensure all Board of Education procurements 
are conducted in compliance with applicable Federal, State, 
and local procurement regulations. 

 
c. The following criteria will be used in awarding contracts as 

a result of bids/proposals.  Price must be the highest 
weighted criteria.  Examples of other possible criteria 
include quality, service, delivery, and availability.   

 
7. In awarding a RFP, a set of award criteria in the form of a weighted 

evaluation sheet will be provided to each bidder in the initial bid 
document materials.  Price alone is not the sole basis for award, but 
remains the primary consideration among all factors when awarding 
a contract.  Following evaluation and negotiations, a firm fixed price 
or cost reimbursable contract is awarded. 

 
a. The contracts will be awarded to the responsible 

bidder/proposer whose bid or proposal is responsive to the 
invitation and is most advantageous to the Board of 
Education, price as the primary, and other factors 
considered.  Any and all bids or proposals may be rejected 
in accordance with the law. 

 
b. The School Business Administrator/Board Secretary or 

designee is required to sign on the bid tabulation of 
competitive sealed bids or the evaluation criterion score 
sheet of competitive proposals signifying a review and 
approval of the selections. 
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c. The School Business Administrator/Board Secretary shall 

review the procurement system to ensure compliance with 
applicable laws. 

 
d. The School Business Administrator/Board Secretary or 

designee will be responsible for documentation that the 
actual product specified was received. 

 
e. Any time an accepted item is not available, the School 

Business Administrator/Board Secretary will select the 
acceptable alternate.  The contractor must inform the School 
Business Administrator/Board Secretary within one 
workday if a product is not available.  In the event a 
nondomestic agricultural product is to be provided to the 
Board of Education, the contractor must obtain, in advance, 
written approval for the product.  The School Business 
Administrator/Board Secretary must comply with the Buy 
American Provision. 

 
f. Full documentation regarding the reason an accepted item 

was unavailable, and the procedure used in determining 
acceptable alternates, will be available for audit and review.  
The person responsible for this documentation is the School 
Business Administrator/Board Secretary. 

 
g. The School Business Administrator/Board Secretary is 

responsible for maintaining all procurement documentation. 
 
D. Small Purchase Procedures 
 

If the amount of purchases for items is less than the school district’s small 
purchase threshold as outlined in the Federal Funds Procurement Method 
Selection Chart – State Agency Form #358, the following small purchase 
procedures including quotes will be used.  Quotes from a minimum number 
of three qualified sources will be required. 

 
1. Written specifications will be prepared and provided to all vendors. 
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2. Each vendor will be contacted and given an opportunity to provide 

a price quote on the same specifications.  A minimum of three 
vendors shall be contacted. 

 
3. The School Business Administrator/Board Secretary or designee 

will be responsible for contacting potential vendors when price 
quotes are needed. 

 
4. The price quotes will receive appropriate confidentiality before 

award. 
 
5. Quotes/Bids will be awarded by the School Business 

Administrator/Board Secretary.  Quotes/Bids will be awarded on the 
following criteria.  Quote/Bid price must be the highest weighted 
criteria.  Examples of other possible criteria include quality, service, 
delivery, and availability. 

 
6. The School Business Administrator/Board Secretary will be 

responsible for documentation of records to show selection of 
vendor, reasons for selection, names of all vendors contacted, price 
quotes from each vendor, and written specifications. 

 
7. The School Business Administrator/Board Secretary or designee 

will be responsible for documentation that the actual product 
specified is received. 

 
8. Any time an accepted item is not available, the School Business 

Administrator/Board Secretary will select the acceptable alternate.  
Full documentation will be made available as to the selection of the 
acceptable item. 

 
9. The School Business Administrator/Board Secretary or designee is 

required to sign all quote tabulations, signifying a review and 
approval of the selections. 

 
E. Noncompetitive Proposal Procedures 
 

If items are available only from a single source when the award of a contract 
is not feasible under small purchase, sealed bid or competitive negotiation, 
noncompetitive proposal procedures will be used: 
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1. Written specifications will be prepared and provided to the vendor. 

 
2. The School Business Administrator/Board Secretary will be 

responsible for the documentation of records to fully explain the 
decision to use the noncompetitive proposal.  The records will be 
available for audit and review. 

 
3. The School Business Administrator/Board Secretary or designee 

will be responsible for documentation that the actual product or 
service specified was received. 

 
4. The School Business Administrator/Board Secretary will be 

responsible for reviewing the procedures to be certain all 
requirements for using single source or noncompetitive proposals 
are met. 

 
5. A member or representative of the Board of Education will approve, 

in advance, all procurements that result from noncompetitive 
negotiations. 

 
F. Miscellaneous Provisions 
 

1. New product evaluation procedures will include a review of product 
labels and ingredients; an evaluation of the nutritional value; taste 
tests and surveys; and any other evaluations to ensure the new 
product would enhance the program. 

 
2. The Board of Education agrees the reviewing official of each 

transaction will be the School Business Administrator/Board 
Secretary. 

 
3. Payment will be made to the vendor when the contract has been met 

and verified and has met the Board of Education’s procedures for 
payment.  (If prompt payment is made, discounts, etc., are accepted.) 

 
4. Specifications will be updated as needed. 
 
5. If the product is not as specified, the following procedure, including, 

but not limited to, will take place:  remove product from service;  
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 contact vendor for approved alternate product; or remove product 

from bid. 
 
G. Emergency Purchases 
 

1. If it is necessary to make a one-time emergency procurement to 
continue service or obtain goods, and the public exigency or 
emergency will not permit a delay resulting from a competitive 
solicitation, the purchase must be authorized using a purchase order 
signed by the School Business Administrator/Board Secretary.  The 
emergency procedures to be followed for such purchases shall be 
those procedures used by the school district for other emergency 
purchases consistent with N.J.S.A. 18A:18A-7.  All emergency 
procurements shall be approved by the School Business 
Administrator/Board Secretary.  At a minimum, the following 
emergency procurement procedures shall be documented to include, 
but not be limited to:  item name; dollar amount; vendor; and reason 
for emergency. 

 
H. Purchasing Goods and Services – Cooperative Agreements, Agents, and 

Third-Party Services (Piggybacking) 
 

1. When participating in intergovernmental and inter-agency 
agreements the Board of Education will ensure that competitive 
procurements are conducted in accordance with 2 CFR Part 200.318 
through .326 and applicable program regulations and guidance.  

 
2. When utilizing the services of a co-op, agent, or third party the 

Board of Education will ensure that the following conditions have 
been met and considered as one source of pricing in addition to other 
prices: 

 
a. All procurements were subject to full and open competition 

and were made in accordance with Federal/State/local 
procurement requirements; 
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b. The existing contract allows for the inclusion of additional 
Board of Educations that were not contemplated in the 
original procurement to purchase the same 
supplies/equipment through the original award; 

 
c. The specifications in the existing contract meets their needs 

and that the items being ordered are in the contract; 
 
d. The awarded contract requires all the Federally required 

certifications; e.g. Buy American, debarment, restrictions on 
lobbying, etc.; 

 
e. The agency will confirm the addition of their purchasing 

power (goods or services) to the procurement in scope or 
services does not create a material change, resulting in the 
needs to re-bid the contract; 

 
f. Administrative costs (fees) for participating in the agreement 

are adequately defined, necessary and reasonable, and the 
method of allocating the cost to the participating agencies 
must be specified; 

 
g. The Buy American provisions are included in the 

procurement of food and agricultural products; and 
 
h. The agreement includes the basis for and method of 

allocating each discount, rebate, or credit and how they will 
be returned to each participating agency when utilizing a 
cost-reimbursable contract.  

 
I. Records Retention 
 

1. The Board of Education shall agree to retain all books, records, and 
other documents relative to the award of the contract for three years 
after final payment.  If there are audit findings that have not been 
resolved, the records shall be retained beyond the three-year period 
as long as required for the resolution of the issues raised by the audit.  
Specifically, the Board of Education shall maintain, at a minimum, 
the following documents: 
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a. Written rationale for the method of procurement; 
 
b. A copy of the original solicitation; 
 
c. The selection of contract type; 
 
d. The bidding and negotiation history and working papers; 
 
e. The basis for contractor selection; 
 
f. Approval from the State agency to support a lack of 

competition when competitive bids or offers are not 
obtained; 

 
g. The basis for award cost or price; 
 
h. The terms and conditions of the contract; 
 
i. Any changes to the contract and negotiation history; 
 
j. Billing and payment records; 
 
k. A history of any contractor claims; 
 
l. A history of any contractor breaches; and 
 
m. Any other documents as required by N.J.S.A. 18A:18A – 

Public School Contracts Law. 
 
J. Code of Conduct for Procurement 
 

1. All procurements must ensure there is open and free competition and 
adhere to the most restrictive Federal, State, and local requirements.  
The Board of Education seeks to conduct all procurement 
procedures in compliance with stated regulations and to prohibit 
conflicts of interest and actions of employees engaged in the 
selection, award, and administration of contracts.  All procurements 
will be in accordance with this Policy and all applicable provisions 
of N.J.S.A. 18A:18A – Public School Contracts Law. 
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2. No employee, officer, or agent may participate in the selection, 
award, or administration of a contract supported by a Federal, State, 
or local award if he or she has a real or apparent conflict of interest.  
Such a conflict of interest would arise when the employee, officer, 
or agent; any member of his or her immediate family, his or her 
partner; or an organization which employs or is about to employ any 
of the parties indicated herein has a financial or other interest in or 
a tangible personal benefit from a firm considered for a contract. 

 
3. The officers, employees, and agents of the non-Federal entity may 

neither solicit nor accept gratuities, favors, or anything of monetary 
value from contractors or parties to subcontracts.  However, non-
Federal entities may set standards for situations in which the 
financial interest is not substantial or the gift is an unsolicited item 
of nominal value. 

 
4. The standards of conduct must provide for disciplinary actions to be 

applied for violations of such standards by officers, employees, or 
agents of the non-Federal entity.  Based on the severity of the 
infraction, the penalties could include a written reprimand to their 
personnel file, a suspension with or without pay, or termination. 

 
5. All questions and concerns regarding procurement solicitations, 

contract evaluations, and contract award, shall be directed to the 
School Business Administrator/Board Secretary. 

 
K. Food Service Management Company (FSMC) 
 

1. In the operation of the school district’s food service program, the 
school district shall ensure that a FSMC complies with the 
requirements of the Program Agreement, the school district’s Free 
and Reduced School Lunch Policy Statement, all applicable USDA 
program policies and regulations, and applicable State and local 
laws.  In order to operate an a la carte food service program, the 
FSMC shall agree to offer free, reduced price, and full price 
reimbursable meals to all eligible children. 
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2. The school district shall monitor the FSMC billing invoices to 

ensure compliance with Federal and State procurement regulations. 
 
3. In accordance with N.J.S.A. 18A:18A-5a.(22), RFPs are required in 

all solicitations for a FSMC. 
 
 
N.J.S.A. 18A:18A – Public School Contracts Law 
New Jersey Department of Agriculture 
 “Procurement Procedures for School Food 
  Authorities” Model Policy – September 2018 
 
 
 
Note: The Federal Funds Procurement Method Selection Chart is subject to change 
in accordance with the schedule set forth in N.J.S.A. 18A:18A-3 “Public School 
Contracts Law”. A “Qualified Purchasing Agent” must be qualified in accordance 
with N.J.S.A. 40A:11-9. In order to track updates to this Chart, the source document 
can be located on the New Jersey Department of Agriculture’s website under 
“Forms and Publications” it is titled, State Agency Form #358 
 
 
Adopted: 17 September 2018 
Revised:  15 April 2019 
Revised:  14 December 2020 
Revised:  TBD 
 
 



POLICY  

 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

 

ADMINISTRATION 
1648.11/page 1 of 3 

The Road Forward COVID-19 – Health and Safety 
Aug 21 

M 
 

1648.11  THE ROAD FORWARD COVID-19 – HEALTH AND SAFETY 
 
The Board of Education plans to provide full-day, full-time, in-person instruction 
and operations for the 2021-2022 school year.  In June 2021, the New Jersey 
Department of Health (NJDOH) and the New Jersey Department of Education 
(NJDOE) worked collaboratively to develop guidance, The Road Forward – 
Health and Safety Guidance for the 2021-2022 School Year (The Road Forward).   
 
The Road Forward replaces the mandatory anticipated minimum standards 
outlined in the NJDOE’s “The Road Back – Restart and Recovery Plan for 
Education” (June 2020) and provides a range of recommendations rather than 
mandatory standards.  These recommendations are meant to assist school districts 
in implementing protocols to reduce risks to students and staff from COVID-19 
while still allowing for full-time learning.      
 
The Board considered many factors as they prepared for the 2021-2022 school 
year, including the level of COVID-19 transmission in the community at large 
and in the school community, as well as vaccination coverage rates in both the 
community at large and the school community.   
 
For the purpose of this Policy, “Order” shall mean any Governor of New Jersey 
Executive Order, New Jersey State Agency mandate, Centers for Disease Control 
and Prevention (CDC) guidance, New Jersey statute, or administrative code 
requiring compliance by the school district. 
 
The Board considered the recommendations outlined in The Road Forward to 
develop health and safety protocols.  The Board will consider all recommended 
Orders and comply with all mandatory Orders when developing health and safety 
protocols and reviewing them periodically. 
 
The Board considered the recommendations outlined in The Road Forward to 
develop the school district’s COVID-19 protocols in the following areas and 
included in corresponding Appendices: 

EXHIBIT #P21 – FIRST READING 
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A. General Health and Safety Concerns of Students, Staff Members, and 
Visitors 
 
1. Vaccination –  See Appendix A.;  
 
2. Communication with the Local Health Department –                   

See Appendix B.;  
 

3. Mask Wearing Protocol – See Appendix C.;  
 

4. Physical Distancing and Cohorting Protocols – See Appendix D.;  
 

5. Hand Hygiene and Respiratory Etiquette Protocols –                      
See Appendix E.;  
 

6. Provision of Meals – See Appendix F.; and 
 

7. Transportation Protocols – See Appendix G. 
  

B. Cleaning, Disinfection, and Airflow –  See Appendix H. 
 
C. Screening, Exclusion, and Response to Symptomatic Students and Staff 

Members – See Appendix I. 
 

D. Contact Tracing – See Appendix J. 
 

E. Testing – See Appendix K. 
 

F. Student and Staff Member Travel – See Appendix L. 
 
The absence of one or more of the recommendations outlined in The Road 
Forward and/or in the school district’s health and safety protocols will not prevent 
the reopening of the school(s) in the district for full-day in-person operation with 
all enrolled students and staff members present.  
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The Road Forward COVID-19 –Health and Safety 
 
 
Pursuant to N.J.S.A. 18A:7F-9, schools must be in session for 180 days to receive 
State Aid.  The statute requires that school facilities be provided for at least 180 
days during the school year.  N.J.S.A. 18A:7F-9(b) indicates when a school 
district is required to close the schools of the district for more than three 
consecutive school days due to a declared state of emergency, declared public 
health emergency, or a directive and/or recommendation by the appropriate health 
agency or officer to institute a public health-related closure, days of virtual or 
remote instruction commensurate with in-person instruction will count toward the 
school district's 180-day requirement. 
 
The school district may be confronted with the incidence of COVID-19 positive 
cases among staff and/or students.  If the school district is required to exclude a 
student, group of students, a class, or multiple classes as a result of possible 
exposure to COVID-19, while the school itself remains open for in-person 
instruction, the school district may offer virtual or remote instruction to those 
students in a manner commensurate with in-person instruction to the extent 
possible.  In circumstances when the school facilities remain open and in-person 
instruction continues in those classrooms that are not required to quarantine, those 
days in session will also count toward the school district's 180-day requirement in 
accordance with N.J.S.A. 18A:7F-9. 
 
The school district anticipates updates to The Road Forward and as such this 
Policy is subject to review by the Superintendent to ensure compliance with 
Orders that may arise after Board adoption of this Policy.  All revisions to Orders 
affecting this Policy and corresponding Appendices shall be reviewed by the 
Superintendent with the Board Attorney, School Physician, and Board of 
Education, if appropriate.  The Superintendent may revise the health and safety 
protocols included in any Appendix as necessary and appropriate.  All students, 
parents, and staff members will be notified of any changes to school           
district-developed protocols implemented as a result of this Policy, as appropriate. 
 
 
 
 
 
 
 
 
Adopted: TBD 
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Appendix A 
 

Vaccination 
   
 
The school district may include in Appendix A the locally developed protocols to: 
 

a. Determine the vaccination status of students and staff. 
 
b. Actively promote vaccination for all eligible students and staff. 
 

 
Appendix B  

 
Communication with the Local Health Department 

 
 
The school district may include in Appendix B the locally developed protocols to: 
 

a. Maintain close communication with the Local Health Department 
in order to provide information and share resources on COVID-19 
transmission, prevention, and control. 

 
b. Establish procedures for Local Health Department notification and 

response to COVID-19 illness in school settings. 
 
 

Appendix C 
 

Mask Wearing Protocol 
 
 

The school district shall include in Appendix C the locally developed protocols to: 
 

a. Address all mandatory Orders regarding the use of masks in schools. 
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Appendix D 
 

Physical Distancing and Cohorting Protocols 
 
 

The school district may include in Appendix D the locally developed protocols to: 
 

a. Implement physical distancing measures as an effective COVID-
19 prevention strategy. 

 
(1) Maintaining three feet of distance between students in 

classroom settings. 
 
(2) Consider structural interventions within classrooms to aid 

with social distancing. 
 
(3) Outside of the classroom, a school district should consider 

approaches to implement physical distancing. 
 
b. Address the use of cohorts or groups of students with dedicated 

staff who remain together throughout the day. 
 

Appendix E 
 

Hand Hygiene and Respiratory Etiquette Protocols 
 
 

The school district may include in Appendix E the locally developed protocols to: 
 

a. Teach and reinforce hand washing. 
 
b. Encourage students and staff to cover coughs and sneezes with a 

tissue if not wearing a mask. 
 
c. Maintain adequate hand hygiene and respiratory etiquette supplies. 



POLICY  

 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

 

Appendix F 
 

Provision of Meals 
 

 
The school district may include in Appendix F the locally developed protocols to: 
 

a. Implement layered prevention strategies to help mitigate the spread 
of COVID-19 in cafeterias or other group dining areas. 

 
Appendix G 

 
Transportation Protocols 

 
 
The school district shall include in Appendix G the locally developed protocols 
to: 
 

a. Address the use of masks on school buses. 
 
The school district may include in Appendix G the locally developed protocols to: 

 
a. Address mitigation strategies to reduce the risk of infection on a 

school bus. 
 

Appendix H 
 

Cleaning, Disinfection, and Airflow 
 

 
The school district may include in Appendix H the locally developed protocols to: 
 

a. Clean and disinfect surfaces and objects that are touched often; 
such as desks, countertops, doorknobs, computer keyboards, 
hands-on learning items, faucet handles, phones, and toys at least 
daily. 

 
b. Improve airflow to the extent possible to increase circulation of 

outdoor air, increase the delivery of clean air, and dilute potential 
contaminants. 
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Appendix I 
 

Screening, Exclusion, and Response to Symptomatic Students and Staff 
Members 

 
 
The school district may include in Appendix I the locally developed protocols to: 
 

a. Establish procedures to identify and respond to a student or staff 
member who becomes ill with COVID-19 symptoms. 

 
 

Appendix J 
 

Contact Tracing 
 
 

The school district may include in Appendix J the locally developed protocols to: 
 

a. Identify school-based close contacts of positive COVID-19 cases 
in the school. 

 
b. Notify parents and staff of the close contact exposure and 

exclusion requirements while maintaining confidentiality. 
 
 

Appendix K 
 

Testing 
 

 
The school district may include in Appendix K the locally developed protocols to: 
 

a. Identify rapid viral testing options in their community for the 
testing of individuals who were exposed to someone with COVID-
19. 

 
b. Develop and implement screening testing as a strategy to identify 

cases and prevent secondary transmission. 
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Appendix L 

 
Student and Staff Member Travel 

 
 
The school district may include in Appendix L the locally developed protocols to: 
 

a. Follow the recommended CDC guidelines for student and staff 
member travel out-of-State. 
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1649 FEDERAL FAMILIES FIRST CORONAVIRUS (COVID-19) RESPONSE ACT 
(M) 

M  

The Federal Families First Coronavirus (COVID-19) Response Act (FFCRA) 
includes the Emergency Family and Medical Leave Expansion Act (EFMLEA) 
and the Emergency Paid Sick Leave Act (EPSLA).   The EFMLEA expands the 
Federal Family and Medical Leave Act (FMLA) and the EPSLA provides 
employees with paid sick leave for specified reasons related to COVID-19.  

The provisions of the FFCRA shall apply from April 1, 2020 through  December 
31, 2020. 

A.        Emergency Family and Medical Leave Expansion Act (EFMLEA) 

1.          Definitions - For the purposes of the EFMLEA:  
  
a.           “Eligible employee” means an employee who has been 

employed for at least thirty calendar days by the employer 
with respect to whom leave is requested. 
  

b.          “Employer” means any employer with fewer than five 
hundred employees. 

  
c.           “Qualifying need related to a public health emergency” 

means with respect to leave, the employee is unable to 
work (or telework) due to a need for leave to care for the 
son or daughter under eighteen years of age of such 
employee if the school or place of care has been closed, or 
the child care provider of such son or daughter is 
unavailable, due to a public health emergency. 

  
d.          “Public Health Emergency” means an emergency with 

respect to COVID–19 declared by a Federal, State, or local 
authority. 

  
e.           “Child care provider” means a provider who receives 

compensation for providing child care services on a regular 
basis, including an ‘eligible child care provider’ (as defined 
in section 658P of the Child Care and Development Block 
Grant Act of 1990 (42 U.S.C. 9858n)). 

EXHIBIT #P22 
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f.            “School” means an ‘elementary school’ or ‘secondary 

school’ as such terms are defined in section 8101 of the 
Elementary and Secondary Education Act of 1965 (20 
U.S.C. 7801). 

  
2.          Relationship to Paid EFMLEA Leave 

  
The FFCRA includes the Emergency Family and Medical Leave 
Expansion Act (EFMLEA) that amended the Federal Family and 
Medical Leave Act of 1993 (29 U.S.C. 2611 et seq. to provide 
leave to an eligible employee because of a qualifying need related 
to a public health emergency with respect to COVID-19 - (U.S.C. 
2612(a)(1)(F)).   
  
a.           Leave for Initial Ten Days 

  
(1)       The first ten days of this FMLA leave for an eligible 

employee shall be unpaid. 
  

(2)       Since the first ten days of this FMLA leave are 
unpaid, an employee may elect to substitute any 
accrued vacation leave, personal leave, or 
emergency paid sick leave provided by the EPSLA 
for the initial ten days under the EFMLEA in 
accordance with  29 U.S.C. 2612(d)(2)(B).  

  
(3) An employee may not use sick leave under N.J.S.A. 

18A:30-1 for a qualifying need related to a public 
health emergency.  However, an employee receiving 
sick leave under the provisions of N.J.S.A. 
   18A:30-1 may only use sick leave because of 
personal disability due to illness or injury, or 
because the employee has been excluded from 
school by the school district’s medical authorities 
on account of contagious disease or of being 
quarantined for such a disease in his or her 
immediate household.  
  

b.          Paid Leave for Subsequent Days 
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(1)       An employer shall provide paid leave for each day 
of leave under the EFMLEA that an employee takes 
after taking such leave for ten days.  
  

(2)       The paid leave for an employee shall be calculated 
based on: 

  
(a)       An amount that is not less than two-thirds of 

an employee’s regular rate of pay (as 
determined under section 7(e) of the Fair 
Labor Standards Act of 1938 (29 U.S.C. 
207(e)); and 

  
(b)       The number of hours the employee would 

otherwise be normally scheduled to work (or 
the number of hours calculated under 
A.2.(b)(4) below). 

  
(3)       In no event shall such paid leave exceed $200.00 

per day and $10,000.00 in the aggregate.  
  

(4) Varying Schedule Hours Calculation – In the case 
of an employee whose schedule varies from week to 
week to such an extent that an employer is unable to 
determine with certainty the number of hours the 
employee would have worked if such employee had 
not taken leave under the EFMLEA, the employer 
shall use the following in place of such number: 

  
(a)       Subject to A.2.b.(4)(b) below, a number 

equal to the average number of hours that 
the employee was scheduled per day over 
the six-month period ending on the date on 
which the employee takes such leave, 
including hours for which the employee took 
leave of any type. 
  

(b)       If the employee did not work over such 
period, the reasonable expectation of the 
employee at the time of hiring of the average 
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number of hours per day that the employee 
would normally be scheduled to work. 

  
c.           Employee Notice to Employer 

  
(1)       In any case where the necessity for leave under the 

EFMLEA for the purpose of a qualifying need 
related to a public health emergency is foreseeable, 
an employee shall provide the employer with such 
notice of leave as is practicable. 
  
(a) A request for such leave that is foreseeable 

shall be submitted to the Superintendent, 
Director of Human Resources, or designee 
prior to commencing the leave.  
  

(b) A need for such leave that is not foreseeable 
shall be submitted to the Superintendent, 
Director of Human Resources, or designee 
within one business day of the first day of 
the leave being taken by the employee.  
  

(c) The employee shall provide to the 
Superintendent, Director of Human 
Resources, or designee the name of the 
employee’s child, the name of the school, 
place of care, or child care provider that has 
closed or become unavailable, and  a 
statement that no other suitable person is 
available to care for the child. 

  
d. Restoration to Position 
  

(1) The employee shall be restored to the same or 
equivalent position held by the employee when the 
leave commenced pursuant to 29 CFR 825.214.  
The requirement to restore the employee to the 
same or equivalent position held when the leave 
commenced does not apply to an employer who 
employs fewer than twenty-five employees if all 
four of the following conditions are met: 
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(a)       The employee takes leave under the 

EFMLEA. 
  

(b)       The position held by the employee when the 
leave commenced does not exist due to 
economic conditions or other changes in 
operating conditions of the employer: 

  
i.  That affect employment; and 

  
ii. Are caused by a public health 

emergency during the period of 
leave. 

  
(c)       The employer makes reasonable efforts to 

restore the employee to a position equivalent 
to the position the employee held when 
    the leave commenced with equivalent 
employment benefits, pay, and other terms 
and conditions of employment. 
  

(d)       If the reasonable efforts of the employer 
under A.2.d.(1)(c) above fail, the employer 
makes reasonable efforts during the period 
described in A.2.d.(2) below to contact the 
employee if an equivalent position described 
in A.2.d.(1)(c) above becomes available. 

  
(2) Contact Period 

  
(a)       The period described under A.2.d. above is 

the one-year period beginning on the earlier 
of: 
  
i.  The date on which the qualifying 

need related to a public health 
emergency concludes; or 
  

ii. The date that is twelve weeks after 
the date on which the employee’s 
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leave under the EFMLEA 
commences.  

B.              Emergency Paid Sick Leave Act  (EPSLA)            

The FFCRA includes the EPSLA, which provides paid sick time to an employee 
to the extent the employee is unable to work or (telework) due to a need related to 
COVID-19.  The paid sick time provided by the EPSLA and outlined in B.1. 
below cannot be taken with any other paid leave time provided by the employer.  

1.          Definitions 
  
a.           For purposes of the EPSLA and this Policy: 
  

(1)       “Employee” means an individual who is employed 
by a private employer with fewer than five hundred 
employees and public employers with at least one 
employee. 

  
(2)       “Employer” means a private person or entity that 

employs fewer than five hundred employees and 
public employers that employ at least one 
employee.  
  
(a) “Covered employer” includes any person 

engaged in commerce or in any industry or 
activity affecting commerce that:  

  
i.  In the case of a private entity or 

individual, employs fewer than five 
hundred employees; and 

  
ii. In the case of a public agency or any 

other entity that is not a private 
entity or individual, employs one or 
more employees. 

  
(b) “Covered employer” also includes:  
  

i.  Any person acting directly or 
indirectly in the interest of an 
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employer in relation to an employee 
(within the meaning of such phrase 
in section 3(d) of the Fair Labor 
Standards Act of 1938 (29 U.S.C. 
203(d)); and 

  
ii. Any successor in interest of an 

employer; and any “public agency”, 
as defined in section 3(x) of the Fair 
Labor Standards Act of 1938 
        (29 U.S.C. 203(x)). 

  
(c) “Covered employer” also includes any 

“public agency “as defined in section 3(x) of 
the Fair Labor Standards Act of 1938 
      (29 U.S.C. 203(x)).   

  
(3) “Employ” and “State” have the meanings given 

such terms in section 3 of the Fair Labor Standards 
Act of 1938 (29 U.S.C. 203). 

  
(4) “Health care provider” and “son or daughter” have 

the meanings given such terms in section 101 of the 
Family and Medical Leave Act of 1993 (29 U.S.C. 
2611). 

  
(5) “Paid sick time” means an increment of 

compensated leave that: 
  

(a) Is provided by an employer for use during 
an absence from employment for a reason 
described in any paragraph of B.2.a. below; 
and 

  
(b) Is calculated based on the employee’s 

required compensation under B.1.a.(6) 
below and the number of hours the 
employee would otherwise be normally 
scheduled to work (or the number of hours 
calculated under (B.1.a.(7) below), except 
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that in no event shall such paid sick time 
exceed: 

  
i.  $511.00 per day and $5,110.00 in the 

aggregate for a use described in 
B.2.a.(1), (2), or (3) below; and  

  
ii. $200.00 per day and $2,000.00 in the 

aggregate for a use described in 
B.2.a.(4), (5), or (6) below.  

  
(6) “Required Compensation” subject to B.1.a.(5)(b) 

above, the employee’s “required compensation” 
shall be not less than the greater of the following:  

  
(a) The employee’s regular rate of pay (as 

determined under section 7(e) of the Fair 
Labor Standards Act of 1938 (29 U.S.C. 
207(e)). 

  
(b) The minimum wage rate in effect under 

section 6(a)(1) of the Fair Labor Standards 
Act of 1938 (29 U.S.C. 206(a)(1)). 

  
(c) The minimum wage rate in effect for such 

employee in the applicable State or locality, 
whichever is greater, in which the employee 
is employed. 

  
Subject to B.1.a.(5)(b)above, with respect to 
any paid sick time provided for any use 
described in B.2.a.(4), (5), or (6) below, the 
employee’s required compensation shall be 
two-thirds of the amount described in 
B.1.a.(6) above. 
  

(7) “Varying Schedule Hours Calculation” means in the 
case of a part-time employee described in 
B.3.b.(2)below whose schedule varies from week to 
week to such an extent that an employer is unable to 
determine with certainty the number of hours the 
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employee would have worked if such employee had 
not taken paid sick time under B.2.a. below, the 
employer shall use the following in place of such 
number:  

  
(a) Subject to clause B.1.a.(7)(b) below, a 

number equal to the average number of 
hours that the employee was scheduled per 
day over the six-month period ending on the 
date on which the employee takes the paid 
sick time, including hours for which the 
employee took leave of any type. 

  
(b) If the employee did not work over such 

period, the reasonable expectation of the 
employee at the time of hiring of the average 
number of hours per day that the employee 
would normally be scheduled to work. 

  
2. Paid Sick Leave Requirement 
  

a. An employer shall provide to each employee employed by 
the employer paid sick time to the extent that the employee 
is unable to work (or telework) due to a need for leave 
because:  

  
(1) The employee is subject to a Federal, State, or local 

quarantine or isolation order related to COVID–19. 
  
(2) The employee has been advised by a health care 

provider to self-quarantine due to concerns related 
to COVID–19. 

  
(3) The employee is experiencing symptoms of 

COVID–19 and seeking a medical diagnosis. 
  
(4) The employee is caring for an individual who is 

subject to an order as described in B.2.a.(1) above 
or has been advised as described in B.2.a.(2) above. 
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(5) The employee is caring for a son or daughter of 
such employee if the school or place of care of the 
son or daughter has been closed, or the child care 
provider of such son or daughter is unavailable, due 
to COVID–19 precautions. 

  
(6) The employee is experiencing any other 

substantially similar condition specified by the 
Secretary of Health and Human Services in 
consultation with the Secretary of the Treasury and 
the Secretary of Labor.  

    3. Duration of Paid Sick Time   

a. An employee shall be entitled to paid sick time for an 
amount of hours determined under B.3.b. below. 

  
b. The amount of hours of paid sick time to which an 

employee is entitled shall be as follows: 
  

(1) For full-time employees, eighty hours. 
  
(2) For part-time employees, a number of hours equal 

to the number of hours that such employee works, 
on average, over a two-week period. 

  
c. Paid sick time under the EPSLA shall not carry over from 

one year to the next.  

    4. Employer’s Termination of Paid Sick Time  

a. Paid sick time provided to an employee under the EPSLA 
shall cease beginning with the employee’s next scheduled 
work shift immediately following the termination of the 
need for paid sick time under B.2.a. above. 

  
5. Prohibition  
  

a. An employer may not require, as a condition of providing 
paid sick time under the EPSLA, that the employee 
involved search for or find a replacement employee to 



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Administration 
1649/Page 11 of 14 

FEDERAL FAMILIES FIRST CORONAVIRUS (COVID-19) RESPONSE ACT (M) 

cover the hours during which the employee is using paid 
sick time.  

    6. Use of Paid Sick Time  

a. The paid sick time under B.2.a. above shall be available for 
immediate use by the employee for the purposes described 
in the EPSLA, regardless of how long the employee has 
been employed by an employer. 

  
b. Sequencing Leave Time 
  

(1) An employee may first use the paid sick time under 
B.2.a. above for the purposes described in the 
EPSLA. 

  
(2) An employer may not require an employee to use 

other paid leave provided by the employer to the 
employee before the employee uses the paid sick 
time under B.2.a. above. 

  
7. Notice 
  

a. Each employer shall post and keep posted, in conspicuous 
places on the premises of the employer where notices to 
employees are customarily posted, a notice, to be prepared 
or approved by the Secretary of Labor, of the requirements 
described in the EPSLA. 

  
b. Not later than seven days after the date of enactment of this 

Act, the Secretary of Labor shall make publicly available a 
model of a notice that meets the requirements of B.7.a. 
above. 

  

    8. Prohibited Acts  

a. It shall be unlawful for any employer to discharge, 
discipline, or in any other manner discriminate against any 
employee who: 

  
(1) Takes leave in accordance with the EPSLA; and 
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(2) Has filed any complaint or instituted or caused to be 

instituted any proceeding under or related to the 
EPSLA (including a proceeding that seeks 
enforcement of the EPSLA), or has testified or is 
about to testify in any such proceeding. 

  
9. Enforcement  
  

a. Unpaid Sick Leave - An employer who violates B.2. 
through B.6. of this Policy shall: 

  
(1) Be considered to have failed to pay minimum wages 

in violation of section 6 of the Fair Labor Standards 
Act of 1938 (29 U.S.C. 206); and 

  
(2) Be subject to the penalties described in sections 16 

and 17 of the Fair Labor Standards Act of 1938 
  (29 U.S.C. 216; 217) with respect to such 
violation. 

  
b. Unlawful Termination - An employer who willfully violates 

B.8. above shall: 
  

(1) Be considered to be in violation of section 15(a)(3) 
of the Fair Labor Standards Act of 1938 
              (29 U.S.C. 215(a)(3)); and 

  
(2) Be subject to the penalties described in sections 16 

and 17 of the Fair Labor Standards Act of 1938 
  (29 U.S.C. 216; 217) with respect to such 
violation. 

  
10. Rules of Construction  

                a. Nothing in the EPSLA shall be construed:  

(1) To in any way diminish the rights or benefits that an 
employee is entitled to under any: 

  
(a) Other Federal, State, or local law; 
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(b) Collective bargaining agreement; or 
  
(c) Existing employer policy; or 
  

(2) To require financial or other reimbursement to an 
employee from an employer upon the employee’s 
termination, resignation, retirement, or other 
separation from employment for paid sick time 
under the EPSLA that has not been used by such 
employee.  

11. Guidelines 
  

a. Not later than fifteen days after the date of the enactment of 
the EPSLA, the Secretary of Labor shall issue guidelines to 
assist employers in calculating the amount of paid sick time 
under the EPSLA. 

  
12. Reasonable Notice 
  

a. After the first workday (or portion thereof) an employee 
receives paid sick time under the EPSLA, an employer may 
require the employee to follow reasonable notice 
procedures in order to continue receiving such paid sick 
time. 

  
b.          The request for such leave shall be submitted to the 

Superintendent, Director of Human Resources, or designee, 
who may request documentation from the employee in 
support of the emergency paid sick leave.  

  
c.           The documentation shall include a signed statement 

containing the following information: the employee’s 
name; the date(s) for which leave is requested; the 
 COVID-19 qualifying reason for leave; and a statement 
representing that the employee is unable to work or 
telework because of the COVID-19 qualifying reason. 

  
d.          An employee requesting to take emergency paid sick leave 

under the EPSLA or the EFMLEA to care for his or her 
child must provide the following information:  the name of 
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the child being care for; the name of the school; place of 
care; or child care provider that closed or became 
unavailable due to COVID-19 reasons; and a statement 
representing that no other suitable person is available to 
care for the child during the period of requested leave.  

13. Regulatory Authorities  

a. The Secretary of Labor shall have the authority to issue 
regulations for good cause under sections 553(b)(B) and 
553(d)(A) of Title 5, United States Code: 

  
(1) To exempt small businesses with fewer than fifty 

employees from the requirements of B.2.a.5. when 
the imposition of such requirements would 
jeopardize the viability of the business as a going 
concern; and 

  
(2) As necessary, to carry out the purposes of the 

EPSLA, including to ensure consistency between 
the EPSLA and Division C and Division G of the 
FFCRA. 

  

  

H.R. 6201: Families First Coronavirus (COVID-19) Response Act 

N.J.S.A. 18A:30-1 

  

  

Adopted:  17 August 2020 
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1648 RESTART AND RECOVERY PLAN 
On June 26, 2020, the New Jersey Department of Education (NJDOE) published 
“The Road Back – Restart and Recovery Plan for Education” (Guidance), a 
guidance document for reopening New Jersey schools during the COVID-19 
pandemic.  The Guidance provided school officials with the information necessary 
to ensure that schools reopen safely and are prepared to accommodate staff and 
students’ unique needs during these unprecedented times.  The NJDOE required 
school districts in the State to develop, in collaboration with community 
stakeholders, a “Restart and Recovery Plan” (Plan) to reopen schools that best fits 
the district’s local needs.   

The Guidance requires the Board of Education to adopt certain policies and the 
Board adopts Policy 1648 to address those policy requirements in the Guidance.  
Policy 1648 shall only be effective through the current COVID-19 pandemic and 
will take precedence over any existing Policy on the same or similar subject, 
unless determined otherwise by the Superintendent.   

A. NJDOE Guidance – Key Subject Area 1 – Conditions for Learning 
  

1. Transportation 
  

a. If the school district is providing transportation services on 
a school bus, a face covering must be worn by all students 
upon entering the school bus unless doing do so would 
inhibit the student’s health.  It is necessary to acknowledge 
that enforcing the use of face coverings may be impractical 
for young children or individuals with disabilities.  
Exceptions to the face covering requirements shall be those 
outlined in A.2.d. below: 

  
(1) Accommodations for students who are unable to 

wear a face covering should be addressed according 
to that student's particular need and in accordance 
with all applicable laws and regulations.  

  
b. The school district shall use best practices for cleaning and 

disinfecting district-owned school buses and other 
transportation vehicles in accordance with A.3. below. 

 

EXHIBIT #P23 
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c. District-employed school bus drivers and aides on 
   district-owned school buses shall practice all safety 
actions and protocols as indicated for other school staff. 

  
d. If the school district is using contracted transportation 

services, the contractor shall ensure all Board of Education 
safety actions and protocols are followed by the contractor 
and its employees and/or its agents.    

  
[See Policy Guide 1648 – Appendix C for the protocols/procedures 
for “Transportation” which is also included in the school district’s 
Restart and Recovery Plan.] 

  
2. Screening, Personal Protective Equipment (PPE), and Response to 

Students and Staff Presenting Symptoms 
  

a. The school district shall screen students and employees 
upon arrival to a school building or work location for 
COVID-19 symptoms and a history of exposure.  

  
(1) School staff must visually check students and 

employees for symptoms upon arrival (which may 
include temperature checks) and/or confirm with 
families that students are free of COVID-19 
symptoms. 

  
(2) Health checks must be conducted safely and 

respectfully, and in accordance with any applicable 
privacy laws and regulations. 

  
(3) Results must be documented when signs/symptoms 

of COVID-19 are observed. 
   
(4) The screening protocol will take into account 

students and employees with disabilities and 
accommodations that may be needed in the 
screening process for those students and employees. 

  
(5) Students and employees with symptoms related to 

COVID-19 must be safely and respectfully isolated 
from others. 
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(6) If the school district becomes aware that an 

individual who has spent time in a school district 
facility tests positive for COVID-19, district 
officials must immediately notify local health 
officials, staff, and families of a confirmed case 
while maintaining confidentiality. 

  
b. School staff and visitors are required to wear face 

coverings unless doing so would inhibit the individual's 
health or the individual is under two years of age. 

  
(1) If a visitor refuses to a wear a face covering for 

non-medical reasons and if such covering cannot be 
provided to the individual at the point of entry, the 
visitor's entry to the school/district facility may be 
denied. 

  
c. Students are required to wear face coverings, unless doing 

so would inhibit the student's health.  It is necessary to 
acknowledge that enforcing the use of face coverings may 
be impractical for young children or individuals with 
disabilities. 

  
(1) Accommodations for students who are unable to 

wear a face covering should be addressed according 
to that student's need and in accordance with all 
applicable laws and regulations. 

 
d. Exceptions to the Requirement for Face Coverings 
  

(1) Doing so would inhibit the individual's health. 
  
(2) The individual is in extreme heat outdoors. 
  
(3) The individual is in water. 
  
(4) A student's documented medical condition, or 

disability as reflected in an Individualized 
Education Program (IEP), precludes the use of a 
face covering. 
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(5) The student is under the age of two, due to the risk 

of suffocation. 
  
(6) During the period a student is eating or drinking. 
  
(7) Face coverings should not be placed on anyone who 

has trouble breathing or is unconscious, or anyone 
who is incapacitated or otherwise unable to remove 
the face covering without assistance (e.g. face 
coverings should not be worn by Pre-K students 
during nap time). 

  
(8) The student is engaged in high intensity aerobic or 

anaerobic activities. 
  
(9) Face coverings may be removed during gym and 

music classes when individuals are in a well-
ventilated location and able to maintain a physical 
distance of six feet apart. 

  
(10)      When wearing a face covering creates an unsafe 

condition in which to operate equipment or execute 
a task. 

   
[See Policy Guide 1648– Appendix E for the protocols/procedures 
for “Screening, PPE, and Response to Students and Staff 
Presenting Symptoms” which is also included in the school 
district’s Restart and Recovery Plan.] 

  
3. Facilities Cleaning Practices 
  

a. The school district must continue to adhere to existing 
required facilities cleaning practices and procedures and 
any new specific requirements of the local health 
department as they arise.   

  
b. A procedure manual must be developed to establish 

cleaning and disinfecting schedules for schools and school 
equipment, targeted areas to be cleaned, and methods and 
materials to be used.   
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4. Wraparound Supports 
  

a. Mental Health Supports 
  

The school district’s approach to student mental health 
supports will be affected by the learning environment in 
place at the beginning of the school year.  If in-person 
instruction is not feasible, the district must find other ways 
to assess and monitor students’ mental health.   

  
5. Contact Tracing 
  

a. Upon notification that a resident has tested positive for 
COVID-19, the local health department will call the school 
district to determine close contacts to whom they may have 
spread the virus, where close contact is defined as being 
within six feet for a period of at least ten minutes. 

  
b. The school district shall assist the local health department 

in conducting contact tracing activities, including ongoing 
communication with the identified individual and/or their 
contacts. 

  
c. The school district shall ensure adequate information and 

training is provided to the staff as necessary to enable staff 
to carry out responsibilities assigned to them. 

  
d. A staff liaison(s) shall be designated by the Superintendent 

or designee and shall be responsible for providing 
notifications and carrying out other components that could 
help ensure notifications are carried out in a prompt and 
responsible manner. 

  
e. School districts shall allow staff, students, and families to 

self-report symptoms and/or suspected exposure.  
  

B. NJDOE Guidance – Key Subject Area 2 – Leadership and Planning 
  

1. Scheduling 
  



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Administration 
1648/Page 6 of 25 

RESTART AND RECOVERY PLAN 

a. The school district’s Plan must account for resuming 
       in-person instruction and shall provide steps to shift 
back to virtual learning models if circumstances change and 
        in-person instruction guidelines can no longer be 
followed.  

  
b. The school district’s Plan accommodates opportunities for 

both synchronous and asynchronous instruction, while 
ensuring requirements for a 180-day school year are met. 

  
c. The school district recognizes special populations will 

require unique considerations to ensure the continuity of 
learning as well as the health and safety of students and 
staff within the least restrictive environment.  

  
(1) Special Education and English Language Learners 

(ELL) 
  

(a) The school district shall provide educators 
with professional development to best utilize 
the accessibility features and 
accommodations tools made available 
through technology-based formats in 
accordance with this Policy. 

  
(b) The school district shall continue to ensure 

students receive individualized supports that 
meet the requirements of the IEP and 504 
Plans.  

  
[See Policy Guide 1648 – Appendix N for the protocols/procedures 
for “Scheduling of Students” which is also included in the school 
district’s Restart and Recovery Plan.] 
  

2. Staffing 
 

a. The school district shall comply with all applicable 
employment laws when making staffing and scheduling 
requirements, including, but not limited to, the Americans 
Disabilities Act (ADA), the Health Insurance Portability 
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and Accountability Act (HIPPA), and all applicable State 
laws.  

  
b. As the school district adjusts schedules, teaching staff 

members must maintain quality instruction for students 
pursuant to the minimum requirements set forth in NJDOE 
regulation.  

  
[See Policy Guide 1648 – Appendix O for the protocols/procedures 
for “Staffing” which is also included in the school district’s Restart 
and Recovery Plan.] 

  
C. NJDOE Guidance – Key Subject Area 3 – Policy and Funding 
  

1. School Funding 
  

a. Purchasing 
  

The school district may likely need to purchase items not 
needed in the past and may experience increased demand 
for previously purchased goods and services to implement 
the Plan.  The school district shall continue to comply with 
the provisions of the “Public School Contracts Law”, 
N.J.S.A. 18A:18A-1 et seq.   
  

b. Use of Reserve Accounts, Transfers, and Cashflow 
  

The school district shall apply for the approval from the 
Commissioner of Education, prior to performing certain 
budget actions, such as withdrawing from the emergency 
reserve account or making transfers that cumulatively 
exceed ten percent of the amount originally budgeted.   
  

c. Costs and Contracting 
  

The school district shall follow all New Jersey State laws 
and regulations applicable to local school districts for 
purchasing when procuring devices and connectivity or any 
technology related item.  
  

D. NJDOE Guidance – Key Subject Area 4 – Continuity of Learning 
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1. Ensuring the Delivery of Special Education and Related Services 

to Students with Disabilities 
  

a. The school district shall continue to meet their obligations 
to students with disabilities to the greatest extent possible.   

  
2. Professional Learning 
  

a. The school district shall prepare and support teaching staff 
members in meeting the social, emotional, health, and 
academic needs of all students throughout the 
implementation of the Plan. 

  
(1) Professional Learning  

  
(a) The school district shall grow each teaching 

staff member’s professional capacity to 
deliver developmentally appropriate 
standards-based instruction remotely.  

  
(2) Mentoring and Induction 
  

(a) The school district shall ensure: 
  

(i) All novice provisional teachers new 
to the district be provided induction; 

  
(ii) One-to-one mentoring is provided to 

novice provisional teachers by 
qualified mentors; 

  
(iii) Mentors can provide sufficient 

support and guidance to novice 
provisional teachers working in a 
remote environment; 

  
(iv) Mentoring is provided in both hybrid 

and fully remote learning 
environments and that mentors and 
provisional teachers will agree 
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   upon scheduling, structure, and 
communication strategies they will 
use to maintain the mentoring 
experience; and 

  
(v) The use of online collaborative tools 

for school staff to remain connected 
to other mentors, new teachers, and 
administrators to maintain a sense of 
communal support.  

  
(3) Evaluation 
  

(a) The school district has considered the 
requirements and best practices with 
provisional status teachers, nontenured 
educators, and those on Corrective Action 
Plans (including extra observations, extra 
observers, assuring more frequent feedback 
and face-to-face). 

  
3. Career and Technical Education (CTE) 
  

a. The school district shall implement innovative learning 
models for new learning environments regarding CTE. 

  
b. Quality CTE Programs 
  

The school district shall ensure students have access to 
appropriate industry-recognized, high-value credentials. 
   

c. Work-Based Learning 
  

The school district will ensure students are provided the 
opportunity to participate in safe work-based learning, 
either remotely (simulations, virtual tours, etc.) or 
           in-person.   

New Jersey Department of Education  “The Road Back – Restart and Recovery 
Plan for Education” 
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Memorandum – New Jersey Governor and Department of Education – 
       Conditions for Learning – Health and Safety – August 3, 2020  

  

 

Adopted: 14 December 2020 

  

Appendices 

  

The provisions of the attached Appendices A, B, C, D, E, H, J, N, O, and P from 
the district’s Restart and Recovery Plan are included in Policy 1648.  

Appendix A 

  

Critical Area of Operation #1 - General Health and Safety Guidelines              
     

This school district should include in Appendix A the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.a., including, but not 
limited to: 

     
a.           Protocol for All Staff and Students 
 

1.All staff and students will be required to follow CDC guidelines for 
prevention that promote everyday protective measures which include, but 
are not limited to: 

 
Use of Cohorting 
Mask Wearing 
Social Distancing 
Proper Hand washing, and other proper hygiene practices                
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2. All staff and students with their parents will complete the COVID-19 
Questionnaire daily prior to entering buses or buildings.  The 
questionnaire is completed through the rSchool Today app. 

3.Any student who arrives at school without a daily completed COVID-19 
Questionnaire will be screened by the school nurse. 

4.Infection Control Training for staff and students will be provided within 
the first week of school. 

5.Isolation rooms in each school will be utilized for quarantining any 
staff/students exhibiting any symptoms. 

b.      Protocol for at An-increased Risk Staff Members 

1.Staff members are permitted to submit documentation substantiating an 
accommodation must be made under Section 504 under the Rehabilitation 
Act. 

c. Protocol for At-increased Risk Students 

1.      Students who are determined to be at an increased risk have the option 
to remain virtual. 

2.      Any parent who would like, may have their child  remain virtual, as 
directed by the Governor’s Office.  

d.  Procedures for Monitoring Health of Students and Staff 
 

1.      Superintendent will consult local health officials weekly. 
 

2.      Absentee/Health Reports from school nurses will be submitted to the Central 
Office and reviewed weekly to identify any trends in data. 

 
3.      Central Office will review absentee data daily to identify any immediate 
concerns. 

 
e.  Protocols for a Suspected Case of COVID-19 
 

1.      If students exhibit symptoms related to COVID-19 during the school day, 
they will be sent to the school nurse and placed in an isolation room.  Parents of 
students will be contacted immediately, and students will be sent home. 
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2.      Students who have had close contact with an individual who exhibited 
symptoms will be monitored and parents will be notified of such possible 
exposure. 
 
3.      The staff member who has had close contact with an individual who has 
exhibited symptoms will be notified and self-monitor. 

 
f.   Protocol For Confirmed Case of COVID-19 
 

1.      Students who have had close contact with an individual who tested positive 
for COVID-19 will be required to self-quarantine for fourteen (14) days.  Parents 
will be notified of such exposure and quarantining protocols.  
 
2.      The CDC recommends that students/staff can return after at least ten (10) 
days since symptoms first appeared unless they receive a negative test and after at 
least 24 hours with no fever without fever-reducing medication. 
 
3.      The staff member (if exhibiting no debilitating symptoms) who has had close 
contact with an individual who tested positive for COVID-19 will be quarantined 
for fourteen (14) days and may teach virtually with a substitute monitoring the in-
person cohort of students. 

  

  

Appendix B 

  

Critical Area of Operation #2 - Classrooms, Testing, and Therapy Rooms 
  

This school district should include in Appendix B the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.b., including, but not 
limited to: 

a. Social Distancing in Instructional and Non-Instructional Rooms 
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1.      Classrooms will be designed to afford students with six (6) feet of 
personal space, but when not feasible, a minimum of three (3) feet will be 
maintained. 

2.      Instructional supplies/manipulatives will be used individually by 
students (either as a part of their personal supplies or kits provided by the 
district). 

a. In the event that instructional supplies must be used by 
more than one student, the supplies will either be sanitized 
between uses or will be left unused for no less than three (3) days. 

3.   When appropriate, and weather and space allows, outdoor areas on 
school property may be utilized to support instruction and learning. 

b. Procedures for Hand Sanitizing/Washing 

1.      Students will learn about proper handwashing techniques and 
infection control  within the first week of school. 

2.      Handwashing and other proper infection control protocols will be 
encouraged at all grade levels. Students will wash their hands or use hand 
sanitizer a minimum of four (4) times throughout the day, including upon 
entering and leaving the classroom, before eating a snack, and before and 
after bathroom use. 
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Appendix C 

  

Critical Area of Operation #3 – Transportation 

  

This school district should include in Appendix C the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.c., including, but not 
limited to: 

  

a. Student Transportation 
 

1.      Our buses will be completely sanitized daily and in between runs, 
when possible. The buses will be sanitized using electrostatic 
sprayers which disperse a very fine disinfecting mist. 

 
2.      Air purifiers on all busses will sanitize airflow through the use of 

ultraviolet filtration. 
  
b. Social Distancing on School Buses 
 

1.Student populations on all busses will attempt to be limited and provide 
for appropriate social distancing, but have the potential to be 
seated up to maximum capacity to mirror the population increases 
in schools as the district changes phases of return. 

 
2.All students and drivers must wear masks when being transported. 
 
3.Students will be assigned seats.  Bus drivers will maintain seating 

charts.  Seats will be numbered, and unused seats will be marked. 
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Appendix D 

  

Critical Area of Operation #4 - Student Flow, Entry, Exit, and Common 
Areas 

  

This school district should include in Appendix D the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.d., including, but not 
limited to:  

a. Location of Student and Staff Screening 
 

1.      All screenings are required to be completed prior to 
building entry. Parents of students and staff members  are 
required to complete the daily COVID-19 Questionnaire 
prior to arrival to school. This will be available through the 
Genesis Parent Portal. 

 
2.      Parents will be contacted to verify health status for any 

student who arrives at school without a completed COVID-
19 Questionnaire.  

  
b. Social Distancing in Entrances, Exits, and Common Areas 
 

1.      Proper signage will designate flow of foot traffic in 
entrances, exits, common areas, and hallways. 

 
2.      Face coverings/masks will be worn when social distancing 

cannot be adhered to, during all arrivals/dismissals, in 
hallways, in bathrooms, and during any activity in 
classrooms. 

 
3.      Out of an abundance of caution, students will not be 

permitted to use hallway or athletic room lockers until 
further notice. 



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Administration 
1648/Page 16 of 25 

RESTART AND RECOVERY PLAN 

 



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Administration 
1648/Page 17 of 25 

RESTART AND RECOVERY PLAN 

 

  

Appendix E 

  

Critical Area of Operation #5 - Screening, PPE, and Response to Students 
and Staff Presenting Symptoms 

  

This school district should include in Appendix E the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.e., including, but not 
limited to: 

  

a. Screening Procedures for Students and Staff 
1.      Daily questionnaires must be completed by parents of 

students and staff members prior to entering the 
buildings. 

  
b. Protocols for Symptomatic Students and Staff 

1.      Students and Staff members that present with 
symptoms at work will be sent to the designated 
isolation rooms in each of the respective buildings. 
Parents of students will be contacted and students with 
symptoms will be sent home to self monitor. Staff 
members with symptoms will also be sent home to self 
monitor.  

  
2.      Based on guidelines from the CDC, individuals must be 

symptom-free for a minimum of 24 hours without use 
of fever reducing medication before returning to the 
building. 

  
c. Protocols for Face Coverings 
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1.      Face coverings must be worn during 
arrivals/dismissals, in hallways, in bathrooms and 
during any activity in classrooms.  

  
2.      Face coverings must be worn any time social 

distancing cannot be maintained. 
  

3.      When social distancing cannot be maintained, face 
covering breaks may be provided at the discretion of 
the classroom teacher or supervising adult. 
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Appendix H 

  

Critical Area of Operation #8 – Meals 
  

This school district should include in Appendix H the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.h.  

    a. Meal Distribution 
  

1.      Grab and Go Meals will be available to all students.  Meals 
must be pre-ordered using the online form unless otherwise 
directed by the district administration. Meals will be 
available to any students. 
  

2.      A limited healthy and balanced menu will be provided. 
  

3.      Students may be permitted to eat lunch in the cafeteria 
under observation of a supervising adult and with 
adherence to health and safety protocols, as may be 
determined for each school building. 
  

4.      An additional meal will be provided to students for their 
virtual instruction day if it is requested or if a student is 
eligible for free and reduced options. 

 
Appendix J 
 
Critical Area of Operation #10 - Field Trips, Extra-

Curricular Activities, and Use of Facilities Outside of 
School Hours  

This school district should include in Appendix J the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section A.1.j.  
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1.      There will be no field trips approved for the fall and winter of the 
2020-2021 school year. 
  

2.      Middle School sports have been cancelled for the fall of the 2020-
2021 school year, but will run in accordance with the most 
applicable Executive Order. 

  
3.      The feasibility of conducting extra-curricular activities will be 

considered based upon the ability to follow CDC guidelines. 
  

4.      Facilities will not be available to be used by outside organizations 
for the fall 2020, but usage after November 1, 2020, will be 
reviewed by the Superintendent on a case-by-case basis with a 
determination made in accordance with current health trends.  
However, the use by high school athletics may continue as per 
current directives from NJSIAA guidelines and phase 
requirements.
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Appendix N 

  

Scheduling of Students 
  

This school district should include in Appendix N the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section B.3., including, but not 
limited to:  

a. School Day 
  

Initial reopening of schools in September 2020 will follow a schedule that 
has Mondays as virtual live/asynchronous for all staff and students which 
will allow for deep cleaning of buildings in preparation for the following 
week’s in-person instruction.  Staff will be permitted to be on school 
grounds on Mondays for the purposes of preparing and/or delivering 
instruction.  
  
In-person instruction will have approximately 50% of the school 
population in every other day (Blue and Gold cohorts) for a minimum 
day.  Provisions will be made for students when they are not in-person to 
receive instructional experiences that are virtually synchronous and 
asynchronous. 
  
If/when pandemic health trends improve and the potential to increase the 
instructional model presents itself, one of the following options will be 
utilized prior to moving back to a typical learning environment: 
  

1.      Full Day In-Person approximately 50% population twice a 
week-  Blue/Gold cohort rotation with Virtual Mondays 

 
2.      Full student population 4 hours a day- Blue/Gold days with 

Virtual Mondays 
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With the inception of Phase II commencing on November 16, 2020, 
parents will still retain the option to have their child attend as a fully 
virtual student, but in-person hybrid students will attend as follows: 
  

(1) K - 12 will maintain virtual Mondays as were utilized in Phase I.  Virtual 
Mondays will be revisited for continuation after January 1, 2021. 
 
(2)  K - 8 students will attend four (4) hour days on the same time frame as 
Phase I with 100% of the in-person population attending Tuesday - Friday. 
  
(3)  9 - 12 students will attend following typical school hours for a full day 
with 50% of the in-person population(maintaining the Blue and Gold cohorts) 
with the non-attending cohort being streamed into the classroom virtually. 

(a) Blue will attend Tuesday and Thursday and be streamed on 
Wednesday and Friday 

(b) Gold will attend Wednesday and Friday and be streamed on Tuesday 
and Thursday.  

  
b. Educational Program 
  

The educational program will continue to follow the Board approved 
curriculum sequence with a focus on the progression of NJSLS.  The 
Roxbury School District is planning on running all programs and courses 
at all levels.  Provisions have been made to also identify and resolve 
instructional gaps that may have occurred in the curriculum sequence 
based on the fully virtual experience during the spring of 2020. 
Instructional gaps continue to be monitored by district administration so 
the curriculum sequence can be adjusted if/when necessary.
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Appendix O 

 Staffing 

This school district should include in Appendix O the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Sections B.4., B.5., and B.6. 

1. Staffing 

 a. Staffing will be dependent upon the survey results of students and staff 
 which will provide us with information on the health restrictions of staff  and the 
option available to students to attend our hybrid in-person  instruction, remain 
fully on virtual instruction, or select homeschooling. 

2. Evaluations 

a. Educator Evaluations will align with the Board of Education approved 
method and will be developed through articulation between District 
Administration and the Roxbury Education Association.  It will follow the 
number of observation requirements as outlined in ACHIEVENJ and will 
be modified to hold teachers accountable for all instruction expectations. 
 
 b.  Support Staff Evaluations will be conducted as usual. 
 
c.  Evaluation of administration will align with the Board of Education 
approved method and will represent singular events as well as a 
retrospective of events over a period time.  

3.  Assignments 

 a. Staff assignments may be subject to change depending on the 
educational needs of students.  

4. Professional Learning 

a. will not include any out-of-district in-person professional 
development. Professional learning may continue online.  
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5. Professional Development Plans 

a. will reflect personal needs for enhancing online instruction. 

6. Substitutes  

a.   to the greatest extent possible, will be limited to covering a maximum 
of  two (2) buildings. 

  

  

 Appendix P 

 Athletics 

This school district should include in Appendix P the locally developed protocols 
addressing the anticipated minimum standards as required by the NJDOE 
Guidance and referenced in the Board’s Plan – Section B.7. 

1.      Athletics will follow NJSIAA guidelines. 
2.      Phase I Summer Workouts for high school sports will include: 

    cheerleading 
    volleyball 
    football 
    soccer 
    tennis 
    cross country 
            gymnastics 

3.      Summer Workouts include the following protocols: 
    daily health screenings 
    pods of 10 athletes 
    outside activity only 
    aerobic activity only 
    limited time for workout sessions 60 minutes 

4.      Middle School Fall Sports are cancelled. 
5.      As per NJSIAA: 

September 14th begins official Fall practice 
HS competition will start: 
    September 28th - Girls’ Tennis 
    October 1st - all other sports, except football 
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    October 2nd - first Football game 
6.      Winter and Spring sports, if permitted, will operate following the 

latest applicable Executive Order and CDC guidelines. 
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1648.02 REMOTE LEARNING OPTIONS FOR FAMILIES (M) 
M 

On July 24, 2020, the New Jersey Governor and the Commissioner of Education 
published a supplemental guidance document titled “Clarifying Expectations 
Regarding Fulltime Remote Learning Options for Families 2020-2021” as a result 
of the COVID-19 pandemic.  This supplemental guidance includes an additional 
“anticipated minimum standard,” as this phrase is used throughout “The Road 
Back:  Restart and Recovery Plan for Education” (NJDOE Guidance).  This 
additional “anticipated minimum standard” provides that, in addition to the 
methods and considerations explicitly referenced in the NJDOE Guidance for 
scheduling students for in-person, remote, or hybrid learning, families/guardians 
(hereinafter referred to as “parents”) may submit, and school districts shall 
accommodate, requests for full-time remote learning.   

Requests for full-time remote learning may include any service or combination of 
services that would otherwise be delivered to students on an in-person schedule, 
which may be a hybrid schedule, such as instruction, behavioral and support 
services, special education, and related services.  A parent may request some 
services be delivered entirely remotely, while other services follow the same 
schedule they otherwise would according to the provisions in the school district’s 
Restart and Recovery Plan (Plan) and Policy 1648.   

A parent may contact the Principal or designee of the building the student would 
attend with any questions on: a request to transition from in-person services to 
 full-time remote learning; a request to transition from full-time remote learning to 
in-person services; the procedures of this Policy; and/or any other information 
regarding the school district’s Plan and Policy 1648.  

To ensure clarity and consistency in implementation of full-time remote learning, 
the Board of Education adopts this Policy that addresses the following:  

A. Unconditional Eligibility for Full-time Remote Learning   

1. All students are eligible for full-time remote learning.  

  
a. Eligibility for full-time remote learning cannot be 

conditioned on a parent demonstrating a risk of illness or 
other selective criteria.   

  

EXHIBIT #P24 
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b. Unconditional eligibility for full-time remote learning 
includes students with disabilities who attend in-district 
schools or receiving schools (county special services school 
districts, educational services commissions, jointure 
commissions, Katzenbach School for the Deaf, regional 
day schools, college operated programs, and approved 
private schools for students with disabilities).  

  

B. Procedures for Submitting Full-time Remote Learning Requests  

  
1. A parent may request a student receive full-time remote learning 

from the school district by submitting a written request to the 
Principal of the school building their child would attend.  The 
written request should be provided to the Principal at least seven 
(7) calendar days before the student is eligible to commence full-
time remote learning in accordance with B.2. below. 

  
2. The student may only begin full-time remote learning 
  

 at the beginning of a marking period, or  

 within seven (7) school days after receiving written 
approval of the Principal or designee if such a change is 
reasonable and possible given class size and schedule. 

  
3. The written request for the student to receive full-time remote 

learning shall include:  

a. The student’s name, school, and grade;  

  
b. The technology the student will be using to receive full-

time remote learning, including the student’s connectivity 
capabilities, including any potential internet connectivity 
concerns;  

  
c. A request for any service or combination of services that 

would otherwise be delivered to the student on an in-person 
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or hybrid schedule, such as instruction, behavioral and 
support services, special education, and related services;   

  
d. For students with disabilities, the school district staff will 

determine if an Individualized Education Plan (IEP) 
meeting or an amendment to a student’s IEP is needed for 
full-time remote learning; and 

  
e. Any additional information the Principal or designee 

requests to ensure the student, when receiving remote 
learning, will receive the same quality and scope of 
instruction and other educational services as any other 
student otherwise participating in school district programs.   

  
(1) The documentation required by the school district to 

be provided in the parent’s request for full-time 
remote learning shall not exclude any students from 
the school district’s full-time remote learning 
option, but rather be limited to the minimum 
information needed to ensure proper recordkeeping 
and implementation of successful remote learning. 

  
4. Upon receiving the written request, the Principal or designee may 

request additional information from the parent to assist the 
Principal or designee in providing the student the same quality and 
scope of instruction and other educational services as any other 
student otherwise participating in school district programs.  

  
5. The Principal or designee will review the written request and upon 

satisfaction of the procedures outlined in this Policy, the Principal 
or designee will provide written approval of the parent’s request 
for full-time remote learning. 

  
a. In the event the request does not satisfy the procedures 

outlined in this Policy, the Principal or designee will notify 
the parent in writing of the issues that need to be addressed 
by the parent to satisfy the procedures outlined in this 
Policy. 

  
6. The Principal’s written approval of the request shall be provided to 

the parent as soon as approved. 



POLICY 
 
 
 
 

 

ROXBURY TOWNSHIP 
BOARD OF EDUCATION 

Administration 
1648.02/Page 4 of 8 

REMOTE LEARNING OPTIONS FOR FAMILIES (M) 

  
a. The written approval will include the date the remote 

learning program will commence for the student in 
accordance with B.2. above.  

C. Scope and Expectations of Full-Time Remote Learning  

1. The scope and expectations of the school district’s full-time remote 
learning program will include, but not be limited to, the following: 

  
a. The length of the school day pursuant to N.J.A.C. 6A:32-

8.3 and compliance with the Board’s Attendance Policy 
and Regulation 5200; the provisions of the district’s remote 
learning program outlined in the school district’s Plan; and 
any other Board policies and regulations that govern the 
delivery of services to, and district expectations of, students 
participating in the remote learning program and their 
families; 

  
b. The technology and the connectivity options to be used 

and/or provided to the student during remote learning; and 
  
c. Any additional information the Principal or designee 

determines is needed to ensure the student, when receiving 
remote learning, will receive the same quality and scope of 
instruction and other educational services as any other 
student otherwise participating in school district programs 
(i.e. students participating in a hybrid model).  

   
(1) This includes, for example, access to standards-

based instruction of the same quality and rigor as 
afforded all other students of the district, the district 
making its best effort to ensure that every student 
participating in remote learning has access to the 
requisite educational technology, and the provision 
of special education and related services to the 
greatest extent possible.   

  
d. The school district will endeavor to provide supports and 

resources to assist parents, particularly those of younger 
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students, with meeting the expectations of the school 
district’s remote learning option. 

  
D. Procedures to Transition from Full-Time Remote Learning to In-Person 

Services 
  

1. A parent may request their student transition from full-time remote 
learning to in-person services, if in-person services are being 
provided, by submitting a written request to the Principal of the 
building the student will attend.  This request should be submitted 
at least seven (7) calendar days before the student is eligible for in-
person services.  

  
2. A student is only eligible to transition from full-time remote 

learning to in-person services commencing 
  

 at the beginning of a marking period, or  

 within seven (7) school days after receiving written 
approval of the Principal or designee if such a change is 
reasonable and possible given class size and schedule.  

3. The written request from the parent for the student to transition 
from full-time remote learning to in-person services shall include: 

  
a. The student’s name, school, and grade; 
  
b. The in-person program may only commence for a student 

transitioning from full-time remote learning to in-person 
services in accordance with D.2. above; and 

  
c. Any additional information the Principal or designee 

determines would be important on the student’s transition 
from full-time remote learning to in-person services.   

  
4. A student previously approved for remote learning wanting to 

transition into the school district’s in-person program must spend 
at least 
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• one marking period in remote learning before being eligible 
to transition into the school district’s in-person program, 
or    

  
• Seven (7) school days in remote learning before being 

eligible to transition into the school district’s in-person 
program if a schedule/class change is possible mid-marking 
period or trimester. 

  
a. This will allow parents to make the arrangements needed to 

effectively serve students’ home learning needs and will 
support educators in ensuring continuity of instruction for the 
student. 

  
5. The Principal or designee will review the request for compliance 

with this Policy, and upon satisfaction of the procedures in this 
Policy, will provide the parent of the student a written approval of 
the student entering the school district’s in-person program. 

  
a. In the event the request does not satisfy the procedures 

outlined in this Policy, the Principal or designee will notify 
the parent in writing of the issues that need to be addressed 
by the parent to satisfy the procedures outlined in this 
Policy. 

  
6. Upon approval of the student’s transition from full-time remote 

learning to in-person services, the school district will provide 
specific student and academic services to better assist parents 
anticipate their student’s learning needs and help educators 
maintain continuity of services. 

  
7. School districts that offer Pre-K will consult their Pre-K 

curriculum providers regarding appropriate measures to assess a 
Pre-K student’s learning progress during the transition from full-
time remote learning to in-person learning.  

  

E. Reporting  

1. To evaluate full-time remote learning, and to continue providing 
meaningful guidance for school districts, it will be important for 
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the New Jersey Department to Education (NJDOE) to understand 
the extent and nature of demand for full-time remote learning 
around the State. 
  
a. The school district will be expected to report to the NJDOE 

data regarding participation in full-time remote learning.  
Data will include the number of students participating in 
full-time remote learning by each of the following 
subgroups: economically disadvantaged; major racial and 
ethnic groups; students with disabilities; and English 
learners.  

  

F. Procedures for Communicating District Policy with Families 

  
1. The school district will have clear and frequent communication 

with parents, in their home language, to help ensure this important 
flexibility is as readily accessible as possible.  Communication 
must include, at a minimum, information regarding: 
  

a. Summaries of, and opportunities to review, the school district’s 
full-time remote learning Policy/Plan; 

  
b. Procedures for submitting full-time remote learning requests in 

accordance with B. above;  
  
c. Scope and expectations of full-time remote learning in accordance 

with C. above;  
  
d. The transition from full-time remote learning to in-person services 

and vice-versa in accordance with B. and D. above; and 
  
e. The school district’s procedures for ongoing communication with 

families and for addressing families’ questions or concerns.  

G. Home or Out-of-School Instruction  

1. No provision of this Policy supersedes the district’s requirements 
to provide home or out-of-school instruction for the reasons 
outlined in N.J.S.A. 18A, N.J.A.C. 6A, or any applicable Board 
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policy unless determined otherwise by the Superintendent or 
designee.  

  
[See the District’s Restart and Recovery Plan – Appendix Q for the 
protocols/procedures for “Remote Learning Options for Families” which 
is outlined in the school district’s Restart and Recovery Plan.] 

  

  

New Jersey Department of Education Guidance Document:  “Clarifying 
Expectations Regarding Fulltime Remote Learning   Options for Families 2020-
2021” 

  

  

  

Adopted: 14 December 2020  
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1648.03 RESTART AND RECOVERY PLAN - FULL-TIME REMOTE 
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M 
 

On June 26, 2020, the New Jersey Department of Education published “The 
Road Back - Restart and Recovery Plan for Education” (NJDOE Guidance), a 
guidance document for reopening New Jersey schools during the COVID-19 
pandemic.  The Guidance, including revisions, provided school officials with the 
information necessary to ensure that schools reopen safely and are prepared to 
accommodate staff and students’ unique needs during these unprecedented 
times.  The NJDOE Guidance required school districts to develop, in 
collaboration with community stakeholders, a “Restart and Recovery Plan” 
(Plan) to reopen schools that best fit the district’s local needs.   

The NJDOE Guidance requires the Board of Education to adopt certain policies 
and the Board adopted Policies 1648 and 1648.02 to address these policy 
requirements.  Board policies related to Covid-19 shall only be effective through 
the current COVID-19 pandemic and will take precedence over any existing 
Policy on the same or similar subject, unless determined otherwise by the 
Superintendent.   

On August 13, 2020, the Governor of New Jersey signed Executive Order 175 
indicating public school districts shall resume partial or full-time in-person 
instruction during the fall of school year 2020-2021.  However, Executive Order 
175 also indicates public school districts that are or become unable to satisfy the 
health and safety requirements for in-person instruction delineated in the 
NJDOE’s “Checklist for Re-Opening of School 2020-2021” and detailed in the 
“The Road Back - Restart and Recovery Plan for Education” Guidance, may 
provide full-time remote instruction to all students pursuant to N.J.S.A. 18A:7F-
9.   

Public school districts that determine they cannot provide in-person instruction 
must submit documentation to the Department of Education that identifies:  

1. The school building(s) or grade level(s) within the district that will 
provide full-time remote instruction; 

  
2. The specific health and safety standards delineated in the NJDOE’s 

“Checklist for Re-Opening of School 2020-2021,” and detailed in 

EXHIBIT #P25 
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the “The Road Back - Restart and Recovery Plan for Education” 
Guidance, that the school is unable to satisfy; 

  
3. The school’s anticipated efforts to satisfy the identified health and 

safety standard(s); and 
  
4. A date by which the school anticipates the resumption of in-person 

instruction.  

Such documentation must be submitted to the Department of Education as soon as 
reasonably possible.  

The NJDOE, by way of the Executive County Superintendent, shall request 
periodic updates from the Superintendent of Schools of a public school district 
offering only remote instruction to demonstrate the school district is actively 
engaged in good-faith efforts toward the resumption of in-person instruction.  

All instruction, whether in-person instruction or remote instruction, for the 
   2020-2021 year, shall adhere to the following requirements, and any other 
requirements imposed by Order, statute, or regulation:  

1. A school day, whether in-person or remote must consist of at least 
four (4) hours of active instruction to students by an appropriately 
certified teacher, except that one continuous session of two and 
one-half hours may be considered a full day in Kindergarten, 
pursuant to N.J.A.C. 6A:32-8.3. 

  
2. District and school policies for attendance and instructional contact 

time will need to accommodate opportunities for both synchronous 
and asynchronous instruction, while ensuring the requirements for 
a 180-day school year are met pursuant to N.J.S.A. 18A:7F-9. 

  
3. All instructional time shall be provided in accordance with the 

New Jersey Student Learning Standards (NJSLS). 

Executive Order 175 – August 13, 2020 

  

Adopted:  14 December 2020 
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