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1100  DISTRICT ORGANIZATION 

 

The Board of Education directs the establishment and implementation of an organizational plan 

for the management and control of school district operations.  The plan will require the 

identification and resolution of problems at appropriate organizational levels.  All references to 

school district administrators in policies or regulations shall be construed to mean that 

administrator or his/her designee. 

 

All members and employees of this Board are directed to observe faithfully the chain of 

communications established by the district organizational plan.  In general, a problem should be 

identified and its resolution attempted at the level most immediate to the problem's origin.  When 

a resolution cannot be found at that level, remedy may be sought through appropriate resolution 

and remediation procedures. 

 

The Board expressly disapproves of any attempt to expedite the resolution of a problem by 

disregard of the organizational plan and the appropriate processes.  A staff member's persistent 

disregard for the established management organization of this district in violation of this policy 

will be considered an act of insubordination subject to discipline. 

 

 

N.J.S.A. 18:11-1; 18A:27-4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 



POLICY   

 

 

LAFAYETTE TOWNSHIP 

SCHOOL 

ADMINISTRATION 

1110/page 1 of 1 

Organizational Chart 

 

 

1110  ORGANIZATIONAL CHART 
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1120  MANAGEMENT TEAM 

 

The Board of Education recognizes the value of a system of management organization that 

enhances communication among administrators and between the administration and the Board, 

encourages a shared responsibility for educational policy decisions, and provides for the 

equitable resolution of conflicts. 

 

The Board directs the Superintendent to establish a management team that includes the 

Superintendent and those administrative, supervisory, and support staff members who are 

responsible for employee evaluation, the adjudication of grievances, supervision of employees, 

or recommendations regarding the employment of employees. 

 

The Superintendent shall institute a management team system that will provide a means for: 

 

1. Submitting recommendations to the Board on issues of educational policy; 

 

2. Addressing the economic concerns and working conditions of management team 

members, including their job descriptions, evaluation, salaries, fringe benefits, 

promotions, assignments, and transfers; 

 

3. The development of administrative procedures; and 

 

4. The consideration of such additional and appropriate issues as may be identified 

by the Superintendent or the management team. 

 

 

N.J.S.A. 18A:11-1; 18A:27-4 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 



POLICY   

 

 

LAFAYETTE TOWNSHIP 

SCHOOL 

ADMINISTRATION 

1130/page 1 of 1 

Staff Liaison Committees 

 

 

1130  STAFF LIAISON COMMITTEES 

 

The Board of Education encourages the Superintendent to maintain close liaison with staff 

members in order to coordinate district programs and operations, to consult with appropriate staff 

members in developing administrative regulations and formulating recommendations for Board 

consideration, and to detect and resolve problems as they may arise. 

 

The Superintendent is authorized to establish such staff liaison committees as he/she may deem 

necessary. 

 

No staff liaison committee can be delegated the authority to make decisions or take action that is 

reserved to the Board or the Superintendent.  Committee reports and recommendations may be 

advisory only. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1140 AFFIRMATIVE ACTION PROGRAM 

 

The Board of Education shall adopt and implement written educational equality and 

equity policies in accordance with the provisions of N.J.A.C. 6A:7 – Managing For 

Equality And Equity In Education. 

  

The Board’s affirmative action program shall recognize and value the diversity of persons 

and groups within society and promote the acceptance of persons of diverse backgrounds 

regardless of race, creed, color, national origin, ancestry, age, marital status, affectional 

or sexual orientation, gender, gender identity or expression, religion, disability, or 

socioeconomic status.  The affirmative action program will also promote equal 

educational opportunity and foster a learning environment that is free from all forms of 

prejudice, discrimination, and harassment based upon race, creed, color, national origin, 

ancestry, age, marital status, affectional or sexual orientation, gender, gender identity or 

expression, religion, disability, or socioeconomic status in the policies, programs, and 

practices of the Board of Education. 

  

The Board shall inform the school community it serves of these policies in a manner 

including, but not limited to, the district's customary methods of information 

dissemination.  The Board shall develop a Comprehensive Equity Plan once every three 

years, which shall identify and correct all discriminatory and inequitable educational and 

hiring policies, patterns, programs, and practices affecting its facilities, programs, 

students, and staff. 

  

The Board shall assess the district's needs for achieving equality and equity in 

educational programs based on an analysis of student performance data such as: National 

Assessment of Educational Progress and State assessment results, Pre-Kindergarten 

through grade twelve promotion/retention data, Pre-Kindergarten through grade twelve 

completion rates; re-examination and re-evaluation of classification and placement of 

students in special education programs if there is an over representation within certain 

groups; staffing practices; student demographic and behavioral data; quality of program 

data; and stakeholder satisfaction data prior to developing the Comprehensive Equity 

Plan.  The purpose of the needs assessment is to identify and eliminate discriminatory 

practices and other barriers in achieving equality and equity in educational programs. 

  

The Board shall annually designate a member of its staff as the Affirmative Action 

Officer and form an Affirmative Action Team, of whom the Affirmative Action Officer is 

a member, to coordinate and implement the requirements of N.J.A.C. 6A:7 – Managing 

For Equality And Equity in Education.  The Board shall assure that all stakeholders know 

who the Affirmative Action Officer is and how to access him or her. 
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The Affirmative Action Officer shall have a New Jersey standard certification with an 

administrative, instructional, or educational services endorsement, pursuant to N.J.A.C. 

6A:9B et seq.  The Affirmative Action Officer shall: coordinate the required professional 

development training for certificated and non-certificated staff pursuant to N.J.A.C. 

6A:7-1.6; notify all students and employees of district grievance procedures for handling 

discrimination complaints; and ensure the district grievance procedures, which include 

investigative responsibilities and reporting information, are followed. 

  

The Affirmative Action Team shall: develop the Comprehensive Equity Plan pursuant to 

N.J.A.C. 6A:7-1.4(c); oversee the implementation of the district's Comprehensive Equity 

Plan pursuant to N.J.A.C. 6A:7-1.4(c); collaborate with the Affirmative Action Officer on 

coordination of the required professional development training for certificated and non-

certificated staff pursuant to N.J.A.C. 6A:7-1.6; monitor the implementation of the 

Comprehensive Equity Plan; and conduct the annual district internal monitoring to ensure 

continuing compliance with State and Federal statutes governing educational equality and 

equity, pursuant to N.J.A.C. 6A:7-1.4(d). 

  

The Board shall provide professional development training to all certificated and non-

certificated school staff members on a continuing basis to identify and resolve problems 

associated with the student achievement gap and other inequities arising from prejudice 

on the basis of race, creed, color, national origin, ancestry, age, marital status, affectional 

or sexual orientation, gender, gender identity or expression, religion, disability, or 

socioeconomic status.  All new certificated and non-certificated staff members shall be 

provided with professional development training on educational equality and equity 

issues within the first year of employment.  Parents and other community members shall 

be invited to participate in the professional development training.  

  

The Commissioner or his/her designee shall provide technical assistance to local school 

districts for the development of policy guidelines, procedures, and in-service training for 

Affirmative Action Officers so as to aid in the elimination of prejudice on the basis of 

race, creed, color, national origin, ancestry, age, marital status, affectional or sexual 

orientation, gender, gender identity or expression, religion, disability, or socioeconomic 

status. 

  

  

N.J.A.C. 6A:7-1.4; 6A:7-1.5; 6A:7-1.6 

  

  

Adopted:  August 9, 2016 
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1210  BOARD-SUPERINTENDENT RELATIONS 

 

The Board of Education believes that it is the primary duty of the Board to establish policies and 

the primary duty of the Superintendent to implement and administer those policies. 

 

The Superintendent, as Chief Administrative Officer of the school district, is the primary 

professional advisor to the Board.  Policy should not be adopted or revised without consultation 

with the Superintendent. 

 

The Superintendent is responsible for the development, supervision, and operation of the school 

program and facilities and will be given latitude to implement and administer policies in 

accordance with such standards as may have been set forth in the policies.  The Superintendent 

will discharge his/her responsibility in part through the establishment and promulgation of 

administrative regulations. 

 

In evaluating the effectiveness of Board policy in meeting the goals of the district, the Board will 

request the Superintendent to make appropriate inquiries, investigations, and reports. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1220  EMPLOYMENT OF CHIEF SCHOOL ADMINISTRATOR 

 

The Board of Education vests the primary responsibility for the administration of this school 

district in a Superintendent and recognizes the appointment of a person to that office is one of the 

most important functions this Board can perform.  The Superintendent shall have a seat on the 

Board of Education and the right to speak on matters at meetings of the Board (pursuant to 

N.J.S.A. 18A:17-20.a or N.J.S.A. 18A:17-20.b), but shall have no vote. 

 

The Superintendent shall devote himself or herself exclusively to the duties of the office. 

 

Recruitment Procedures 

 

The Board shall actively seek the best qualified and most capable candidate for the position of 

Superintendent.  The Board may use a consultant service to assist in the recruitment process.  

Recruitment procedures may include, but are not limited to, the following activities: 

 

1. The preparation of a new or a review of an existing written job description; 

 

2. Preparation of informative material describing the school district and its 

educational goals and objectives; 

 

3. Where feasible, the opportunity for applicants to visit the district; 

 

4. Establish an interview process that encourages the candidate and the Board 

members to have a meaningful discussion of the school district’s needs and 

expectations.  The Board members shall review and discuss the candidate’s 

credentials, qualifications, educational philosophy, and other qualities and 

expertise he/she can offer to the district; 

 

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

 

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

opportunity. 

 

Qualifications 

 

The candidate must possess or be eligible for a valid New Jersey administrative certificate 

endorsed for school administrator or a provisional school administrator’s endorsement in 

accordance with N.J.A.C. 6A:9-12.4 et seq. and must qualify for employment following a 

criminal history record check. 
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The candidate shall meet the criteria established by the Board.  

 

Employment Contract 
 

A person appointed Superintendent must enter an employment contract with the Board.  An 

employment contract for the Superintendent shall be reviewed and approved by the Executive 

County Superintendent in accordance with the provisions of N.J.A.C. 6A:23A-3.1 and Policy 

1620.  Any actions by the Executive County Superintendent undertaken pursuant to N.J.A.C. 

6A:23A-3.1 may be appealed to the Commissioner pursuant to the procedures set forth in 

N.J.A.C. 6A:3. 
 

The employment contract with the Superintendent must be approved with a recorded roll call 

majority vote of the full membership of the Board at a public Board meeting. 
 

In the event there is a Superintendent vacancy at the expiration of the existing contract, only the 

Board seated at the time of the expiration of the current Superintendent’s contract may appoint 

and approve an employment contract for the next Superintendent. 
 

In the event there is a Superintendent vacancy prior to the expiration of the existing contract, the 

Board seated at the time the position becomes vacant may appoint and approve an employment 

contract for the next Superintendent. 
 

The contract for the Superintendent who does not acquire tenure, but who holds tenure during the 

term of his/her employment contract will include: a term of not less than three nor more than five 

years and expiring July 1; a beginning and ending date; the salary to be paid and benefits to be 

received; a provision for termination of the contract by the Superintendent; an evaluation process 

pursuant to N.J.S.A. 18A:17-20.3; and other terms agreed to between the Board and the 

Superintendent.  
 

During the term of the contract, the Superintendent shall not be dismissed or reduced in 

compensation except for inefficiency, incapacity, conduct unbecoming a Superintendent, or other 

just cause and only by the Commissioner of Education pursuant to the tenure hearing laws. 
 

At the conclusion of the term of the initial contract or of any subsequent contract, in accordance 

with N.J.S.A. 18A:17-20.1, the Superintendent shall be deemed reappointed for another 

contracted term of the same duration as the previous contract unless either: the Board by contract 

reappoints the Superintendent for a different term which shall not be less than three nor more 

than five years, in which event reappointments thereafter shall be deemed for the new term 

unless a different term is again specified; or the Board notifies the Superintendent in writing the 

Superintendent will not be reappointed at the end of the current term, in which event his/her 

employment shall cease at the expiration of that term.  In the event the Board notifies the 

Superintendent he/she will not be reappointed, the notification shall be given prior to the  
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expiration of the first or any subsequent contract by a length of time equal to thirty days for each 

year in the term of the current contract. 

 

Pursuant to N.J.S.A. 18A:20.2a, the Board shall submit to the Commissioner for prior approval 

an early termination of employment agreement that includes the payment of compensation as a 

condition of separation.  In accordance with N.J.S.A. 18A:17-20.2a, compensation includes, but 

is not limited to, salary, allowances, bonuses and stipends, payments of accumulated sick or 

vacation leave, contributions toward the costs of health, dental, life, and other types of insurance, 

medical reimbursement plans, retirement plans, and any in-kind or other form of remuneration. 

 

An early termination of an employment agreement shall be limited in its terms and conditions as 

outlined in N.J.A.C. 6A:23A-3.2.  The Commissioner shall evaluate such agreements in 

accordance with the provisions of N.J.S.A. 18A:17-20.2a and N.J.A.C. 6A:23A-3.2 and has the 

authority to disapprove the agreement.  The agreement shall be submitted to the Commissioner 

by the district by certified mail, return receipt requested.  The determination shall be made within 

thirty days of the Commissioner’s receipt of the agreement from the school district. 

 

Disqualification 

 

Any candidate’s misstatement of fact material to qualifications for employment or the 

determination of salary will be considered by this Board to constitute grounds for dismissal. 

 

Certificate Revocation 

 

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

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

 

 

N.J.S.A.  18A:16-1; 18A:17-15; 18A:17-20; 18A:17-20.1;  

    18A:17-20.2; 18A:17-20.2a; 18A:17-20.3 

N.J.A.C.  6A:9B-12.3; 6A:9B-12.4; 6A:23A-3.1, 6A:23A-3.2 

 

Adopted:  7 September 2010 

 

Re-adopted : 8 November 2016 
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1230  SUPERINTENDENT’S DUTIES 
 

Qualifications 
 

1. Valid New Jersey School Administrator Certificate or eligibility; 
 

2. Central office, school administration and teaching experience as determined by 

the Board; 
 

3. Demonstrated success with curriculum, personnel management, school finance 

and strategic planning; 
 

4. Strong leadership and communication skills; and 
 

5. Required criminal history background check and proof of U.S. citizenship or legal 

resident alien status. 
 

Direct Supervisor: Board of Education 
 

Supervises:  Every district employee 
 

Job Goal: To inspire, lead, guide, and direct every member of the administrative, 

instructional, and support services staff in setting and achieving the 

highest standard of excellence, so that each pupil enrolled in the district 

may be provided with an appropriate and effective education. 
 

Scope of  

Responsibility: Leadership and management responsibilities of the Superintendent shall 

extend to all activities of the district, to all phases of the educational 

program, to all aspects of the financial operation, to all parts of the 

physical plant, and to the conduct of such other duties as may be assigned 

by the Board.  The Superintendent may delegate these duties together with 

appropriate authority, but may not delegate nor relinquish ultimate 

responsibility for results or any portion of accountability. 
 

Performance Responsibilities 
 

A. Instructional Leadership: 
 

1. Maintains the quality of educational programs and services to pupils, and 

improves programs and services where necessary.  Ensures that a system of 

thorough and efficient education, as defined in State law and code is available to 

all pupils. 
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2. Ensures that the goals of the school system are reflected in its educational 

program and operations. 

 

3. Provides for the timely completion of annual district and school-level reporting 

and planning requirements including school report cards, pupil performance 

objectives, and a quality assurance report to the public. 

 

4. Studies and reviews with staff all curriculum guides and courses of study on a 

continuing basis.  Recommends, for Board adoption, curricula, courses, textbooks 

and time schedules. 

 

5. Ensures implementation and evaluation of all Board-approved written curricula 

for all subjects and inclusion of mandated programs and State Core Curriculum 

Content Standards. 

 

6. Provides for curriculum articulation among grades in the district and between/ 

among constituent districts in a regional school system or sending-receiving 

agreement. 

 

7. Encourages staff to develop programs, services and projects that reflects 

instructional diversity, alternatives and flexibility, while assuring an articulated, 

consistent education for all pupils. 

 

8. Provides for an annual assessment of pupil needs and achievement.  Ensures the 

effectiveness of the instructional program by measuring pupil achievement 

against State and local standards.  Initiates program changes in light of this 

assessment as necessary. 

 

9. Develops guidelines and direction for monitoring the effectiveness of existing and 

new programs. 

 

10. Seeks out available sources for grant funding to support programs and projects. 

 

11. Ensures that the goals of the school system are adequately reflected in its 

educational program and operations.  Annually by September 1, submits the 

district's objectives to the County Superintendent for review and approval. 

 

12. Keeps professionally current and informed on research-based educational 

practices. 
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B. Personnel Administration 

 

1. Mentors staff and demands high performance.  Implements sound personnel 

practices. 

 

2. Directs and supervises the administrative staff and through them all district staff. 

 

3. Provides a role model as well as direction and supervision to the central district 

administrative staff in the development and implementation of sound personnel 

practices. 

 

4. Develops recruitment and retention procedures to assure well-qualified applicants 

for professional and nonprofessional positions.  Participates in final candidate 

interviews, as appropriate, and recommends appointment, transfer, renewal and 

dismissal of all certified and non-certified staff to the Board. 

 

5. Ensures that all staff is observed and evaluated annually in accordance with law 

and established procedures.  Recommends certified and non-certified employees 

for contract renewal and/or tenure appointment. 

 

6. Provides direction and serves as a resource for management representatives in 

negotiating with employee bargaining units.  Supervises administration of 

collective bargaining agreements. 

 

7. Recommends and implements the district's professional development plan. 

 

8. Ensures that all teaching staff members fulfill continuing professional 

development and receive in-service training required by State/Federal laws.  

Assumes responsibility for the maintenance of appropriate documentation in a 

central file and timely submission of all required reports. 

 

C. Financial Management 

 

1. Ensures that the budget implements the district's goals. 

 

2. Ensures implementation of Board financial policies and district procedures.  

Provides direction to and supervision of school business functions.  Encourages 

development and implementation of sound business practices. 
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3. Initiates and supervises development of the annual budget, providing opportunity 

for staff input.  Recommends budget and budget priorities for Board approval and 

communicates the educational and monetary impact of the budget to the 

community. 

 

4. Ensures that the district develops and implements a multi-year (three to five 

years) comprehensive maintenance plan.  Ensures that the district has long-range 

financial and facility improvement plans.  Updates and implements plans 

annually. 

 

5. Oversees school facility management to provide safe, efficient and attractive 

buildings, with strong emphasis on preventative maintenance and custodial care.  

Ensures annual inspections of the school building for adherence to health and 

safety codes. 

 

6. Provides direction to and supervision of school business functions.  Encourages 

development and implementation of sound business practices.  Continually 

assesses business management practices to achieve efficiency. 

 

7. Ensures funds are spent prudently by providing adequate control and accounting 

of the district’s financial and physical resources. 

 

D. Pupil Services 

 

1. Ensures that a system of free appropriate special education and/or related services 

is available to all pupils with educational disabilities. 

 

2. Develops and oversees the delivery of the district's intervention and referral 

services for pupils who are experiencing difficulties in their classes and who have 

not been classified as in need of special education. 

 

3. Develops, in consultation with the school physician, a plan for the provision of 

school nursing services to be adopted by the Board. 

 

4. Confers annually with the administrator of each nonpublic school located in the 

district to plan for nursing services which may be made available pursuant to law 

and submits an annual written report to the County Superintendent. 

 

5. Develops and implements policies and procedures related to missing children and 

the reporting of allegations of child abuse and neglect. 
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6. Implements a Board-approved program of guidance and counseling services. 

 

7. Ensures access to public education for homeless pupils in accordance with State 

and Federal law and administrative code 

 

E. School/Community Relations 

 

1. Promotes community support of the schools.  Interprets district programs and 

services, reports plans, events and activities of interest, and solicits community 

opinions regarding school and education issues. 

 

2. Presents the district's quality assurance report annually to the community at a 

regular Board of Education meeting by October 30 and submits a copy to the 

County Superintendent by November 15. 

 

3. Identifies available community resources and linkages to social service agencies 

that support education and healthy child development. 

 

4. Develops strategies to promote parental involvement in their children's education 

and provides opportunities for parent-teacher interaction. 

 

5. Maintains contact and good relations with local media. 

 

6. Ensures that district interests will be represented in meetings and activities of 

municipal and other governmental agencies. 

 

7. Represents the school system and its interests in community organizations, 

activities and projects. 

 

F. Superintendent-Board Responsibilities 

 

1. Provides leadership in identification and priorities and assures that all activities 

reflect those Board-established priorities.  Provides leadership in the 

implementation of the district's vision, mission, and goals. 

 

2. Prepares and recommends short- and long-range plans for Board approval and 

implements those plans when approved. 

 

3. Attends all regular and special meetings of the Board, and participates in a 

professional leadership role.  Designates an administrative staff member to serve 

in his/her absence, when appropriate. 
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4. Knows Board policy and respects the policymaking authority and responsibility of 

the Board. 

 

5. Recommends drafts of new policies or changes to the Board.  Establishes 

guidelines and processes for monitoring implementation of Board policies. 

 

6. Collects adequate and reliable information before making recommendations and 

decisions. 

 

7. Prepares, in conjunction with the Board President, agenda recommendations 

relative to all matters requiring Board action, including all facts, information, 

options and reports needed to assure informed decisions.  Provides advice and 

counsel to the Board on matters before it. 

 

8. Provides a communication system to keep the Board informed of district issues 

and critical information needed for decision-making. 

 

9. Anticipates potential problems.  Recommends policies or courses of staff action. 

 

10. Keeps the Board informed regarding development in other districts or at State and 

national levels that would be helpful to the district. 

 

11. Ensures that all local, State/Federal standards for the health and safety of pupils 

and staff are maintained and that required reports are maintained. 

 

12. Fulfills all statutory obligations and implements the education law of the State of 

New Jersey and the administrative code of the New Jersey Department of 

Education. 

 

13. Advises the Board of its responsibilities under the School Code of Ethics Act.  

Ensures the adoption of policies and procedures regarding required training for 

Board members and the annual distribution, public discussion, and documentation 

of the Act and the Code of Ethics for School Board Members. 

 

Terms Of Employment: Twelve months.  Appointed for a period of three to five years.  

Serves in accordance with the terms of the contract between the 

Board and the Superintendent. Salary to be determined by the 

Board. 

 

 



POLICY   

 

 

LAFAYETTE TOWNSHIP 

SCHOOL 

ADMINISTRATION 

1230/page 7 of 7 

Superintendent’s Duties 

 

 

Evaluation: Performance of this job will be evaluated annually by April 30 in 

accordance with State law, administrative code, and the Board's 

policy on evaluation of the Superintendent. 

 

 

N.J.S.A. 18A:17-17; 18A:17-18; 18A:17-20; 18A:22-8.1; 18A:27-4.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1240 EVALUATION OF SUPERINTENDENT (M) 

   

The purpose of the annual evaluation is to promote professional excellence and improve 

the skills of the Superintendent, improve the quality of the education received by the 

students in the schools, and provide a basis for the review of the Superintendent’s 

performance.  

  

This Policy and Regulation 1240 shall be developed by the Board of Education after 

consultation with the Superintendent and shall include, but not be limited to:  

  

1. Determination of roles and responsibilities for the implementation of the 

annual evaluation policy and procedures; 

  

2. Development of a job description and evaluation criteria based upon the 

Board of Education's local goals, program objectives, policies, 

instructional priorities, State goals, statutory requirements, and the 

functions, duties, and responsibilities of the Superintendent; 

  

3. Specification of data collection and reporting methods appropriate to the 

job description; 

  

4. Provisions for the preparation of an individual professional growth and 

development plan based in part upon any need(s) identified in the 

evaluation.  The plan shall be mutually developed by the Board of 

Education and the Superintendent; and  

  

5. Preparation of an annual performance report by a majority of the full 

membership of the Board of Education and an annual summary conference 

between a majority of the total membership of the Board of Education and 

the Superintendent.  

  

There shall be an annual summary conference between the Board of Education, with a 

majority of its total membership present, and the Superintendent which shall be held 

before the annual performance report is filed.  The conference shall be held in executive 

session, unless the Superintendent requests that it be held in public.  The conference shall 

include, but not be limited to, review of the following: 
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1. Performance of the Superintendent based upon the Board approved job 

description; 

  

2. Progress of the Superintendent in achieving and/or implementing the 

school district's goals, program objectives, policies, instructional priorities, 

State goals, and statutory requirements; and 

  

3. Indicators of student progress and growth toward program objectives.  

  

The annual performance report shall be prepared by July 1 by a majority of the Board of 

Education’s total membership and shall include, but not be limited to:  

  

1. Performance area(s) of strength; 

  

2. Performance area(s) needing improvement based upon the job description 

and evaluation criteria set forth in N.J.A.C. 6A:10-8.1(c)2; 

  

3. Recommendations for professional growth and development; 

  

4. A summary of indicators of student progress and growth, and a statement 

of how the indicators relate to the effectiveness of the overall program and 

the Superintendent’s performance; and 

  

5. Provision for performance data not included in the report to be entered 

into the record by the Superintendent within ten teaching staff member 

working days after the report’s completion.  

  

The evaluation procedure for a nontenured Superintendent shall be completed by July 1 

each year.  

  

Each newly appointed or elected Board of Education member shall complete a New 

Jersey School Boards Association training program on the evaluation of the 

Superintendent within six months of the commencement of his or her term of office 

pursuant to N.J.S.A. 18A:17-20.3.b.  
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The rules in N.J.A.C. 6A:10-1.1 et seq. shall not override any conflicting provision(s) of 

a collective bargaining agreement 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 collective bargaining involve matters of educational policy or managerial 

prerogatives.  

  

The Board of Education shall add to the Superintendent’s personnel file all annual 

performance reports and supporting data, including, but not limited to, indicators of 

student progress and growth.  All information contained in the 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. 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 New Jersey Department of Education from, at its discretion, 

collecting evaluation data pursuant to N.J.S.A. 18A:6-123.e or distributing aggregate 

statistics regarding evaluation data. 

  

The Board President, or the Board President’s designee, shall oversee the annual 

evaluation of the Superintendent.  The Board of Education may hire a qualified 

consultant to assist or advise in the evaluation process; however, the evaluation itself 

shall be the responsibility of the Board of Education. 

  

Policy and Regulation 1240 shall be distributed to the Superintendent upon adoption by 

the Board.  Amendments to this Policy and Regulation shall be distributed within ten 

working days after adoption. 

  

The provisions of this Policy, Regulation, and N.J.A.C. 6A:10-8.1 et seq. are the 

minimum requirements for the evaluation of a Superintendent.   

 N.J.S.A. 18A:17-20.3; 18A:6-117 through 18A:6-129 

N.J.A.C. 6A:10-1.1 et seq.; 6A:10-8.1 et seq. 

Adopted:  7 September 2010 

Revised: 2/28/18 
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1260  INCAPACITY OF SUPERINTENDENT 

 

The Board of Education will appoint, by the affirmative votes of a majority of the members of 

the full Board, and fix the compensation of an Acting Superintendent to serve when the 

Superintendent is so incapacitated as to render him/her unable to perform the duties of the office 

of Superintendent. 

 

The Superintendent will be deemed to be incapacitated when: 

 

1. The Superintendent is absent on disability leave of a projected duration of one 

hundred eighty days or more; or 

 

2. The Superintendent is certified incapacitated by a physician in accordance with 

Board Policy No. 3161; or 

 

3. The Superintendent has been suspended with pay; or 

 

4. The Superintendent has been suspended without pay pending the resolution of 

tenure charges. 

 

The Acting Superintendent shall discharge the duties of the office until the Superintendent 

returns, resigns, or is removed from the position.  The acts of the Acting Superintendent shall be 

legal and binding as if done by the Superintendent.  The Acting Superintendent shall not acquire 

tenure in the position of Superintendent. 

 

 

N.J.S.A. 18A:16-1.1; 18A:17-15 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1310  EMPLOYMENT OF SCHOOL BUSINESS ADMINISTRATOR/ 

BOARD SECRETARY 

 

The Board of Education shall appoint a qualified and capable person to fill a vacancy in the 

position of School Business Administrator/Board Secretary.  An appointment shall be made 

within a reasonable time after the occurrence of the vacancy and by the recorded roll call vote of 

a majority of the full Board.  No person shall act as School Business Administrator/Board 

Secretary or perform the duties of a School Business Administrator/Board Secretary, as 

prescribed by the rules and regulations of the State Board of Education, unless he/she holds such 

a certificate. 

 

All candidates for the position of School Business Administrator/Board Secretary must produce 

evidence of their training and/or experience in the fields of economics; law; accounting, 

organizational theory; management or administration; finance; and other responsibilities as 

outlined in the job description or required by the Board.  

 

A candidate for the position of School Business Administrator/Board Secretary shall be 

recommended to the Board by the Superintendent.  The Board of Education will appoint a 

suitable person who holds the appropriate certificate as prescribed by the State Board of 

Education.  The appointment of the School Business Administrator/Board Secretary shall be 

made by the Board, which shall also fix the compensation to be paid the School Business 

Administrator/Board Secretary. 

 

Any candidate's misstatement of fact material to qualifications for employment or the 

determination of salary will be considered by this Board to constitute grounds for dismissal. 

 

 

N.J.S.A. 18A:16-1; 18A:17-5; 18A:17-14.1 et seq. 

N.J.A.C. 6A:9B-12.7 

 

 

 

 

 

Adopted:  7 September 2010 

 

Re-adopted: 8 November 2016 
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1320  DUTIES OF SCHOOL BUSINESS ADMINISTRATOR/ 

BOARD SECRETARY 

 

Qualifications 

 

1. Valid New Jersey School Business Administrator Certificate or eligibility*; 

 

2. Minimum experience as determined by the Board; 

 

3. Understanding of the principles and practices of financial accounting and 

reporting procedures consistent with statute, code and GAAP requirements; 

 

4. Knowledge of accepted business practices in school districts related to budget 

preparation and administration, insurance, purchasing, transportation, food 

services, school plant operations and facility planning; 

 

5. Demonstrated organizational, communication and interpersonal skills; and 

 

6. Required criminal history background check and proof of U.S. citizenship or legal 

resident alien status. 

 

*Effective September, 1991 a school Board Secretary who performs regulated functions 

as described in New Jersey Administrative Code must be certified as a school business 

administrator.  In accordance with code, a Board Secretary who lacks certification but 

was assigned prior to September 1, 1991 to perform business administration functions 

shall be permitted to retain his/her position in the district but will be required to meet 

requirements for the provisional certificate in order to seek employment in a new position 

in another district. 

 

Direct Supervisor: Superintendent/Board of Education 

 

Supervises: All custodial, maintenance, food service and transportation personnel and 

business operations staff 

 

Job Goal: To supervise, manage and coordinate the business affairs of the district 

efficiently and effectively to ensure that educational support services help 

to achieve the educational goals of the district with the available financial 

resources. 
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Performance Responsibilities 
 

1. Assists the Superintendent in the preparation of the annual school budget and is 

responsible for the administration of all phases of the budget throughout the year. 
 

2. Serves as general accountant for the Board.  Keeps accurate and detailed accounts 

of all financial transactions as prescribed by statute, administrative code and 

Board policy.  Provides the Board with written reports on the same. 
 

3. Reports to the Board at each regular meeting the amounts appropriated, expended 

and transferred into or out of an item of appropriation, for each item of 

appropriation shown on the prescribed budget form. 
 

4. Reports to the Board once a month the amount of appropriations and the cash 

receipts for each account, and the amounts for which warrants have been drawn 

against each account and the amounts of orders or contractual obligations incurred 

and chargeable against each account since the previous report. 
 

5. Certifies to the Board each month that no budget line item has been over-

expended. 

 

6. Prepares a synopsis or summary of the annual audit and recommendations, prior 

to the holding of the Board meeting to take action thereon.  A copy of the 

synopsis or summary shall be made available for distribution to interested parties 

at the meeting. 

 

7. Assumes responsibility for the audit of all claims, invoices and demands against 

the Board, presents them for Board approval and submits them to the Treasurer of 

School Moneys for payment. 

 

8. Collects tuition fees and other moneys due to the Board not payable directly to the 

Treasurer of School Moneys and transmits such funds to the Treasurer. 

 

9. Serves as the official purchasing agent of the Board and is responsible for 

establishing procedures for the acquisition of supplies and equipment for the 

district in accordance with law and Board policies. 

 

10. Oversees the operation and maintenance of all school facilities and supervises 

custodial, grounds and maintenance services.  Ensures that all local, State/Federal 

standards for the health and safety of pupils and staff are maintained and that 

required reports are maintained. 
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11. Reports to the Commissioner, by August 1, the amount of interest-bearing school 

debts of the municipality and the district with rates of interest, dates when bonds 

and other evidences of indebtedness were issued, and the due date. 
 

12. Provides the Board with a detailed end-of-year fiscal report in the manner and 

form prescribed by the Commissioner, and files a copy with the County 

Superintendent before August 1. 
 

13. Assists the Superintendent in the development and implementation of a multi-year 

(three to five years) comprehensive maintenance plan and the district's long-range 

facilities master plan. 
 

14. Is responsible for the efficient operation of the district’s food services program; 

ensures that procedures are in accordance with law and regulations; and 

supervises food service personnel. 
 

15. Administers the district's insurance/risk management program. 

 

16. Is responsible for the safe, efficient operation of the pupil transportation program; 

ensures proper maintenance of district-owned buses; reviews routes; and handles 

the business aspects of contracted transportation services. 

 

17. Assists the Superintendent in projection of facility needs and oversees all 

construction programs.  Helps develop educational standards for sites, buildings 

and equipment; prepares cost data; and cooperates with architect and construction 

supervisor during construction programs. 

 

18. Acts as the agent of the Board in site acquisitions and sale/lease of property and is 

responsible for scheduling the use of school buildings and grounds by authorized 

groups in accordance with Board policies. 

 

19. Oversees the preparation of the district payroll and ensures proper maintenance of 

records related to auditing requirements, tax laws, and employee benefits.  Is 

responsible for implementing hospitalization, major medical and other types of 

Board-approved employee benefit plans. 

 

20. Is responsible for investment of Board funds in accordance with statute and Board 

policy. 

 

21. Assists the Superintendent and the Board in developing and updating policies for 

all aspects of the school business operation. 
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22. Safeguards and maintains all records and papers of the Board, and devises a 

system of acceptable recording and filing to guarantee the safety and availability 

of all reports, minutes of meetings, contracts, communications and publications, 

and such other documents as the Board may place in the Secretary's custody. 

 

23. Is responsible for the retention and destruction of public documents in accordance 

with State law and retention schedules and serves as the district's records 

management officer. 

 

24. Notifies all Board members of regular and special meetings.  Calls special 

meetings whenever requested by the Board President or by a petition signed by a 

majority of the Board.  Attends all Board meetings. 

 

25. Records all proceedings of Board meetings, prepares the official meeting minutes 

and handles all correspondence of the Board. 

 

26. Performs duties related to school elections as required by law and works 

cooperatively with the County Board of Elections, the county clerk and district 

Board of Elections in facilitating all regular and special school elections. 

 

27. Presides at the annual reorganization meeting of the Board until such time as a 

President is elected. 

 

28. Administers the oath of office to newly elected Board members. 

 

29. Files with the County Superintendent a report listing the name and social security 

number of each bus driver or substitute driver and certification of a valid school 

bus driver's license and criminal background check. 

 

30. Annually develops and transmits to the County Superintendent, on or before 

February 1, a list of names of the school officials, by office and position, whose 

responsibilities require the filing of the Financial and Personal/Relative 

Disclosure Statements. 

 

31. Notifies the County Superintendent of the names of newly elected or appointed 

Board members to obtain the State-required Financial and Personal/Relative 

Disclosure Statements and informs the County Superintendent of new 

administrators or supervisors appointed after the April 30 filing date. 
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32. Prior to the annual submission to the County Superintendent, checks that the 

completed disclosure forms have been reviewed to assure that both required forms 

have been filed; that all questions have been answered or indicated as not being 

applicable; and that each copy is signed by an original signature. 

 

33. Provides to the County Superintendent the names of all persons on the February 1 

list of school officials and all newly elected or appointed persons who have failed 

to file as required under the law. 

 

34. Notifies the New Jersey School Boards Association of the names of newly-elected 

or appointed school Board members in a timely manner to ensure the fulfillment 

of training required by the School Ethics Act.  Transmits to the County 

Superintendent the names of newly elected or appointed Board members who 

have completed the State-required training program provided by the New Jersey 

School Boards Association. 

 

35. Performs such other duties as may be prescribed by law or assigned by the 

Superintendent or the Board. 

 

Terms of Employment: Twelve months.  Contract terms and salary to be determined by the 

Board. 

 

Evaluation: Performance of this job will be evaluated annually in accordance 

with provisions of State law, administrative code, and the Board's 

policy on evaluation of the School Business Administrator/Board 

Secretary. 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1330  EVALUATION OF THE SCHOOL BUSINESS ADMINISTRATOR 

 

The Superintendent will evaluate the performance of the School Business Administrator, tenured 

or nontenured, in order to assist both the Board and the School Business Administrator in the 

proper discharge of their responsibilities and to provide the district with efficient and effective 

services. 

 

The evaluation of the School Business Administrator will consist of an assessment, by the 

Superintendent, of the School Business Administrator's performance of the duties specified in the 

job description approved by the Board.  Reference will be made to the report of the auditor.  The 

Superintendent may, in his/her discretion, consult with staff members assigned to work with the 

School Business Administrator. 

 

The Board and the Superintendent will annually establish procedures for the evaluation of the 

School Business Administrator.  Such procedures may include, but need not be limited to, an 

informal conference with the School Business Administrator for the purpose of discussing 

his/her job performance, a written evaluation report to which the School Business Administrator 

may add comments, and the establishment of a written plan for performance improvement and 

growth.  The School Business Administrator will be evaluated by the Superintendent no later 

than June 30th. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1331  EVALUATION OF THE BOARD SECRETARY 

 

The Board of Education will evaluate the performance of the Board Secretary in order to assist 

both the Board and the Board Secretary in the proper discharge of their responsibilities and to 

provide the district with efficient and effective services. 

 

The evaluation of the Board Secretary will consist of an assessment, by members of the Board, 

of the Board Secretary's performance of the duties specified in the job description as they relate 

to the function of Board Secretary approved by the Board.  Reference will be made to the report 

of the auditor.  The Board may, in its discretion, consult with staff members assigned to work 

with the Board Secretary.  If the Board Secretary also serves as School Business Administrator, 

the Superintendent shall evaluate the individual with regard to those duties and responsibilities. 

 

The Board will annually establish procedures for the evaluation of the Board Secretary.  Such 

procedures may include, but need not be limited to, an informal Board conference with the Board 

Secretary for the purpose of discussing his/her job performance, a written evaluation report to 

which the Board Secretary may add comments, and the establishment of a written plan for 

performance improvement and growth.  The Board Secretary will be evaluated by the 

Superintendent no later than April 30th. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1350  INCAPACITY OF SCHOOL BUSINESS ADMINISTRATOR/ 

BOARD SECRETARY 

 

The Board of Education will appoint, by the affirmative votes of a majority of the members of 

the full Board, and fix the compensation of an Acting School Business Administrator/Board 

Secretary to serve when the School Business Administrator/Board Secretary is so incapacitated 

as to render him/her unable to perform the duties of the office of School Business 

Administrator/Board Secretary. 

 

The School Business Administrator/Board Secretary will be deemed to be incapacitated when: 

 

1. The School Business Administrator/Board Secretary is absent on disability leave 

of a projected duration of one hundred eighty days or more; or 

 

2. The School Business Administrator/Board Secretary is certified incapacitated by a 

physician in accordance with Board Policy No. 3161; or 

 

3. The School Business Administrator/Board Secretary has been suspended with 

pay; or 

 

4. The School Business Administrator/Board Secretary has been suspended without 

pay pending the resolution of tenure charges. 

 

The Acting School Business Administrator/Board Secretary shall discharge the duties of the 

office until the School Business Administrator/Board Secretary returns, resigns, or is removed 

from the position.  The acts of the Acting School Business Administrator/Board Secretary shall 

be legal and binding as if done by the School Business Administrator/Board Secretary.  The 

Acting School Business Administrator/Board Secretary shall not acquire tenure in the position of 

School Business Administrator/Board Secretary. 

 

 

N.J.S.A. 18A:16-1.1; 18A:17-5 

 

 

 

 

 

Adopted:  7 September 2010 
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1400  JOB DESCRIPTIONS 

 

The Board of Education shall adopt job descriptions for the positions of Superintendent, School 

Business Administrator/Board Secretary, and each supervisory position.  The Superintendent 

shall prepare, approve, and disseminate to the Board job descriptions for all other employment 

positions created by the Board. 

 

All job descriptions will be written and will be based on the outcome and process goals 

developed by the Board and, as appropriate to the position, on program objectives.  Each job 

description will specify: 

 

1. The qualifications and specific certificate and endorsement required for the 

position; 

 

2. The function, duties, and responsibilities of the position; 

 

3. The extent and the limits of the position holder's authority; 

 

4. The work relationships between the position holder and other employees of the 

district; and 

 

5. Any background experiences, personal qualities, and individual achievements that 

the Board prefers in a person appointed to the position. 

 

Job descriptions will be reviewed periodically. 

 

 

N.J.A.C. 6A:32-4.1; 6A:32-4.4; 6A:32-4.5; 6A:32-5.1 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1510 AMERICANS WITH DISABILITIES ACT (M) 

  

It is the policy of the Board of Education that no qualified individual with a disability will, on the 

basis of disability, be excluded from participation in, be denied the benefits of, or be subjected to 

discrimination in employment or under any program, activity, or services sponsored by this 

Board.  The Board will comply with the Americans with Disabilities Act of 1990, as amended by 

the Americans with Disabilities Amendments Act of 2008 (hereafter referred to as the Act). 

  

Notice of Board Policy 1530 – Equal Employment Opportunities and Board Policy 5750 – Equal 

Educational Opportunity will be included in the Board policy manual, posted throughout the 

district, and referenced in any district statement regarding the availability of employment 

positions or educational services. 

  

Employment 

  

No employee or candidate for employment will be discriminated against in recruitment, hiring, 

advancement, discharge, compensation, job training, transfer, or any other term, condition, or 

privilege of employment solely on the basis of a disability, provided the employee or candidate 

can, with or without reasonable accommodation, perform the essential functions of the position 

sought or held. 

  

No candidate for employment will be required to answer a question or submit to an examination 

regarding a disability except as such disability relates directly to perform job-related functions. 

 No candidate will be discriminated against on the basis of a disability that is not directly related 

to the essential function of the position for which he/she has applied. 

  

Reasonable accommodations, not directly affecting the educational and/or instructional program, 

will be made to accommodate employment conditions to the needs of qualified individuals with 

disabilities, such accommodations may include, but are not limited to:  making existing facilities 

used by employees readily assessible to and usable by individuals with disabilities, job 

restructuring, part-time modified work schedules, reassignment to a vacant position, acquisition 

or modification of equipment or devices, appropriate adjustment or modifications of 

examinations, training materials or policies, the provision of qualified readers or interpreters, and 

other similar accommodations for individuals with disabilities. 

  

The district will furnish appropriate auxiliary aids and services where necessary to afford 

individuals with disabilities an equal opportunity to participate in and enjoy the benefits of a 

service, program, or activity conducted by the district. 
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Facilities Maintenance and Accessibility 

  

No qualified individual with a disability will, because of the school district’s facilities being 

inaccessible or unusable by disabled persons, be denied the benefits of, be excluded from 

participation in or otherwise be subjected to discrimination under any program or activity offered 

by the Board.  No new facilities will be constructed that do not fully comply with the Act. 

 Alterations to existing facilities or part thereof, will be altered in such a manner to the maximum 

extent feasible, that the facilities are readily accessible and usable by individuals with disabilities 

who have a need to access Board facilities. 

  

The district will maintain facilities and equipment required by the Act to be readily accessible to 

and usable by persons with disabilities. 

  

Service, Program, and Activity Access 

  

The district will make reasonable accommodations so that services, programs, and activities are 

readily accessible and usable by qualified individuals with disabilities.  The district is not 

required to provide personal devices or services of a personal nature to qualified individuals with 

disabilities.  

  

Evaluation and Compliance 

  

The Superintendent or designee will evaluate district programs and practices on 

nondiscrimination, in accordance with law, and will report to the Board accordingly.  Assurances 

of compliance will be submitted as required by law.  

  

The district, with the assistance of interested persons, who may include individuals with 

disabilities or members of organizations representing individuals with disabilities, or other 

interested community members and staff, will evaluate its current services, policies, practices, 

and the effects thereof with regard to the requirements of the Act and make necessary 

modifications to meet the Act requirements.  If such modifications would result in a fundamental 

alteration of the nature of the affected program or activity, or undue financial or administration 

burden, the district will provide access through means which would not result in a fundamental 

alteration or undue financial or administrative burden. CFR §35.150(a) 

  

For a period of at least three years following completion of the self-evaluation, the district will 

maintain on file, available for public inspection, a list of those interested persons consulted, a 

description of the areas examined and problems identified, and modifications made. 

  

Enforcement - 28 CFR §35.107 
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The Board will designate the CSA as district coordinator for matters dealing with ADA 

compliance.  The district coordinator can be contacted at the following address or telephone 

number: 

  

Office Address:  178 Beaver Run Road, Lafayette, NJ 

  

Telephone Number:    9738753344 

 

Grievance procedures are outlined in Regulation 1510. 

  

Guarantee of Rights 

  

The Board will not interfere, directly or indirectly, with any person's exercise or enjoyment of 

the rights protected by the Act. 

  

The Board will not discriminate against any person for that person's opposition to any act or 

practice made unlawful by law or this Policy or for that person's participation in any manner in 

an investigation or proceeding arising under the Act. 

  

The district is not required to permit an individual to participate in or benefit from the district’s 

services, programs, or activities when that individual poses a direct threat to the health or safety 

of others. 

  

Notice 

  

Policy and Regulation 1510 will be available to any member of the public in the district’s Policy 

and Regulation Manual. 

  

  

42 U.S.C. 12101 (Americans with Disabilities Act of 1990, as amended)  

N.J.S.A. 10:5-1 et seq.  

N.J.S.A. 18A:18A-17  

N.J.A.C. 6A:14-1 et seq.  

34 CFR Part 104  

  

  

Adopted:  7 September 2010 

Revised: 10/17/17 
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1511 BOARD OF EDUCATION WEBSITE ACCESSIBILITY 

  

It is the goal of the Board of Education that the information on the school district’s website is 

accessible to individuals with disabilities in compliance with the requirements of Section 504 of 

the Rehabilitation Act of 1973 and that statute's implementing regulations at 34 C.F.R. Part 104, 

and Title II of the Americans with Disabilities Act of 1990 and that statute's implementing 

regulations at 28 C.F.R. Part 35.  

  

For the purposes of this Policy, “school district website” includes, but is not limited to, the 

internet home page, all subordinate pages, school or school district department pages, intranet 

pages and sites, and includes online content and functionality, developed by, maintained by, or 

offered through a third-party vendor or by using open sources.  

  

The accessibility of online content and functionality will be measured according to the World 

Wide Web Consortium’s (W3C) Web Content Accessibility Guidelines (WCAG) 2.0 Level AA 

and the Web Accessibility Initiative Accessible Rich Internet Application Suite (WAI-ARIA) 1.0 

for web content (benchmarks for measuring accessibility). 

  

By conforming to the benchmarks for measuring accessibility set forth above the Board of 

Education will ensure that people with disabilities have an opportunity equal to that of their 

nondisabled peers to access the information on the district’s website, except where doing so 

would impose an undue burden or create a fundamental alteration of the district’s website.  When 

fundamental alteration or undue burden defenses apply, the district will make reasonable 

modifications/accommodations for individuals with disabilities in order to provide equally 

effective alternate access.  In providing such access, the district will ensure that to the maximum 

extent possible individuals with disabilities receive the same benefits or services as their 

nondisabled peers.  To provide equally effective alternate access, alternates are not required to 

produce the identical result or level of achievement for persons with and without disabilities, but 

must afford persons with disabilities equal opportunity to obtain the same result, to gain the same 

benefit, or to reach the same level of achievement.  

  

To ensure that the district’s website conforms with the above benchmarks for measuring 

accessibility, except where doing so would impose an undue burden or create a fundamental 

alteration of the district’s website, the Superintendent of Schools will designate a school staff 

member to act as the Website Accessibility Coordinator.  The Coordinator will: 
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1. Ensure that in-house staff and contractors responsible for webpages and webpage 

content development are properly trained on the Board of Education’s website 

accessibility policy and procedures; 

  

2. Ensure that all new, newly added, and modified online content and functionality 

is accessible to people with disabilities as measured by conformance to the above 

benchmarks by, among other things: 

  

a. Checking the hypertext markup language (HTML) of all new webpages 

on the website to make sure that accessible elements are used, including 

"alt" tags, long descriptions, and captions, as needed; 

  

b. Ensuring that webpages are designed in a manner that allows them to be 

displayed using a visitor's own settings for color and fonts, and can be 

navigated with a keyboard; 

  

c. If images are used, including photos, graphics, scanned images, or image 

maps, making sure to include text equivalents for them, using "alt" tags 

and/or long descriptions for each and ensuring the text equivalents 

convey the meaningful information presented visually by the image; 

  

d. If online forms and tables are used, making those elements accessible; 

  

e. Ensuring that videos appearing on the website include appropriately 

synchronized audio description and captions; 

  

f.  Ensuring when posting new documents on the website, the documents 

shall be provided in HTML or another text-based format (even if they are 

provided in another format, such as portable document format (PDF)).  If 

documents are provided in both formats, provide both formats at the 

same time so people with disabilities have the same degree of access as 

others; 

  

g. Periodically enlisting people with a variety of disabilities to test the 

Board of Education’s webpages for accessibility and ease of use and use 

this information to increase the Board’s website accessibility; 
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h. Periodically coordinating the audit of existing content and functionality 

of the website to identify online content or functionality that is 

inaccessible to persons with disabilities; and 

  

i.  Developing and carrying out a corrective action plan, when necessary, 

for making the district’s existing web content accessible. 

  

3. Ensure that alternative means are available for people with disabilities to access 

information, programs, and services that are normally provided on the Board’s 

website. 

  

This Policy establishes minimum standards for the accessibility of web-based information and 

services considered necessary to meet the district’s goals and ensure compliance with applicable 

law. 

  

  

Section 504 of the Rehabilitation Act of 1973 

Title II of the Americans with Disabilities Act of 1990 

34 C.F.R. Part 104; 28 C.F.R. Part 35 

  

  

Adopted: 

2/28/18 
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1522  SCHOOL-LEVEL PLANNING 

 

The Board of Education recognizes the T&E mandate for a school level planning process that 

involves parent(s) or legal guardian(s) and staff members in identifying school needs, 

establishing performance objectives, and monitoring progress toward those objectives. 
 

School Report Card 
 

The Board directs the compilation, no later than September 30 each year, of a profile of the 

school that includes as a minimum the statistical information specified by the State Department 

of Education. 
 

The School Report Card of a school shall be distributed to the staff members assigned to that 

school and the parent(s) or legal guardian(s) of pupils enrolled in that school.  The profile of the 

district school shall be made available to the media and to members of the public at a public 

meeting of the Board. 

 

School Based Planning Team 
 

A planning team shall be established in each district school and shall be responsible for the 

development and implementation of the school-level plan. 
 

The planning team shall be comprised of the Principal, teaching staff members, and parent(s) or 

legal guardian(s) of pupils enrolled in the school.  Team members other than the Principal shall 

each serve for a term of one year. 
 

Teaching staff members shall be appointed by the Principal. 
 

Parent team members shall be appointed by the Principal. 

 

The school planning team shall review the school report card and other relevant school planning 

materials supplied by the Superintendent.  The team shall be supplied on request with such 

additional materials and information it deems appropriate and necessary to its work, subject to 

limitations on access to pupil records established by law and Policy No. 8330. 

 

School-level Plan 

 

The school-level plan shall be developed annually.  The plan shall include two or more pupil 

performance objectives and a review of progress by teaching and administrative staff toward the 

achievement of objectives established in the previous school-level plan.  The school planning 

team shall submit the plan to the Superintendent no later than August 15.   
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The annual school-level plan shall be reviewed at least once each semester in meetings arranged 

and conducted by the school planning team.  Review meetings shall be conducted by grade level, 

department, team, or in similarly appropriate groupings.  The results of each such meeting shall 

be considered by the school planning team in the development of the succeeding school-level 

plan. 

 

Pupil Performance Objectives 

 

The school planning team shall develop two or more objectives based on pupil performance or 

behavior standards.  The objectives shall cover a period of not more than two years. 

 

If pupil performance is below minimum State standards, the planning team shall establish 

objectives to meet those standards.  Benchmarks, or interim performance levels, shall be set to 

measure the school's progress toward the achievement of State minimum standards.  

 

If pupil performance meets or exceeds minimum State standards, the planning team shall 

establish challenge objectives. 

 

The Superintendent shall, no later than August 1 each year, submit the school's objectives to the 

County Superintendent for review and approval. 

 

 

N.J.A.C. 6:8-2.4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1523  COMPREHENSIVE EQUITY PLAN 

 

 

The Board of Education shall submit a Comprehensive Equity Plan based on an 

assessment of the district's needs for achieving equity in educational programs that 

includes a cohesive set of policies, programs, and practices that ensure high expectations 

and positive achievement patterns and equal access to education opportunity for all 

learners, including students and teachers. 

  

The Board’s obligation to be accountable for the requirements in N.J.A.C. 6A:7 is not 

precluded or alleviated by any rule or regulation of any organization, club, athletic 

association, or other league or group. 

  

The Comprehensive Equity Plan shall include the following: 

  

1. An assessment of the school district’s needs for achieving equity in 

educational programs.  The assessment shall include staffing practices, 

quality-of-program data, stakeholder-satisfaction data, and student 

assessment and behavioral data disaggregated by gender, race, ethnicity, 

limited English proficiency, special education, migrant, date of 

enrollment, student suspension, expulsion, Child Study Team referrals, 

preschool through grade twelve promotion/retention data, preschool 

through grade twelve completion rates, and re-examination and re-

evaluation of classification and placement of students in special education 

programs if there is overrepresentation within a certain group; 

  

2. A description of how other Federal, State, and district policies, programs, 

and practices are aligned to the Comprehensive Equity Plan; 

  

3. Progress targets for closing the achievement gap; 

  

4. Professional development targets regarding the knowledge and skills 

needed to provide a thorough and efficient education as defined by the 

Core Curriculum Content Standards; differentiated instruction and 

formative assessments aligned to Core Curriculum Content Standards; and 

high expectations for teaching and learning; and 

  

5. Annual targets addressing district needs in equity in school and classroom 

practices that are aligned to professional development targets. 
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A Comprehensive Equity Plan shall be written every three years and the Board of 

Education shall initiate the Comprehensive Equity Plan within sixty days of its approval 

and shall implement the plan in accordance with the timelines approved by the New 

Jersey Department of Education. 

  

In the event the Board of Education does not implement the Comprehensive Equity Plan 

within one hundred eighty days of its approval date, or fails to report its progress 

annually, sanctions deemed to be appropriate by the Commissioner of Education or 

his/her designee shall be imposed, and may include action to suspend, terminate, or 

refuse to award continued Federal or State financial assistance, pursuant to N.J.S.A. 

18A:55-2. 

  

  

N.J.A.C. 6A:7-1.9 

  

  

Adopted:  August 9, 2016 
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1530  EQUAL EMPLOYMENT OPPORTUNITIES 

 

 

 

The Board of Education shall, in accordance with law, guarantee equal employment 

opportunity throughout the district. 

  

The Board shall ensure all persons shall have equal and bias free access to all categories 

of employment and equal pay for equal work in this district without regard to the 

candidate's race, color, creed, religion, national origin, ancestry, age, marital status, 

affectional or sexual orientation, gender, gender identity or expression, socioeconomic 

status, or disability, pursuant to N.J.A.C. 6A:7-1.1.  The school district’s employment 

applications and pre-employment inquiries conform to the guidelines of the New Jersey 

Division of Civil Rights. 

  

The Board will use equitable practices that prevent imbalance and isolation based on 

race, color, creed, religion, national origin, ancestry, age, marital status, affectional or 

sexual orientation, gender, gender identity or expression, socioeconomic status, or 

disability among the district’s certificated and non-certificated staff and within every 

category of employment, including administration.  Promotions and transfers will be 

monitored to ensure non-discrimination. 

  

The Board shall not assign, transfer, promote or retain staff, or fail to assign, transfer, 

promote or retain staff, on the sole basis of race, creed, color, national origin, ancestry, 

age, marital status, affectional or sexual orientation, gender, gender identity or 

expression, religion, disability or socioeconomic status, pursuant to N.J.A.C. 6A:7-1.1. 

  

The Board will target underutilized groups in every category of employment.  The Board 

will provide among the faculty of each school role models of diverse racial and cultural 

backgrounds.   

  

The Board shall not enter into a contract with a person, agency, or organization that 

discriminates in employment practices or in the provision of benefits or services, on the 

basis of race, color, creed, religion, national origin, ancestry, age, marital status, 

affectional or sexual orientation, gender, gender identity or expression, socioeconomic 

status, or disability, either in employment practices or in the provision of benefits or 

services to students or employees, pursuant to N.J.A.C. 6A:7-1.1. 
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The Superintendent shall promulgate a complaint procedure for the adjudication of 

disputes alleging violation of the law prohibiting discrimination in employment or this 

policy. 

  

The Board shall not discriminate against any person for that person's exercise of rights 

under the laws prohibiting discrimination in employment or this policy. 

  

  

N.J.S.A. 18A:6-5; 18A:6-6; 18A:28-10; 18A:29-2 

N.J.A.C. 6A:7-1.1 et seq.; 6A:7-1.8 

  

  

Adopted:  August 9, 2016 
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1540  ADMINISTRATOR’S CODE OF ETHICS 

 

Definitions 

 

"Administrator" means any employee of this school district who holds a position that: 

 

1. Requires certification with the endorsement of school administrator, Principal, or 

School Business Administrator; 

 

2. Does not require certification but is responsible for making recommendations 

regarding hiring or the purchase or acquisition of any property or services by the 

local school district; or 

 

3. Requires certification with the endorsement of supervisor and is responsible for 

making recommendations regarding hiring or the purchase or acquisition of any 

property or services by the local school district. 

 

"Business" means any corporation, partnership, firm, enterprise, franchise, association, trust, sole 

proprietorship, union, political organization, or other legal entity but does not include a school 

district or other public entity. 

 

"Interest" means the ownership of or control of more than ten percent of the profits, assets, or 

stock of a business but does not include the control of assets in a labor union. 

 

"Immediate family" means the person to whom the administrator is legally married and any 

dependent child of the administrator residing in the same household. 

 

Code of Ethics 

 

No administrator or member of his/her immediate family shall have an interest in a business 

organization or engage in any business, transaction, or professional activity that is in substantial 

conflict with the proper discharge of his/her duties in the public interest. 

 

No administrator shall use or attempt to use his/her official position to secure unwarranted 

privileges, advantages, or employment for him/herself, a member of his/her immediate family, or 

any other person. 

 

 

 

 



POLICY   

 

 

LAFAYETTE TOWNSHIP 

SCHOOL 

ADMINISTRATION 

1540/page 2 of 3 

Administrator’s Code of Ethics 

 

 

No administrator shall act in his/her official capacity in any matter where he/she, a member of 

his/her immediate family, or a business organization in which he/she has an interest, has a direct 

or indirect financial or personal involvement that might reasonably be expected to impair his/her 

independence of judgment in the exercise of official duties.  No administrator shall act in his/her 

official capacity in any matter where he/she or a member of his/her immediate family has a 

personal involvement that is or creates some benefit to the administrator or a member of his/her 

immediate family. 

 

No administrator shall undertake any employment or service, whether compensated or not, which 

might reasonably be expected to prejudice his/her independence of judgment in the exercise of 

official duties. 

 

No administrator or member of his/her immediate family or business organization in which 

he/she has an interest shall solicit or accept any gift, favor, loan, political contribution, service, 

promise of future employment, or other thing of value based upon an understanding that the gift, 

favor, loan, contribution, service, promise, or other thing of value was given or offered for the 

purpose of influencing him/her, directly or indirectly, in the discharge of his/her official duties. 

 

No administrator shall accept offers of meals, entertainment, or hospitality which are limited to 

the clients/customers of the individual providing such hospitality.  Administrators may attend 

hospitality suites or receptions at conferences only when they are open to all attending the 

conference. 

 

No administrator shall use, or allow to be used, his/her public office or any information not 

generally available to the members of the public which he/she receives or acquires in the course 

of and by reason of his/her office, for the purpose of securing financial gain for him/herself, any 

member of his/her immediate family, or any business organization with which he/she is 

associated. 

 

No administrator or business organization in which he/she has an interest shall represent any 

person or party other than the Board of Education or this school district in connection with any 

cause, proceeding, application or other matter pending before this school district or in any 

proceeding involving this school district, except that this provision shall not be deemed to 

prohibit representation within the context of official labor union or similar representational 

responsibilities. 

 

Nothing shall prohibit an administrator or members of his/her immediate family from 

representing him/herself or themselves in negotiations or proceedings concerning his/her or their 

own interests. 
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Each administrator shall annually, in accordance with N.J.S.A. 18A:12-25 and 18A:12-26, law, 

file with the Commissioner a disclosure statement report regarding potential conflicts of interest 

and with the School Ethics Commission a financial disclosure statement. 

 

 

N.J.S.A. 18A:12-21 through 18A:12-34; 18A:12-22; 

   18A:12-23; 18A:12-24; 18A:12-25; 18A:12-26; 

   18A:12-27; 18A:12-28; 18A:12-29; 

   18A:12-30; 18A:12-31; 18A:12-32; 18A:12-33; 18A:12-34 

School Ethics Policy Guideline 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1550  EQUAL EMPLOYMENT / ANTI-DISCRIMINATION 

 
The Board of Education shall, in accordance with State statutes and administrative code and 

Federal law and regulations, strive to overcome the effects of any previous patterns of 

discrimination in school district employment practices and shall systematically monitor school 

district procedures to ensure continuing compliance with anti-discrimination laws and 

regulations. 

  

The Board will ensure all persons regardless of race, creed, color, national origin, ancestry, age, 

marital status, affectional or sexual orientation, gender, gender identity or expression, religion, 

disability, or socioeconomic status shall have equal and bias-free access to all categories of 

employment in the public educational system of New Jersey, pursuant to N.J.A.C. 6A:7-1.1. 

  

The Board will not enter into any contract with a person, agency, or organization that 

discriminates on the basis of race, creed, color, national origin, ancestry, age, marital status, 

affectional or sexual orientation, gender, gender identity or expression, religion, disability, or 

socioeconomic status, either in employment practices or in the provision of benefits or services to 

students or employees.  In addition, the Board will encourage minority businesses, women’s 

business enterprises, and labor surplus area firms to submit bids to be considered for the awarding 

of contracts. 

  

The Board shall not assign, transfer, promote or retain staff, or fail to assign, transfer, promote or 

retain staff, on the sole basis of race, creed, color, national origin, ancestry, age, marital status, 

affectional or sexual orientation, gender, gender identity or expression, religion, disability, or 

socioeconomic status. 

  

The Board shall ensure equal pay for equal work among members of the school district’s staff, 

regardless of race, creed, color, national origin, ancestry, age, marital status, affectional or sexual 

orientation, gender, gender identity or expression, religion, disability, or socioeconomic status, 

pursuant to N.J.A.C. 6A:7-1.1. 

  

  

N.J.S.A. 10:5-4 

N.J.A.C. 6A:7-1.1 et seq.; 6A:7-1.8 

Re-adopted:  July 19, 2016 

Revised 10/10/18 
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1570  INTERNAL CONTROLS 

 

As a condition of receiving State aid, the school district shall establish specific policies and 

procedures on internal controls designed to provide management with reasonable assurance that 

the district’s goals and objectives will be met and that meet the requirements of N.J.A.C. 

6A:23A-6.5 through N.J.A.C. 6A:23A-6.13.  Internal controls shall promote operational 

efficiency and effectiveness, provide reliable financial information, safeguard assets and records, 

encourage adherence to prescribed policies, and comply with law and regulation. 

 

The specific internal controls contained in N.J.A.C. 6A:23A-6 shall be established together with 

other internal controls contained in N.J.A.C. 6A and other law and regulations, required by 

professional standards and as deemed necessary and appropriate by district management.  The 

district may submit a written request to the Commissioner to approve an alternative system, 

approach, or process for implementing the internal controls required in N.J.A.C. 6A:23A-6.  The 

application must include documented evidence that includes, but is not limited to, an 

independent, third-party written assessment that the alternative system, approach or process will 

achieve the same safeguards, efficiency, and other purposes as the specified internal control 

requirement(s). 

 

The school district shall evaluate business processes annually and allocate available resources 

appropriately in an effort to establish a strong control environment pursuant to the requirements 

of N.J.A.C. 6A:23A-6.5.  In accordance with the provisions of N.J.A.C. 6A:23A-6.5(b), the 

School Business Administrator/Board Secretary shall identify processes that, when performed by 

the same individuals, are a violation of sound segregation of duties and shall segregate the duties 

of all such processes among Business office staff based on available district resources, assessed 

vulnerability, and associated cost-benefit.  The district shall include in the Comprehensive 

Annual Financial Report (CAFR) a detailed organizational chart for the Central office that tie to 

the district’s position control logs, including but not limited to, the business, human resources, 

and information management functions. 

 

The school district shall establish Standard Operating Procedures (SOPs) for each task or 

function of the business operations of the district by December 31, 2009.  The SOP Manual shall 

include sections on each routine task or function as outlined in N.J.A.C. 6A:23A-6.6(b) and 

6A:23A-6.6(c).  A standard operating procedure shall be established that ensures office supplies 

are ordered in appropriate quantities, maintained in appropriate storage facilities, and monitored 

to keep track of inventory. 
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School districts with budgets in excess of $25,000,000 or with more than three hundred 

employees shall maintain an Enterprise Resource Planning (ERP) System which integrates all 

data and processes of the school district into a unified system.  The ERP system shall use 

multiple components of computer software and hardware and a unified database to store data for 

the various system modules to achieve the integration.  Districts required to maintain an ERP 

System that do not have an ERP System in place on July 1, 2008 shall fully implement an ERP 

System by the 2010-2011 school year and maintain both the existing system(s) and run a beta 

test ERP System during the 2009-2010 school year.  Whenever considering financial systems or 

the automation of other services or functions, the Superintendent or School Business 

Administrator/Board Secretary shall notify the Executive County Superintendent in writing to 

see if opportunities for a shared service system exist.  Access controls shall be established for 

key elements of financial systems to ensure that a single person does not have the ability to make 

system edits that would violate segregation of duties controls. 

 

The school district shall maintain an accurate, complete, and up-to-date automated position 

control roster to track the actual number and category of employees and the detailed information 

for each.  Districts are required to maintain a position control roster by December 31, 2009.  The 

position control roster shall share a common database and be integrated with the district's payroll 

system, agree to the account codes in the budget software, and ensure that the data within the 

position control roster system includes, at a minimum, the required information as required in 

N.J.A.C. 6A:23A-6.8(a)3. 

 

 

N.J.A.C. 6A:23A-6.4; 6A:23A-6.5; 6A:23A-6.6; 6A:23A-6.7; 6A:23A-6.8 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1581 Victim of Domestic or Sexual Violence Leave 

 

In accordance with the provisions of N.J.S.A. 34:11C-1 et seq., an employee who was a victim of 

an incident of domestic violence as defined in Section 3 of P.L.1991, c.261 (C.2C:25-19) or a 

sexually violent offense as defined in Section 3 of P.L.1998, c.71 (C.30:4-27.26), or whose child, 

parent, spouse, domestic partner, or civil union partner was a victim shall be entitled to unpaid 

leave of no more than twenty days in one twelve-month period, to be used in the twelve-month 

period following any incident of domestic violence or any sexually violent offense as provided in 

N.J.S.A. 34:11C- et seq. 

 

For purposes of N.J.S.A. 34:11C-1 et seq. and this Policy, an “employee” means a person who is 

employed for at least twelve months by the Board of Education, with respect to whom benefits 

are sought under N.J.S.A. 34:11C-1 et seq. –“NJ SAFE Act” for not less than 1,000 hours during 

the immediately preceding twelve-month period. 

 

For the purposes of N.J.S.A. 34:11C et seq. and this Policy, each incident of domestic violence 

or any sexually violent offense shall constitute a separate offense for which an employee is 

entitled to unpaid leave, provided the employee has not exhausted the allotted twenty days for 

the twelve-month period. The unpaid leave may be taken intermittently in intervals of no less 

than one day, as needed for the purpose of engaging in any of the following activities as they 

relate to the incident of domestic violence or a sexually violent offense: 

 

1.   Seeking medical attention for, or recovering from, physical or psychological                                        

injuries caused by domestic or sexual violence to the employee or the employee’s 

child, parent, spouse, domestic partner, or civil union partner; 

 

2.       Obtaining services from a victim services organization for the employee or the  

      employee’s child, parent, spouse, domestic partner, or civil union partner; 

 

3.       Obtaining psychological or other counseling for the employee or the employee’s  

child, parent, spouse, domestic partner, or civil union partner; 

 

4.        Participating in safety planning, temporarily or permanently relocating, or taking  

 action to increase the safety of the employee or the employee’s child, parent,    

spouse, domestic partner, or civil union partner from future domestic or sexual 

violence or to ensure economic security; 

   

5.       Seeking legal assistance or remedies to ensure the health and safety of the  

            employee or the employee’s child, parent, spouse, domestic partner, or civil union 

            partner, including preparing for, or participating in, any civil or criminal legal 
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                       proceeding related to or derived from domestic or sexual violence; or 

 

6.      Attending, participating in or preparing for a criminal or civil court proceeding 

     relating to an incident of domestic or sexual violence of which the employee 

     or the employee’s child, parent, spouse, domestic partner, or civil union partner,    

     was a victim. 

 

An eligible employee may elect, or the Board of Education may require the employee, to use any 

of the accrued paid vacation leave, personal leave, or medical or sick leave (in accordance with 

the provision of N.J.S.A. 18A:30-1) during any part of the twenty-day period of unpaid leave 

provided under N.J.S.A. 34:11C-1 et seq. In such case, any paid leave provided by the Board, 

and accrued pursuant to established policies of the Board, shall run concurrently with the unpaid 

leave provided under N.J.S.A. 34:11C-1 et seq. and, accordingly, the employee shall receive pay 

pursuant to the Board’s applicable paid leave policy during the period of otherwise unpaid leave. 

If an employee requests leave for a reason covered by both N.J.S.A. 34:11C-1 et seq. and the 

“Family Leave Act,” P.L.1989, c.261 (C.34:11B-1 et seq.) or the Federal “Family and Medical 

Leave Act of 1993,” Pub.L103-3 (29 U.S.C. § 2601 et seq.), the leave shall count simultaneously 

against the employee’s entitlement under each respective law. 

 

Leave granted under N.J.S.A. 34:11C-1 et seq. and this Policy shall not conflict with any rights 

pursuant to the “Family Leave Act.” P.L.1989, c.261 (C.34:11B-1 et seq.), the “Temporary 

Disability Benefits Law,” P.L.1948, c.110 (C.43:21-25 et seq.) or the Federal “Family and 

Medical Leave Act of 1993,” Pub.L.103-3 (29 U.S.C. § 2601 et seq.). 

 

Prior to taking this leave an employee shall, if the necessity for the leave is foreseeable, provide 

the Superintendent of Schools with written notice of the need for the leave. The notice shall be 

provided as far in advance as is reasonable and practical under the circumstances.  

 

Nothing contained in N.J.S.A. 34:11C-1 et seq. and this Policy shall be construed to prohibit the 

Superintendent from requiring that a period of this leave be supported by the employee with 

documentation of the domestic violence or a sexually violent offense which is the basis for the 

leave. If documentation is required, the employee shall be regarded as having provided sufficient 

documentation if the employee provides one or more of the following: 

 

1.     A domestic violence restraining order or other documentation of equitable relief 

    issued by a court of competent jurisdiction; 

 

2.     A letter or other written documentation from the county or municipal prosecutor  

    documenting the domestic violence or sexually violent offense; 
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3.      Documentation of the conviction of a person for the domestic violence or a  

     sexually violent offense; 

  

4.      Medical documentation of the domestic violence or a sexually violent offense; 

 

5.      Certification from a certified Domestic Violence Specialist or the director of a 

               designated domestic violence agency or Rape Crisis Center, stating that the  

                       employee or employee’s child, parent, spouse, domestic partner, or civil union  

                        partner is a victim of domestic violence or a sexually violent offense; or 

 

6.      Other documentation or certification of the domestic violence or a sexually violent   

      offense provided by a social worker, member of the clergy, shelter worker, or  

      other professional who has assisted the employee or employee’s child, parent, 

      spouse, domestic partner, or civil union partner in dealing with the domestic 

      violence or a sexually violent offenses. 

 

 

For the purposes of N.J.S.A. 43:11C-1 et seq. and this Policy, “Certified Domestic Violence 

Specialist” means a person who has fulfilled the requirements of certification as a Domestic 

Violence Specialist established by the New Jersey Association of Domestic Violence 

Professionals; and the “designated domestic violence agency” means a county-wide organization 

with a primary purpose to provide services to victims of domestic violence, and which provides 

services that conform to the core domestic violence services profile as defined by the Division of 

Child Protection and Permanency in the Department of Children and Families and is under 

contract with the division for the express purpose of providing the services. 

 

For the purposes of N.J.S.A. 34:11C-1 et seq. and this Policy, “Rape Crisis Center” means an 

office, institution, or center offering assistance to victims of sexual offenses through crisis 

intervention, medical and legal information, and follow-up counseling. 

 

The Board shall display conspicuous notice of its employees’ rights and obligations pursuant to 

the provision of N.J.S.A. 34:11C-1 et seq., in such form and in such manner as the commissioner 

of Labor and Workforce Development shall prescribe, and use other appropriate means to keep 

its employees so informed. 

 

No provision of N.J.S.A. 34:11C-1 et seq. and this Policy shall be construed as requiring or 

permitting the Board to reduce employment benefits provided by the Board or required by a 

collective bargaining agreement which are in excess of those required by N.J.S.A. 34:11C-1 et 

seq. Nor shall any provision of N.J.S.A. 34:11C-1 et seq. be construed to prohibit the negotiation 

and provision through collective bargaining agreements of leave policies or benefit programs  
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which provide benefits in excess of those required by  N.J.S.A. 34:11C-1 et seq. this provision 

shall apply irrespective of the date that a collective bargaining agreement takes effect. 

 

Nothing contained in N.J.S.A. 34:11C-1 et seq. and this Policy shall be construed as permitting 

the Board to: 

 

1.       Rescind or reduce any employment benefit accrued prior to the date on which 

the  

      leave taken pursuant to N.J.S.A. 34:11C-1 et seq. commenced; or 

  

2.       Rescind or reduce any employment benefit, unless the rescission or reduction of  

            the benefit is based on changes that would have occurred if an employee  

 continued to work without taking the leave provided pursuant to N.J.S.A. 34:11C-  

            1 et seq. 

 

All information and/or documentation provided to the Board or Superintendent of Schools 

pursuant to N.J.S.A. 34:11C-1 et seq., any information regarding a leave taken pursuant to 

N.J.S.A. 34:11C-1 et seq., and any failure of an employee to return to work, shall be retained in 

the strictest confidentiality, unless the disclosure is a voluntarily authorized in writing by the 

employee or is required by a Federal or State law, rule, or regulation.  

 

The Board of Education shall not discharge, harass or otherwise discriminate or retaliate or 

threaten to discharge, harass or otherwise discriminate or retaliate against an employee with 

respect to the compensation, terms, conditions or privileges or employment on the basis that the 

employee took or requested any leave to which the employee was entitled pursuant to N.J.S.A. 

34:11C-3 or on the basis that the employee refused to authorize the release of information 

deemed confidential pursuant to N.J.S.A. 34:11C-3.f. 

 

 

N.J.S.A. 34:11C-1 et seq. 

 

 

 

 

 

 

Adopted: February 9, 2016 
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1613 DISCLOSURE AND REVIEW OF APPLICANT’S EMPLOYMENT HISTORY  

  

A school district, charter school, nonpublic school, or contracted service provider holding 

a contract with a school district, charter school, or nonpublic school (hiring entity) shall 

not employ for pay or contract for the paid services of any person serving in a position 

which involves regular contact with students unless the hiring entity complies with the 

requirements of N.J.S.A. 18A:6-7.6 et seq. and as outlined in Policy and Regulation 

1613.   

  

An applicant the hiring entity seeks to offer employment to and will fill a position which 

involves regular contact with students shall be required to provide their employment 

history pursuant to N.J.S.A. 18A:6-7.7.a.(1).  The applicant shall also provide written 

authorization that consents to and authorizes the disclosure of information regarding the 

applicant’s employment history and the release of related records by the applicant’s 

current or former employer(s) regarding child abuse and/or sexual misconduct pursuant 

to N.J.S.A. 18A:6-7.7.a.(2).  The applicant shall also provide a written statement as to 

whether the applicant has any employment history regarding child abuse or sexual 

misconduct pursuant to N.J.S.A. 18A:6-7.7.a.(3). 

  

A hiring entity shall review an applicant’s employment history as required in N.J.S.A. 

18A:6-7.7.b. and if the hiring entity determines to continue the applicant’s employment 

application process, the hiring entity shall contact those employers listed by the applicant 

and request confirmation of the information provided by the applicant pursuant to 

N.J.S.A. 18A:6-7.7.a. 

  

Upon the hiring entity receiving and reviewing the information disclosed by the 

applicant’s current and/or former employer(s), and finding an affirmative response to any 

of the inquiries required in N.J.S.A. 18A:7.7.b.(2), and if the hiring entity determines to 

continue with the applicant’s job application process, the hiring entity shall make further 

inquiries of the applicant’s current or former employer(s) to ascertain additional details 

regarding the information disclosed.   

  

The failure of an employer to provide the information requested by the hiring entity 

pursuant to N.J.S.A. 18A:6-7.7.b. within a twenty-day timeframe may be grounds for the 

automatic disqualification of an applicant from employment with a hiring entity in 

accordance with N.J.S.A. 18A:6-7.9.c.   
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In accordance with the provisions of N.J.S.A. 18A:6-7.9.c., a hiring entity shall not be 

liable for any claims brought by an applicant who is not offered employment or whose 

employment is terminated because of any information received or due to the inability to 

conduct a full review of the applicant’s employment history pursuant to N.J.S.A. 18A:6-

7.7. 

  

In accordance with the provisions of N.J.S.A. 18A:6-7.9.d., a hiring entity shall have the 

right to immediately terminate an individual’s employment or rescind an offer of 

employment if the applicant is offered employment or commences employment following 

June 1, 2018 and information regarding the applicant’s history of sexual misconduct or 

child abuse is subsequently discovered or obtained by the employer that the employer 

determines disqualifies the applicant or employee from employment under N.J.S.A. 

18A:6-7.6 et seq.  The termination of employment pursuant to N.J.S.A. 18A:6-7.9 shall 

not be subject to any grievance or appeals procedures or tenure proceedings pursuant to 

any collectively bargained or negotiated agreement or any law, rule, or regulation. 

  

A hiring entity may employ or contract with an applicant on a provisional basis for a 

period not to exceed ninety days pending review of information received pursuant to 

N.J.S.A. 18A:6-7.7.b. provided the conditions outlined in N.J.S.A. 18A:6-7.10.b. are 

satisfied. 

  

All requests for information sent to this school district, charter school, or nonpublic 

school from a hiring entity regarding a current or former employee in accordance 

N.J.S.A. 18A:6-7.6 et seq. shall be directed to the Superintendent or designee.  The 

Superintendent or designee shall review the request for information and confirm the 

applicant’s employment relationship and ensure the written authorization is in 

compliance with N.J.S.A. 18A:6-7.7.a.(2) prior to the release of information requested 

and the release of related records in accordance with N.J.S.A. 18A:6-7.6 et seq.   

  

On or after June 1, 2018, a hiring entity may not enter into a collectively bargained or 

negotiated agreement, an employment contract, an agreement for resignation or 

termination, a severance agreement, or any other contract or agreement or take any action 

that is prohibited as outlined in N.J.S.A. 18A:6-7.12.  Any provision of an employment 

contract or agreement for resignation or termination or a severance agreement that is  
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executed, amended, or entered into after June 1, 2018 and that is contrary to N.J.S.A. 

18A:6-7.6 et seq. shall be void and unenforceable. 

  

Pursuant to N.J.S.A. 18A:6-7.11, information received by a school district, charter 

school, or nonpublic school under Policy and Regulation 1613 and N.J.SA. 18A:6-7.6 et 

seq. shall not be deemed a public record under N.J.S.A. 47:1A-1 et seq. or the common 

law concerning access to public records.  A school district, charter school, or nonpublic 

school that provides information or records about a current or former employee or 

applicant shall be immune from criminal and civil liability for the disclosure of the 

information, unless the information or records provided were knowingly false.   

  

  

N.J.S.A. 18A:6-7.6; 18A:6-7.7; 18A:6-7.8; 18A:6-7.9;  

18A:6-7.10; 18A:6-7.11; 18A:6-7.12; 18A:6-7.13 

New Jersey Department of Education Guidance and Resources to Assist  

with Pre-Employment Requirements of P.L. 2018, c.5. - June 25, 2018 

  

  

Adopted: 9/12/18 
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1620  ADMINISTRATIVE EMPLOYMENT CONTRACTS 

 

The Executive County Superintendent shall review and approve for all Superintendents, Deputy 

Superintendents, Assistant Superintendents, and School Business Administrators in school 

districts, county vocational school districts, county special services school districts and other 

districts, except charters, within the County under the supervision of the Executive County 

Superintendent: 

 

1. New employment contracts, including contracts that replace expired contracts for 

existing tenured and non-tenured employees; 

 

2. Renegotiations, extensions, amendments, or other alterations of the terms of 

existing employment contracts that have been previously approved by the 

Executive County Superintendent; and 

 

3. Provisions for contract extensions where such terms were not included in the 

original employment contract or are different from the provisions contained in the 

original approved employment contract. 

 

In counties where there is no Executive County Superintendent or Acting Executive County 

Superintendent, the Assistant Commissioner for Field Services shall review and approve all 

above contracts. 

 

The contract review and approval shall take place prior to any required public notice and hearing 

pursuant to N.J.S.A. 18A:11-11 and prior to the Board approval and execution of those contracts 

to ensure compliance with all applicable laws, including but not limited to N.J.S.A. 18A:30-3.5, 

18A:30-9, 18A:17-15.1 and 18A:11-12. 

 

The public notice and public hearing required pursuant to N.J.S.A. 18A:11-11 is applicable to a 

Board that renegotiates, extends, amends, or otherwise alters the terms of an existing contract 

with the Superintendent, Deputy Superintendent, Assistant Superintendents, or School Business 

Administrator. 

 

Although the public notice and public hearing requirements of N.J.S.A. 18A:11-11 do not apply 

to new contracts and contracts that replace expired contracts for existing employees in one of 

these positions, whether tenured or not tenured, the Board may issue a public notice and/or hold 

a public hearing on new contracts, including new contracts that replace expired contracts for 

existing tenured and non-tenured employees. 
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In connection with the Executive County Superintendent’s review of the contract, the Board shall 

provide the Executive County Superintendent with a detailed statement setting forth the total cost 

of the contract for each applicable year, including salary, longevity (if applicable), benefits and 

all other emoluments. 

 

The review and approval shall be consistent with the following additional standards: 
 

1. Contracts for each class of administrative position shall be comparable with the 

salary, benefits and other emoluments contained in the contracts of similarly 

credentialed and experienced administrators in other school districts in the region 

with similar enrollment, academic achievement levels and challenges, and grade 

span. 
 

2. No contract shall include provisions that are inconsistent with the travel 

requirements pursuant to N.J.S.A. 18A:11-12 and N.J.A.C. 6A:23A-7 including, 

but not limited to, the provisions for mileage reimbursement and reimbursement 

for meals and lodging in New Jersey.  Any contractual provision that is 

inconsistent with law is superseded by the law. 
 

3. No contract shall include provisions for the reimbursement or payment of 

employee contributions that are either required by law or by a contract in effect in 

the district with other teaching staff members, such as payment of the employee’s 

State or federal taxes, or of the employee’s contributions to FICA, Medicare, 

State pensions and annuities (TPAF), life insurance, disability insurance (if 

offered), and health benefit costs. 
 

4. No contract shall contain a payment as a condition of separation from service that 

is deemed by the Executive County Superintendent to be prohibited or excessive 

in nature.  The payment cannot exceed the lesser of the calculation of three 

months pay for every year remaining on the contract with pro-ration for partial 

years, not to exceed twelve months, or the remaining salary amount due under the 

contract. 

 

5. No contract shall include benefits that supplement or duplicate benefits that are 

otherwise available to the employee by operation of law, an existing group plan, 

or other means; e.g., an annuity or life insurance plan that supplements or 

duplicates a plan already made available to the employee.  Notwithstanding the 

provisions of this section, a contract may contain an annuity where those benefits 

are already contained in the existing contract between the employee and the 

district. 
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6. Contractual provisions regarding accumulation of sick leave and supplemental 

compensation for accumulated sick leave shall be consistent with N.J.S.A. 

18A:30-3.5.  Supplemental payment for accumulated sick leave shall be payable 

only at the time of retirement and shall not be paid to the individual’s estate or 

beneficiaries in the event of the individual’s death prior to retirement.  Pursuant to 

N.J.S.A. 18A:30-3.2, a new Board of Education contract may include credit of 

unused sick leave in accordance with the new Board of Education’s policy on sick 

leave credit for all employees. 
 

7. Contractual provisions regarding accumulation of unused vacation leave and 

supplemental compensation for accumulated unused vacation leave shall be 

consistent with N.J.S.A. 18A:30-9.  Contractual provisions for payments of 

accumulated vacation leave prior to separation can be included but only for leave 

accumulated prior to June 8, 2007 and remaining unused at the time of payment.  

Supplemental payments for unused vacation leave accrued consistent with the 

provisions of N.J.S.A. 18A:30-9 after June 8, 2007 as well as unused vacation 

leave accumulated prior to June 8, 2007 that has not been paid, shall be payable at 

the time of separation and may be paid to the individual’s estate or beneficiaries 

in the event of the individual’s death prior to separation. 
 

8. Contractual provisions that include a calculation of per diem for twelve month 

employees shall be based on a two hundred sixty day work year. 
 

9. No provision for a bonus shall be made except where payment is contingent upon 

achievement of measurable specific performance objectives expressly contained 

in a contract approved pursuant to N.J.A.C. 6A:23A-3.1, where compensation is 

deemed reasonable relative to the established performance objectives, and 

achievement of the performance objectives has been documented to the 

satisfaction of the Board of Education. 
 

10. No provision for payment at the time of separation or retirement shall be made for 

work not performed except as otherwise authorized above. 
 

11. No contract shall include a provision for a monthly allowance except for a 

reasonable car allowance.  A reasonable car allowance cannot exceed the monthly 

cost of the average monthly miles traveled for business purposes multiplied by the 

allowable mileage reimbursement pursuant to applicable law and regulation and 

NJOMB circulars.  If such allowance is included, the employee cannot be 

reimbursed for business travel mileage nor assigned permanently a car for official 

district business.  Any provision of a car for official district business must 

conform with N.J.A.C. 6A:23A-6.12 and be supported by detailed justification.  

No contract can include a provision of a dedicated driver or chauffer. 
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12. All Superintendent contracts shall include the required provision pursuant to 

N.J.S.A. 18A:17-15.1 which states that in the event the Superintendent’s 

certificate is revoked, the contract is null and void. 

 

13. No contract shall include a provision for additional compensation upon the 

acquisition of a graduate degree unless the graduate degree is conferred by a duly 

accredited institution of higher education as defined in N.J.A.C. 6A:9-2.1.  No 

contract shall include a provision for assistance or tuition reimbursement, or for 

additional compensation for graduate school coursework, unless such coursework 

culminates in the acquisition of a graduate degree conferred by a duly accredited 

institution of higher education as defined in N.J.A.C. 6A:9-2.1. 

 

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

and this Policy may be appealed to the Commissioner of Education pursuant to the procedures 

set forth at N.J.A.C. 6A:3. 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  7 September 2010 
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1631 Residency Requirement for Person Holding School District Office, Employment, or 

Position 

 

Every person holding an office, employment, or position in a school district shall have his or her 

principal residence in New Jersey in accordance with the provision N.J.S.A. 52:14-7. 

 

For the purposes of this Policy, “school district” means any local or regional school district 

established pursuant to chapter 8 or Chapter 13 of Title 18A of the New Jersey Statutes and any 

jointure commission, county vocational school, county special services district, educational 

services commission, educational center, educational research and demonstration center, 

environmental education center, and educational information and resource center. 

 

For the purposes of this Policy, a person may have at most one principal residence and the State 

of a person’s principal residence means the State where the person spends the majority of his or 

her nonworking time, which is most clearly the center of his or her domestic life, and which is 

designated as his or her legal address and legal residence for voting. Having a home in New 

Jersey is not significant enough by itself to meet the principal residence requirement of the law. 

The fact that a person is domiciled in New Jersey shall not by itself satisfy the requirement of 

principal residency. 

 

A person, regardless of the office, employment, or position, who holds an office, employment, or 

position in the school district on September 1, 2011, but does have his or her principal residence 

in New Jersey on September 1, 2011, shall not be subject to this residency requirement of 

N.J.S.A. 52:14-7 while the person continues to hold office, employment, or position without a 

break in public service of greater than seven days. 

 

A person may request an exemption from the provision of N.J.S.A. 52:14-7 on the basis of 

critical need or hardship. The request shall be to a five-member committee established in 

accordance with the provision of N.J.S.A. 52:14-7 to consider applications for such exemptions. 

The decision on whether to approve an application from any person shall be made by a majority 

vote of the members of the committee, and those voting in the affirmative shall so sign the 

approved application. If the committee fails to act on an application within thirty days after the 

receipt thereof, no exemption shall be granted and the residency requirement of N.J.S.A. 52:14-7 

shall be operative. 

 

Any person holding or attempting to hold an office, employment, or position in violation of 

N.J.S.A. 52:14-7 shall be considered as illegally holding or attempting to hold the office, 

employment, or position; however, the person shall have one year from the time of taking the 

office, employment, or position to satisfy the requirement of principal residency. If such person 

fails to satisfy the requirement of principal residency as defined by N.J.S.A. 52:14-7 after 365-  
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day period, that person shall be deemed unqualified for holding the office, employment or 

position. The Superior Court shall, in a civil action in lieu of prerogative writ, give judgment of 

ouster against such person, upon the complaint of any officer or citizen of the State, provided 

that any such complaint shall be brought within one year of the alleged 365-day period of failure 

to have his or her principal residence in this State. 

 

Note of the residency requirements as outlined in N.J.S.A. 52:14-7 and this Policy should be 

provided to all existing persons holding office, employment, or a position in the school district 

and to candidates seeking to hold office, employment, or a position in the school district. 

 

 

 

 

 

 

N.J.S.A. 52:14-7 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted:  February 9, 2016 
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1642 EARNED SICK LEAVE LAW (M) 

  

  

All persons holding any office, position, or employment in local school districts, 

regional school districts, or county vocational schools of the State who are 

steadily employed by the Board of Education or who are protected by tenure in 

their office, position, or employment under the provisions of N.J.S.A. 18A:30-2 

or any other law, except persons in the classified service of the civil service under 

Title 11, Civil Service, of the Revised Statutes, shall be allowed sick leave with 

full pay for a minimum of ten school days in any school year in accordance with 

the provisions of N.J.S.A. 18A:30-2. 

  

However, a Board of Education may determine some persons holding an office, 

position, or employment are not eligible for sick leave in accordance with 

N.J.S.A. 18A:30-2.  These persons shall be covered under the provisions of the 

New Jersey Earned Sick Leave Law (Act), N.J.S.A. 34:11D-1 through 34:11D-

11.  Policy and Regulation 1642 outline the provisions of the Act for those 

persons the Board of Education determines are not eligible for sick leave in 

accordance with the provisions of N.J.S.A. 18A:30-2 or any rule or law of New 

Jersey other than the Act. 

  

For the purposes of Policy and Regulation 1642, “employer” means a local school 

district, regional school district, county vocational school, or charter school of the 

State who does not provide sick leave with full pay to an employee pursuant to 

N.J.S.A. 18A:30-2 or any other law, rule, or regulation of New Jersey and is 

required to comply with the requirements of the Act. 

  

For the purposes of Policy and Regulation 1642, “employee” means an individual 

engaged in service for compensation to a local school district, regional school 

district, county vocational school, or charter school of the State who is not 

provided sick leave with full pay pursuant to N.J.S.A. 18A:30-2 or any other law, 

rule, or regulation of New Jersey and is eligible to accrue earned sick leave in 

accordance with the requirements of the Act. 
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In accordance with the provisions of N.J.S.A. 34:11D-2, for every thirty hours 

worked, an employee eligible to accrue earned sick leave under the Act shall 

accrue one hour of earned sick leave commencing no later than October 29, 2018. 

  

The employer will not provide an employee with the full complement of earned 

sick leave for a benefit year as required under N.J.S.A. 34:11D-2 on the first day 

of each benefit year in accordance with the provisions of N.J.S.A. 34:11D-2.a. 

  

The employer will not permit the employee to accrue or use in any benefit year, 

or carry forward from one benefit year to the next, more than forty hours of 

earned sick leave. 

  

Unless the employee has accrued earned sick leave prior to October 29, 2018, the 

earned sick leave shall begin to accrue on October 29, 2018 for any employee 

who is hired and commences employment before October 29, 2018 and the 

employee shall be eligible to use the earned sick leave beginning February 26, 

2019 after the employee commences employment. 

  

If the employee’s employment commences after October 29, 2018, the earned 

sick leave shall begin to accrue upon the date that employment commences.  The 

employee shall be eligible to use the earned sick leave beginning on the 120th 

calendar day after the employee commences employment.  

  

The employer shall be in compliance with N.J.S.A. 34:11D-2 if the employer 

offers paid time off to an employee, which is fully paid and shall include, but is 

not limited to personal days, vacation days, and sick days, and may be used for 

the purposes of N.J.S.A. 34:11D-3 in the manner provided by the Act, and is 

accrued at a rate equal to or greater than the rate described in N.J.S.A. 34:11D-2. 

  

The employer shall pay the employee for earned sick leave at the same rate of pay 

with the same benefits as the employee normally earns, except that the pay rate 

shall not be less than the minimum wage required for the employee pursuant to 

N.J.S.A. 34:11-56a4. 
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The employer shall permit an employee to use the earned sick leave accrued 

pursuant to the Act for any of the reasons outlined in N.J.S.A. 34:11D-3.a.   

  

No employer shall take retaliatory personnel action or discriminate against an 

employee who accrues sick leave under the Act because the employee requests or 

uses earned sick leave either in accordance with the Act or the employer’s own 

earned sick leave policy for employees covered under the Act.  Any complaints 

alleging a violation of the Act shall be filed in accordance with the provisions of 

N.J.S.A. 34:11D-4.   

  

In accordance with N.J.S.A. 34:11D-5, failure of the employer to comply with the 

provisions of the Act shall be regarded as a failure to meet the wage payment 

requirements of the “New Jersey State Wage and Hour Law.”   

  

The employer shall retain records documenting hours worked and earned sick 

leave taken by employees covered under the Act in accordance with the 

provisions of N.J.S.A. 34:11D-6. 

  

The employer shall provide notification, in a form issued by the Commissioner of 

Labor and Workforce Development, to employees of their rights under the Act; 

post the notification; and provide a copy of the notification to employees eligible 

to accrue earned sick leave under the Act in accordance with the provisions of 

N.J.S.A. 34:11D-7. 

  

  

N.J.S.A. 34:11D-1 through 34:11D-11 

  

  

Adopted: 2/12/20 
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1643 FAMILY LEAVE (M)  

  

  

The Board of Education will provide family leave to staff members in accordance with 

the New Jersey Family Leave Act (NJFLA) and the Federal Family and Medical Leave 

Act (FMLA).  These laws have similar and different provisions that provide different 

rights and obligations for a staff member and the Board.   

  

If a staff member is eligible for leave for reasons recognized under both the FMLA and 

NJFLA, then the time taken shall run concurrently and be applied to both laws.  The 

NJFLA provides twelve weeks leave in a twenty-four month period and the FMLA 

provides twelve weeks leave in a twelve month period 

  

A. New Jersey Family Leave Act 

  

1. Definitions Relative to New Jersey Family Leave Act 

  

“Base Hours” means the hours of work for which a staff member receives 

compensation.  Base hours shall include overtime hours for which a staff 

member is paid additional or overtime compensation, and hours for which 

a staff member receives workers’ compensation benefits.  Base hours shall 

also include hours a staff member would have worked except for having 

been in military service.  Base hours do not include hours for when a staff 

member receives other types of compensation, such as administrative, 

personal leave, vacation, or sick leave.  

  

“Child” means a biological, adopted, foster child, or resource family child, 

stepchild, legal ward, or child of a parent, including a child who becomes 

the child of a parent pursuant to a valid written agreement between the 

parent and a gestational carrier. 

  

“Eligible employee” means any individual employed by the same 

employer for twelve months or more, who has worked 1,000 or more base 

hours during the preceding twelve month period.  
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“Employer” includes the State, any political subdivision thereof, and all 

public offices, agencies, boards, or bodies. 

  

“Family member” means a child, parent, parent-in-law, sibling, 

grandparent, grandchild, spouse, domestic partner, or one partner in a civil 

union couple, or any other individual related by blood to a staff member, 

and any other individual that a staff member shows to have a close 

association with a staff member which is the equivalent of a family 

relationship. 

  

“Health care provider” means a duly licensed health care provider or other 

health care provider deemed appropriate by the Director of the Division on 

Civil Rights in the New Jersey Department of Law and Public Safety.  

  

“Parent” means a person who is the biological parent, adoptive parent, 

foster parent, resource family parent, step-parent, parent-in-law, or legal 

guardian, having a “parent-child relationship” with a child as defined by 

law, or having sole or joint legal or physical custody, care, guardianship, 

or visitation with a child, or who became the parent of the child pursuant 

to a valid written agreement between the parent and a gestational carrier. 

  

“Serious health condition” means an illness, injury, impairment, or 

physical or mental condition which requires:  

  

a. Inpatient care in a hospital, hospice, or residential medical care 

facility; or  

  

b. Continuing medical treatment or continuing supervision by a 

health care provider. 

  

As used in the definition of a serious health condition, “continuing 

medical treatment or continuing supervision by a health care provider” 

means:  
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a. A period of incapacity (that is, inability to work, attend school, or 

perform regular daily activities due to a serious health condition, 

treatment therefore, and recovery therefrom) of more than three 

consecutive days, and any subsequent treatment or period of 

incapacity relating to the same condition, that also involves:  

  

(1) Treatment two or more times by a health care provider; or  

  

(2) Treatment by a health care provider on one occasion which 

results in a regimen of continuing treatment under the 

supervision of a health care provider;  

  

b. Any period of incapacity due to pregnancy, or for prenatal care;  

  

c. Any period of incapacity or treatment for such incapacity due to a 

chronic serious health condition;  

  

d. A period of incapacity, which is permanent or long-term, due to a 

condition for which treatment may not be effective (such as 

Alzheimer's disease, a severe stroke, or the terminal stages of a 

disease) where the individual is under continuing supervision of, 

but need not be receiving active treatment by, a health care 

provider; or  

  

e. Any period of absence to receive multiple treatments (including 

any period of recovery therefrom) by a health care provider or by a 

provider of health care services under orders of, or on referral by a 

health care provider, either for restorative surgery after an accident 

or other injury, or for a condition that would likely result in a 

period of incapacity of more than three consecutive calendar days 

in the absence of medical intervention or treatment, such as cancer 

(chemotherapy, radiation, etc.), severe arthritis (physical therapy), 

or kidney disease (dialysis).  
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“Spouse” means a person to whom a staff member is lawfully married as 

defined by New Jersey law. 

  

“State of emergency” means a natural or man-made disaster or emergency 

for which a state of emergency has been declared by the President of the 

United States or the Governor, or for which a state of emergency has been 

declared by a municipal emergency management coordinator. 

  

2. Reasons for NJFLA Leave 

  

a. A staff member may take NJFLA leave to provide care made 

necessary by reason of: 

  

(1) The birth of a child of the staff member, including a child 

born pursuant to a valid written agreement between the 

staff member and the gestational carrier; 

  

(2) The placement of a child into foster care with the staff 

member or in connection with adoption of such child by a 

staff member; 

  

(3) The serious health condition of a family member of the 

staff member; or 

  

(4) A state of emergency declared by the Governor of New 

Jersey, or when indicated to be needed by the 

Commissioner of Health – New Jersey Department of 

Health or other public health authority, an epidemic or 

communicable disease, a known or suspected exposure to 

the communicable disease, or efforts to prevent spread of a 

communicable disease which: 

  

(a) Requires in-home care or treatment of a child due to 

the closure of the school or place of care of the 

child of a staff member, by order of a public official  
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due to the epidemic or other public health 

emergency;  

  

(b) Prompts the issuance by a public health authority of 

a determination, including by mandatory 

quarantine, requiring or imposing responsive or 

prophylactic measures as a result of illness caused 

by an epidemic of a communicable disease or 

known or suspected exposure to the communicable 

disease because the presence in the community of a 

family member in need of care by a staff member 

would jeopardize the health of others; or  

  

(c) Results in the recommendation of a health care 

provider or public health authority, that a family 

member in need of care by a staff member 

voluntarily undergo self-quarantine as a result of 

suspected exposure to a communicable disease 

because the presence in the community of that 

family member in need of care by a staff member, 

would jeopardize the health of others. 

  

3. Staff Member Eligibility 

  

a. NJFLA leave may be taken for up to twelve weeks within any 

twenty-four month period. The NJFLA leave shall be unpaid with 

benefits subject to contributions required to be made by the staff 

member.  

  

b. A staff member is eligible for NJFLA leave if a staff member is 

employed by the same Board for twelve months or more, and has 

worked 1,000 or more base hours during the preceding twelve 

month period.  
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c. The method to determine the twenty-four month period in which 

the twelve weeks of NJFLA leave entitlement occurs shall be a 

“rolling” twenty-four month period measured backward from the 

date a staff member uses any leave under NJFLA.  

  

d. This Policy shall serve as notice to all staff members of the method 

chosen in A.3.c. above. This method shall be applied consistently 

and uniformly to all staff members.  

  

(1) If the Board transitions to another method, the Board is 

required to give at least sixty days’ notice to all staff 

members and the transition must take place in such a way 

that staff members retain their full benefit of twelve weeks 

of NJFLA leave under whichever method affords the 

greatest benefit to a staff member. 

  

e. The Board shall grant NJFLA leave to more than one staff member 

from the same family (for example, a husband and a wife, or a 

brother and a sister) at the same time, provided such staff members 

are otherwise eligible for NJFLA leave. 

  

f.  The fact that a holiday may occur within the week taken by a staff 

member as NJFLA leave has no effect and the week is counted as a 

week of NJFLA leave. 

  

(1) However, if a staff member is out on NJFLA leave and the 

staff member is not regularly scheduled to work for one or 

more weeks, the weeks the staff member is not regularly 

scheduled to work do not count against their NJFLA leave 

entitlement. 

  

4. Types of NJFLA Leave 

  

a. Staff members are required to provide notice in writing for any 

NJFLA leave requested.  In emergent circumstances, a staff  
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member may provide the Board with oral notice when written 

notice is impracticable.  

  

(1) Staff members must provide the Board written notice after 

submitting oral notice in emergent circumstances.  

  

b. Consecutive NJFLA leave is NJFLA leave that is taken without 

interruption based upon a staff member’s regular work schedule 

and does not include breaks in employment in which a staff 

member is not regularly scheduled to work. 

  

(1) A staff member must provide the Board with notice of 

consecutive NJFLA leave no later than thirty days prior to 

the commencement of consecutive NJFLA leave, except 

where emergent circumstances warrant shorter notice.   

  

(2) A staff member shall provide the Board with certification 

pursuant to A.5. below. 

  

c. Intermittent NJFLA leave is NJFLA leave due to a single 

qualifying reason, taken in separate periods of time, broken up by 

periods in which the staff member returns to work.  

  

(1) A staff member is entitled to take NJFLA leave 

intermittently for the birth of a child of the staff member, 

including a child born pursuant to a valid written agreement 

between the staff member and a gestational carrier or the 

placement of a child into foster care with the staff member 

or in connection with adoption of such child by the staff 

member. 

  

(a) The staff member shall provide the Board with prior 

notice of not less than fifteen calendar days before 

the first day on which NJFLI benefits are paid for 

the intermittent NJFLA leave, unless an emergency  
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or other unforeseen circumstance precludes prior 

notice.  

  

(b) The staff member shall make a reasonable effort to 

schedule the intermittent NJFLA leave so as not to 

unduly disrupt the operations of the Board and, if 

possible, provide the Board, prior to the 

commencement of intermittent NJFLA leave, with a 

regular schedule of the days or days of the week on 

which the intermittent NJFLA leave will be taken. 

  

(c) A staff member shall provide the Board with 

certification for intermittent NJFLA leave pursuant 

to A.5.b. below. 

  

(2) The staff member is entitled to take intermittent NJFLA 

leave for the serious health condition of a family member 

of the staff member when medically necessary if: 

  

(a) The total time which the intermittent NJFLA leave 

is taken does not exceed twelve months if taken in 

connection with a single serious health condition.  If 

the intermittent NJFLA leave is taken in connection 

with more than one serious health condition, the 

intermittent NJFLA leave must be taken within a 

consecutive twenty-four month period or until such 

time the twelve week NJFLA leave is exhausted, 

whichever is shorter; 

  

(b) The staff member provides the Board with prior 

notice of not less than fifteen calendar days before 

the first day on which benefits are paid for the 

intermittent NJFLA leave. 
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(i) The staff member may provide notice less 

than fifteen days prior to the intermittent 

NJFLA leave if an emergency or other 

unforeseen circumstance precludes prior 

notice;  

  

(c) The staff member makes a reasonable effort to 

schedule the intermittent NJFLA leave so as not to 

unduly disrupt the operations of the school district 

and, if possible, provide the school district, prior to 

the commencement of intermittent NJFLA leave, 

with a regular schedule of the days or days of the 

week on which the intermittent NJFLA leave will 

be taken; and 

  

(d) The staff member provides the Board with a copy of 

the certification outlined in A.5.c. below. 

  

(3) In the case of NJFLA leave taken due to an epidemic of a 

communicable disease, a known or suspected exposure to 

the communicable disease, or efforts to prevent spread of 

the communicable disease, the NJFLA leave may only be 

taken intermittently if: 

  

(a) The staff member provides the Board with prior 

notice of the intermittent NJFLA leave as soon as 

practicable;  

  

(b) The staff member makes a reasonable effort to 

schedule the NJFLA leave so as not to unduly 

disrupt the operations of the school district and, if 

possible, provide the school district prior to the 

commencement of the intermittent NJFLA leave, 

with a regular schedule of the day or days of the  
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week on which the intermittent NJFLA leave will 

be taken; and 

  

(c) A staff member provides the Board with a copy of 

the certification outlined in A.5.d. below. 

  

(4) Intermittent leave taken on a reduced leave schedule is 

NJFLA leave due to a single qualifying reason, that is 

scheduled for fewer than a staff member’s usual number of 

hours worked per workweek, but not for fewer than a staff 

member’s usual number of hours worked per workday and 

may only be taken to care for the serious health condition 

of a family member of a staff member when medically 

necessary, except that: 

  

(a) A staff member shall not be entitled to intermittent 

NJFLA leave on a reduced leave schedule for a 

period exceeding twelve consecutive months for 

any one period of NJFLA leave;  

  

(b) The staff member must provide the Board with prior 

notice of the intermittent NJFLA leave on a reduced 

leave schedule as soon as practicable; 

  

(c) A staff member shall make a reasonable effort to 

schedule intermittent NJFLA leave on a reduced 

leave schedule so as not to disrupt unduly the 

operations of the school district.  A staff member 

shall provide the school district with prior notice of 

the care, medical treatment, or continuing 

supervision by a health care provider necessary due 

to a serious health condition of a family member, in 

a manner which is reasonable and practicable; and 
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(d) A staff member must provide the Board with a copy 

of the certification outlined in A.5.c. below. 

  

d. NJFLA leave taken because of the birth or placement for adoption 

of a child of the staff member may commence at any time within a 

year after the date of the foster care placement, birth, or placement 

for adoption. 

  

e. A staff member shall not, during any period of NJFLA leave, 

perform services on a full-time basis for any person for whom a 

staff member did not provide those services immediately prior to 

commencement of the NJFLA leave.  

  

(1) A staff member on NJFLA leave may not engage in other 

full-time employment during the term of the NJFLA leave, 

unless such employment commenced prior to the NJFLA 

leave and is not otherwise prohibited by law.  

  

(2) During the term of NJFLA leave a staff member may 

commence part-time employment which shall not exceed 

half the regularly scheduled hours worked for the Board 

from whom a staff member requested NJFLA leave. A staff 

member may continue part-time employment which 

commenced prior to a staff member's NJFLA leave, at the 

same number of hours that a staff member was regularly 

scheduled prior to such NJFLA leave.  

  

(3) The Board may not maintain a policy or practice which 

prohibits part-time employment during the course of a 

NJFLA leave. 

  

5. Certification 

  

a. The Board shall require a staff member who requests NJFLA leave 

to sign a form of certification established by the Board attesting  
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that such staff member is taking NJFLA leave in accordance with 

the law.  

  

(1) The Board may not require a staff member to sign or 

otherwise submit a form of certification attesting to 

additional facts, including a staff member's eligibility for 

NJFLA leave.   

  

(2) The Board may subject a staff member to reasonable 

disciplinary measures, depending on the circumstances, 

when a staff member intentionally misrepresents the reason 

that such staff member is taking NJFLA leave.  

  

(3) The form of certification established by the Board shall 

contain a statement warning a staff member of the 

consequences of refusing to sign the certification or falsely 

certifying.  Any staff member who refuses to sign the 

certification established by the Board may be denied the 

requested NJFLA leave. 

  

(4) The Board requires that any period of NJFLA leave be 

supported by certification issued by a health care provider. 

  

b. Where the certification, issued by the health care provider, is for 

the birth of a child of a staff member, including a child born 

pursuant to a valid written agreement between the staff member 

and a gestational carrier or the placement of a child into foster care 

with the staff member or in connection with adoption of such child 

by the staff member, the certification need only state the date of 

birth or date of placement, whichever is appropriate. 

  

c. Any period of NJFLA leave for the serious health condition of a 

family member of a staff member shall be supported by 

certification provided by a health care provider.  The certification 

shall be sufficient if it states:  
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(1) The date, if known, on which the serious health condition 

commenced;  

  

(2) The probable duration of the condition;  

  

(3) The medical facts within the knowledge of the provider of 

the certification regarding the condition;  

  

(4) The serious health condition warrants the participation of 

the staff member in providing health care to the family 

member, as provided in the “Family Leave Act,” P.L. 1989, 

c.261 (C.34:11B-1 et seq.) and regulations adopted 

pursuant to the NJFLA; 

  

(5) An estimate of the amount of time the staff member is 

needed for participation in the care of the family member;  

  

(6) If the NJFLA leave is intermittent, a statement of the 

medical necessity for the intermittent NJFLA leave and the 

expected duration of the intermittent NJFLA leave; and  

  

(7) If NJFLA leave is intermittent and for planned medical 

treatment, the dates of the treatment. 

  

d. In any case in which the Board has reason to doubt the validity of 

the certification provided pursuant to A.5.c. above, the Board may 

require, at its own expense, that a staff member obtain an opinion 

regarding the serious health condition from a second health care 

provider designated or approved, but not employed on a regular 

basis, by the Board.  If the second opinion differs from the 

certification provided pursuant to A.5.c. above, the Board may 

require, at its own expense, that a staff member obtain the opinion 

of a third health care provider designated or approved jointly by 

the Board and a staff member concerning the serious health 

condition. The opinion of the third health care provider shall be  
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considered to be final and shall be binding on the Board and a staff 

member.  

  

e. Where the certification is for an epidemic of a communicable 

disease, a known or suspected exposure to the communicable 

disease, or efforts to prevent the spread of the communicable 

disease, the certification shall be sufficient if it includes: 

  

(1) For NJFLA leave taken to provide in-home care or 

treatment of a child due to the closure of the school or place 

of care of the child of a staff member, by order of a public 

official due to the epidemic or other public health 

emergency, the date on which the closure of the school or 

place of care of the child of a staff member commenced 

and the reason for such closure; 

  

(2) For NJFLA leave taken due to a public health authority’s 

issuance of a determination requiring or imposing 

responsive or prophylactic measures as a result of illness 

caused by an epidemic of a communicable disease or 

known or suspected exposure to the communicable disease 

because the presence in the community of a family member 

in need of care by a staff member would jeopardize the 

health of others, the date of issuance of the determination, 

and the probable duration of the determination; or 

  

(3) For NJFLA leave taken because a health care provider or 

public health authority recommends that a family member 

in need of care by a staff member voluntarily undergo self-

quarantine as a result of suspected exposure to a 

communicable disease because the presence in the 

community of that family member in need of care by a staff 

member would jeopardize the health of others, the date of 

the recommendation, the probable duration of the 

condition, and the medical or other facts within the health  
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care provider or public health authority’s knowledge regarding the 

condition. 

  

f.  The Board shall not use the certification requirements as outlined 

in A.5. to intimidate, harass, or otherwise discourage a staff 

member from requesting or taking NJFLA leave or asserting any of 

a staff member's rights to NJFLA leave. 

  

6. Denial or Exemption of NJFLA Leave  

  

a. Denial of NJFLA Leave 

  

(1) The Board may deny NJFLA leave to a staff member if: 

  

(a) A staff member is a salaried staff member who is 

among the highest paid 5% of the Board’s staff 

members or the seven highest paid staff members of 

the Board, whichever is greater; 

  

(b) The denial is necessary to prevent substantial and 

grievous economic injury to the Board’s operations; 

and 

  

(c) The Board notifies a staff member of its intent to 

deny the NJFLA leave at the time the Board 

determines that the denial is necessary. 

  

(2) The provisions of A.6.a.(1) above shall not apply when, in 

the event of a state of emergency declared by the Governor 

of New Jersey or when indicated to be needed by the 

Commissioner of Health – New Jersey Department of 

Health or other public health authority, the NJFLA leave is 

for an epidemic of a communicable disease, a known or 

suspected exposure to a communicable disease, or efforts to 

prevent spread of a communicable disease. 
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(3) In any case in which NJFLA leave has already commenced 

at the time of the notification pursuant to A.6.a.(1)(c) 

above, a staff member shall return to work within ten 

working days of the date of notification. 

  

7. Reinstatement from NJFLA Leave 

  

a. Upon the expiration of a NJFLA leave, a staff member shall be 

restored to the position such staff member held immediately prior 

to the commencement of the NJFLA leave. If such position has 

been filled, the Board shall reinstate such staff member to an 

equivalent position of like seniority, status, employment benefits, 

pay, and other terms and conditions of employment. 

  

b. If, during NJFLA leave, the Board experiences a reduction in force 

or layoff and a staff member would have lost their position had a 

staff member not been on NJFLA leave, as a result of the reduction 

in force or pursuant to the good faith operation of a bona fide 

layoff and recall system including a system under a collective 

bargaining agreement where applicable, a staff member shall not 

be entitled to reinstatement to the former or an equivalent position. 

A staff member shall retain all rights under any applicable layoff 

and recall system, including a system under a collective bargaining 

agreement, as if a staff member had not taken the NJFLA leave. 

  

8. Notice to Staff Members 

  

a. The Board shall display the official Family Leave Act poster of the 

Division on Civil Rights in the New Jersey Department of Law and 

Public Safety (Division) in accordance with N.J.A.C. 13:8-2.2. 

 The poster is available for printing from the Division's website. 

  

b. Access to and/or distribution of this Policy shall serve as school 

district notice to staff members of their rights pursuant to N.J.A.C. 

13:14-1.14.   
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9. Local Board of Education Practices 

  

a. Accrued Paid NJFLA Leave 

  

(1) Whether a staff member is required to use any other 

accrued leave time concurrent with NJFLA leave time will 

depend upon either the school district’s practice or a 

provision in a collective bargaining agreement, if 

applicable. 

  

(a) Sick leave may only be used concurrently with the 

NJFLA leave in accordance with the provisions of 

N.J.S.A. 18A:30-1 and N.J.S.A. 34:11B-3. 

  

b. Multiple Leaves of Absence 

  

(1) Where a Board maintains leaves of absence which provide 

benefits, other than health benefits, that differ depending 

upon the type of leave taken, the Board shall provide those 

benefits to a staff member on NJFLA leave in the same 

manner as it provides benefits to staff members who are 

granted other leaves of absence which most closely 

resemble NJFLA leave. 

  

10. New Jersey Family Leave Insurance Program (NJFLI) 

  

a. Board of Education staff members are eligible to apply for benefits 

under the NJFLI Program administered by the State of New Jersey 

Department of Labor and Workforce Development. 

  

b. All applications for benefits under the NJFLI Program must be 

filed directly with the State of New Jersey Department of Labor 

and Workforce Development.  The eligibility requirements, wage 

requirements, benefit duration and amounts, and benefit limitations 

shall be in accordance with the provisions of the NJFLI Program as  
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administered by the State of New Jersey Department of Labor and 

Workforce Development.  A formal appeal may be submitted to 

the State of New Jersey Department of Labor and Workforce 

Development if an employee or the Board disagrees with a 

determination on a claim. 

  

c. The NJFLI Program provides eligible individuals a monetary 

benefit and not a leave benefit.  The school district administrative 

and related staff will comply with the State of New Jersey 

Department of Labor and Workforce Development requests for 

information in accordance with the provisions of N.J.A.C. 12:21-

3.9. 

  

d. A printed notification of staff members’ rights relative to the 

receipt of benefits under the NJFLI Program will be posted in each 

of the school district worksites and in a place or places accessible 

to all employees at the worksite.   

  

e. Each staff member shall receive a copy of this notification in 

writing at the time of the staff member’s hiring, whenever the staff 

member provides written notice to the Superintendent of their 

intention to apply for benefits under the NJFLI Program, or at any 

time upon the first request of the staff member.   

  

(1) The written notification may be transmitted to the staff 

member in electronic form. 

  

(2) Access to and/or distribution of this Policy shall serve as 

school district notice to staff members of their rights under 

the NJFLI Program. 

  

B. Federal Family and Medical Leave Act 

  

1. Definitions Relative to Federal Family and Medical Leave Act 
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“Covered Employer” means any public or private elementary or secondary 

school(s) regardless of the number of employees employed. 

  

“Employee” means a staff member eligible for family and medical leave 

in accordance with the Federal Family and Medical Leave Act (FMLA). 

  

“Hours of Service” means hours actually worked by the employee.  It does 

not mean hours paid.  Thus, non-working time – such as vacations, 

holidays, furloughs, sick leave, or other time-off (paid or otherwise) – 

does not count for purposes of calculating FMLA eligibility for the 

employee. 

  

“Parent” means a biological, adoptive, step, or foster father or mother, or 

any other individual who stood in loco parentis to a staff member when a 

staff member has a son or daughter as defined below.  This term does not 

include parents “in law.” 

  

“Serious health condition” means an illness, injury, impairment, or 

physical or mental condition that involves inpatient care in a hospital, 

hospice, or residential medical facility or continuing treatment by a health 

care provider.  “Serious health condition” may include treatment of 

substance abuse pursuant to 29 CFR §825.119. 

  

“Son” or “daughter” means a biological, adopted, or foster child, 

stepchild, a legal ward, or a child of a person standing in loco parentis, 

who is either under age eighteen or age eighteen or older and incapable of 

self-care because of a mental or physical disability at the time that FMLA 

leave is to commence. 

  

“Spouse” means a husband or wife.  For purposes of this definition, 

husband or wife refers to the other person with whom an individual 

entered into marriage as defined or recognized under State law in the State 

in which the marriage was entered into or, in the case of a marriage 

entered into outside of any State, if the marriage is valid in the place  
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where entered into and could have been entered into in at least one State.  

This definition includes an individual in a same-sex marriage or common 

law marriage.   

  

“Week” or “Workweek” means the number of days a staff member 

normally works each calendar week.   

  

2. Qualifying Reasons for FMLA Leave 

  

a. A staff member may take FMLA leave to provide care made 

necessary: 

  

(1) For the birth of a son or daughter of a staff member and in 

order to care for such son or daughter;  

  

(2) For the placement of a son or daughter with a staff member 

for adoption or foster care;  

  

(3) In order to care for the spouse, son, daughter, or parent of a 

staff member if such spouse, son, daughter, or parent has a 

serious health condition; 

  

(4) For a serious health condition that makes a staff member 

unable to perform the functions of the position of such staff 

member. 

  

b. FMLA leave taken in relation to military service shall be in 

accordance with 29 CFR §825.112. 

  

c. Entitlement to FMLA leave taken for the birth of a son or daughter 

or placement of a son or daughter with a staff member for adoption 

or foster care shall expire at the end of the twelve month period 

beginning on the date of such birth or placement. 

  

3. Staff Member Eligibility  
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a. A staff member is eligible for up to twelve weeks of FMLA leave 

in a twelve month period. 

  

b. A staff member shall become eligible for FMLA leave after the 

staff member has been employed at least twelve months by the 

Board and employed for at least 1,250 hours of service during the 

twelve month period immediately preceding the commencement of 

the FMLA leave.   

  

(1) The twelve months a staff member must have been 

employed need not be consecutive months pursuant to 29 

CFR §825.110(b).  

  

(2) The minimum 1,250 hours of service shall be determined 

according to the principles established under the Fair Labor 

Standards Act (FLSA) for determining compensable hours 

of work pursuant to 29 CFR §785. 

  

(3) The Board shall not provide pay for FMLA leave. 

  

c. The method to determine the twelve month period in which the 

twelve weeks of FMLA leave entitlement occurs will be a “rolling” 

twelve month period measured backward from the date a staff 

member uses any FMLA leave.  

  

d. Pursuant to 29 CFR §825.201, a husband and wife both employed 

by the Board are limited to a combined total of twelve weeks of 

FMLA leave during the twelve month period if the FMLA leave is 

taken for the birth of a son or daughter of a staff member or to care 

for such son or daughter after birth; for placement of a son or 

daughter with a staff member for adoption or foster care or in order 

to care for the son or daughter after placement; or to care for a staff 

member’s parent with a serious health condition. 

  

4. Types of FMLA leave  
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a. Continuous FMLA leave is taken by staff members for a 

continuous period of time.  Such FMLA leave is not broken up by 

a period of work and is continuous when a staff member is absent 

for three consecutive working days or more.  Continuous FMLA 

leave may be taken for any qualifying reason.  

  

b. Intermittent FMLA leave is FMLA leave taken in separate blocks 

of time due to a single qualifying reason.  A reduced FMLA leave 

schedule is a FMLA leave schedule that reduces a staff member’s 

usual number of working hours per workweek, or hours per 

workday. A reduced FMLA leave schedule is a change in a staff 

member’s schedule for a period of time, normally from full-time to 

part-time. 

  

(1) Intermittent or reduced FMLA leave may be taken for the 

following qualifying reasons: 

  

(a) For the serious health condition of the staff member 

or to care for a parent, son, or daughter with a 

serious health condition.  

  

(i) For intermittent FMLA leave or FMLA 

leave on a reduced FMLA leave schedule 

taken for the reason outlined in B.4.b.(1)(a) 

above there must be a medical need for 

FMLA leave and it must be that such 

medical need can be best accommodated 

through an intermittent or reduced FMLA 

leave schedule.  

  

(ii) The treatment regimen and other 

information described in the certification of 

a serious health condition and in the 

certification of a serious injury or illness, 

shall address the medical necessity of  
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intermittent FMLA leave or FMLA leave on 

a reduced FMLA leave schedule. 

  

(iii)      Intermittent FMLA leave may be taken for a 

serious health condition of a parent, son, or 

daughter, for a staff member’s own serious 

health condition, which requires treatment 

by a health care provider periodically, rather 

than for one continuous period of time, and 

may include FMLA leave of periods from an 

hour or more to several weeks. 

  

(b) For planned and/or unanticipated medical treatment 

of a serious health condition when medically 

necessary.  

  

(c) To provide care or psychological comfort to a 

covered family member with a serious health 

condition when medically necessary.  

  

(d) For absences where a staff member or family 

member is incapacitated or unable to perform the 

essential functions of the position because of a 

chronic serious health condition even if he or she 

does not receive treatment by a health care provider. 

  

(e) For FMLA leave taken after the birth of a healthy 

child or placement of a healthy child for adoption or 

foster care, only if the Board agrees.  

  

(i) The Board’s agreement is not required; 

however, for FMLA leave during which the 

mother has a serious health condition in 

connection with the birth of her child or if  
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the newborn child has a serious health 

condition. 

  

(2) If a staff member needs FMLA leave intermittently or on a 

reduced FMLA leave schedule for planned medical 

treatment, then a staff member must make a reasonable 

effort to schedule the treatment so as not to disrupt unduly 

the Board’s operations. 

  

(3) When a staff member takes FMLA leave on an intermittent 

or reduced FMLA leave schedule basis, the Board must 

account for the FMLA leave using an increment no greater 

than the shortest period of time that the Board uses to 

account for use of other forms of leave provided that it is 

not greater than one hour and provided further that a staff 

member’s FMLA leave entitlement may not be reduced by 

more than the amount of FMLA leave actually taken. 

  

(a) If the Board accounts for use of leave in varying 

increments at different times of the day or shift, the 

Board may not account for FMLA leave in a larger 

increment than the shortest period used to account 

for other leave during the period in which the 

FMLA leave is taken.  

  

(b) If the Board accounts for other forms of leave use in 

increments greater than one hour, the Board must 

account for FMLA leave use in increments no 

greater than one hour. 

  

5. Staff Member Notice Requirements  

  

a. A staff member eligible for FMLA leave must give at least a thirty 

day written advance notice to the Superintendent or designee if the 

need for the FMLA leave is foreseeable based on an expected  
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birth, placement for adoption or foster care, or planned medical 

treatment for a serious health condition of a staff member or a 

family member. 

  

(1) If thirty days is not practical, a staff member must provide 

notice “as soon as practicable” which means as soon as 

both possible and practical, taking into account all the facts 

and circumstances in the individual case. 

  

(2) Where it is not possible to give as much as thirty days’ 

notice, “as soon as practical” ordinarily would mean at least 

verbal notification to the Superintendent or designee within 

one or two business days or when the need for FMLA leave 

becomes known to a staff member. 

  

(3) The written notice shall include the reasons for the FMLA 

leave, the anticipated duration of the FMLA leave, and the 

anticipated start of the FMLA leave. 

  

(4) When planning medical treatment, a staff member must 

consult with the Superintendent or designee and make a 

reasonable effort to schedule the FMLA leave so as not to 

unduly disrupt the educational program, subject to the 

approval of the health care provider.   

  

(a) Staff members are ordinarily expected to consult 

with the Superintendent or designee prior to 

scheduling of treatment that would require FMLA 

leave for a schedule that best suits the needs of the 

Board and a staff member. 

  

(5) Intermittent FMLA leave or FMLA leave on a reduced 

FMLA leave schedule must be medically necessary due to 

a serious health condition or a serious injury or illness. A 

staff member shall advise the Board of the reasons why the  
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intermittent/reduced FMLA leave schedule is necessary and 

of the schedule for treatment, if applicable.  

  

(a) A staff member and the Board shall attempt to work 

out a schedule for such FMLA leave that meets a 

staff member’s needs without unduly disrupting the 

Board’s operations, subject to the approval of the 

health care provider. 

  

(6) Where a staff member does not comply with the Board’s 

usual notice and procedural requirements, and no unusual 

circumstances justify the failure to comply, FMLA-

protected leave may be delayed or denied. 

  

b. When the approximate timing of the need for FMLA leave is not 

foreseeable, a staff member should give notice to the 

Superintendent or designee for FMLA leave as soon as practicable 

under the facts and circumstances of the particular case. 

  

(1) It is expected a staff member will give notice to the 

Superintendent or designee within no more than one or two 

business days of learning of the need for FMLA leave, 

except in extraordinary circumstances where such notice is 

not foreseeable.   

  

(2) A staff member should provide notice to the Board either in 

person, by telephone, telegraph, fax machine, email, or 

other electronic means. 

  

6. Outside Employment During FMLA Leave 

  

a. A staff member during any period of FMLA leave is prohibited 

from performing any services on a full-time basis for any person 

for whom a staff member did not provide services immediately 

prior to commencement of the FMLA leave.   
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(1) A staff member using FMLA leave may commence part-

time employment that shall not exceed half the regularly 

scheduled hours worked for the Board.   

  

(2) A staff member may continue the part-time employment 

that commenced prior to the FMLA leave at the same 

number of hours that a staff member was regularly 

scheduled prior to such FMLA leave. 

  

7. “Instructional Employees” Exceptions for FMLA Leave 

  

a. “Instructional Employees” are those staff members whose 

principal function is to teach and instruct students in class, a small 

group, or in an individual setting.  This term includes teachers, 

athletic coaches, driving instructors, and special education 

assistants, such as signers for the hearing impaired.   

  

(1) Teacher assistants or aides who do not have as their 

principal job actual teaching or instructing, guidance 

counselors, child study team members, curriculum 

specialists, cafeteria workers, maintenance workers, and/or 

bus drivers are not considered instructional staff members 

for the purposes of this Policy.   

  

(2) For purposes of this Policy “Instructional Employees” shall 

be referred to as “Instructional Staff Members”. 

  

b. “Semester” means the school semester that typically ends near the 

end of the calendar year and the end of the spring each school 

year.  The Board can have no more than two semesters in a school 

year. 

  

c. FMLA leave taken at the end of the school year and continues into 

the beginning of the next school year is considered consecutive 

FMLA leave. 
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d. Eligible instructional staff members that need intermittent or 

reduced FMLA leave to care for a family member or for a staff 

member’s own serious health condition which is foreseeable based 

on planned medical treatment and would be on FMLA leave more 

than twenty percent of the total number of working days over the 

period the FMLA leave would extend, the Board may: 

  

(1) Require a staff member to take the FMLA leave for a 

period or periods of a particular duration, not greater than 

the duration of the planned treatment; or 

  

(2) Transfer a staff member temporarily to an available 

alternative position for which a staff member is qualified, 

which has equivalent pay and benefits and which better 

accommodates recurring periods of FMLA leave than does 

a staff member’s regular position. 

  

e. If the instructional staff member does not give the required notice 

for FMLA leave that is foreseeable and desires the FMLA leave to 

be taken intermittently or on a reduced FMLA leave schedule, the 

Board may require a staff member to take FMLA leave of a 

particular duration, or to transfer temporarily to an alternative 

position.  Alternatively, the Board may require a staff member to 

delay taking the FMLA leave until the notice provision is met. 

  

f.  If an instructional staff member begins FMLA leave more than five 

weeks before the end of the school year, the Board may require a 

staff member to continue taking FMLA leave until the end of the 

semester if: 

  

(1) The FMLA leave will last three weeks; and 

  

(2) A staff member would return to work during the three-

week period before the end of the semester. 
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g. If an instructional staff member begins FMLA leave for a purpose 

other than a staff member’s own serious health condition during 

the five week period before the end of the semester, the Board may 

require a staff member to continue taking FMLA leave until the 

end of the semester if: 

  

(1) The FMLA leave will last more than two weeks; and 

  

(2) The staff member would return to work during the two 

week period before the end of the semester. 

  

h. If an instructional staff member begins FMLA leave for a purpose 

other than a staff member’s own serious health condition during 

the three week period before the end of a semester, the Board may 

require a staff member to continue taking FMLA leave until the 

end of the semester if the FMLA leave will last more than five 

working days. 

  

i.  An example of FMLA leave falling within the situations outlines in 

B.7.f., B.7.g., and B.7.h. above: 

  

(1) If a staff member plans two weeks of FMLA leave to care 

for a family member which will begin three weeks before 

the end of the term, the Board could require a staff member 

to stay out on FMLA leave until the end of the term. 

  

j.  In the case of a staff member who is required to take FMLA leave 

until the end of an academic term, only the period of FMLA leave 

until a staff member is ready and able to return to work shall be 

charged against a staff member’s FMLA leave entitlement.  

  

k. The Board may require a staff member to stay on FMLA leave 

until the end of the school term.  Any additional leave required by  
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the Board to the end of the school term is not counted as FMLA leave; 

however: 

  

(1) The Board shall be required to maintain a staff member’s 

group health insurance; and 

  

(2) The Board shall be required to restore a staff member to the 

same or equivalent job including other benefits at the 

conclusion of the leave. 

  

8. FMLA Leave Related to Military Service 

  

a. Definitions for FMLA related to military service shall be in 

accordance with 29 CFR §§825.122; .126; .127; and .310.   

  

b. The foreign deployment of the staff member’s spouse, child, or 

parent in accordance with 29 CFR §§825.122 and .126: 

  

(1) The district must grant an eligible staff member up to 

twelve work weeks of unpaid, job-protected FMLA leave 

during any twelve month period for qualifying exigencies 

that arise when the staff member’s spouse, child, or parent 

is on covered active duty, or has been notified of an 

impending call or order to covered active duty. 

  

c. Military caregiver FMLA leave provides care for a covered 

servicemember with a serious injury or illness in accordance with 

29 CFR §§825.122 and .127: 

  

(1) The district must grant up to a total of twenty-six 

workweeks of unpaid, job-protected FMLA leave during a 

“single twelve month period” to care for a covered 

servicemember with a serious injury or illness. 

  

9. Verification 
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a. The Board shall require that a staff member's FMLA leave to care 

for a staff member's covered family member with a serious health 

condition, or due to a staff member's own serious health condition 

that makes a staff member unable to perform one or more of the 

essential functions of a staff member's position, be supported by a 

certification issued by the health care provider of a staff member or 

a staff member's family member.  

  

(1) The Board must give written notice of a requirement for 

certification each time a certification is required.  The 

Board's oral request to a staff member to furnish any 

subsequent certification is sufficient. 

  

b.  The Board shall require a staff member furnish certification at the 

time a staff member gives notice of the need for FMLA leave or 

within five business days thereafter, or, in the case of unforeseen 

FMLA leave, within five business days after the FMLA leave 

commences.  

  

(1) The Board may request certification at some later date if 

the Board later has reason to question the appropriateness 

of the FMLA leave or its duration.  

  

(2) A staff member must provide the requested certification to 

the Board within fifteen calendar days after the Board's 

request, unless it is not practicable under the particular 

circumstances to do so despite a staff member's diligent, 

good faith efforts or the Board provides more than fifteen 

calendar days to return the requested certification.  

  

c. When FMLA leave is taken because of a staff member's own 

serious health condition, or the serious health condition of a family 

member, the Board shall require a staff member to obtain a 

medical certification from a health care provider that sets forth the 

following information: 
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(1) The name, address, telephone number, and fax number of 

the health care provider and type of medical 

practice/specialization;  

  

(2)       The approximate date on which the serious health condition 

commenced, and its probable duration;  

  

(3) A statement or description of appropriate medical facts 

regarding the patient's health condition for which FMLA 

leave is requested. The medical facts must be sufficient to 

support the need for FMLA leave.  

  

(a) Such medical facts may include information on 

symptoms, diagnosis, hospitalization, doctor visits, 

whether medication has been prescribed, any 

referrals for evaluation or treatment (physical 

therapy, for example), or any other regimen of 

continuing treatment;  

  

(4) If a staff member is the patient, information sufficient to 

establish that a staff member cannot perform the essential 

functions of a staff member's job as well as the nature of 

any other work restrictions, and the likely duration of such 

inability;  

  

(5) If the patient is a covered family member with a serious 

health condition, information sufficient to establish that the 

family member is in need of care, and an estimate of the 

frequency and duration of the FMLA leave required to care 

for the family member;  

  

(6) If a staff member requests FMLA leave on an intermittent 

or reduced schedule basis for planned medical treatment of 

a staff member's or a covered family member's serious 

health condition, information sufficient to establish the  
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medical necessity for such intermittent or reduced schedule FMLA 

leave and an estimate of the dates and duration of such 

treatments and any periods of recovery;  

  

(7) If a staff member requests FMLA leave on an intermittent 

or reduced schedule basis for a staff member's serious 

health condition, including pregnancy, that may result in 

unforeseeable episodes of incapacity, information sufficient 

to establish the medical necessity for such intermittent or 

reduced schedule FMLA leave and an estimate of the 

frequency and duration of the episodes of incapacity; and  

  

(8) If a staff member requests FMLA leave on an intermittent 

or reduced schedule basis to care for a covered family 

member with a serious health condition, a statement that 

such FMLA leave is medically necessary to care for the 

family member, which can include assisting in the family 

member's recovery, and an estimate of the frequency and 

duration of the required FMLA leave.  

  

d. A staff member may choose to comply with the certification 

requirement by providing the Board with an authorization, release, 

or waiver allowing the Board to communicate directly with the 

health care provider of a staff member or his or her covered family 

member.   

  

(1) It is a staff member's responsibility to provide the Board 

with complete and sufficient certification and failure to do 

so may result in the denial of FMLA leave. 

  

e. If the Board has reason to doubt the validity of a medical 

certification, the Board may require a staff member to obtain a 

second opinion at the Board's expense. 
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(1) The Board may designate the health care provider to 

furnish the second opinion, but the selected health care 

provider may not be employed on a regular basis by the 

Board. 

  

f.  If the opinions of a staff member's and the Board's designated 

health care providers differ, the Board may require a staff member 

to obtain certification from a third health care provider, again at the 

Board's expense. This third opinion shall be final and binding. The 

third health care provider must be designated or approved jointly 

by the Board and the staff member. 

  

10. Reinstatement Following FMLA Leave 

  

a. On return from FMLA leave a staff member is entitled to be 

returned to the same position a staff member held when FMLA 

leave commenced, or to an equivalent position with equivalent 

benefits, pay, and other terms and conditions of employment.   

  

(1) A staff member is entitled to such reinstatement even if a 

staff member has been replaced or his or her position has 

been restructured to accommodate for a staff member’s 

absence.   

  

(2) The requirement that a staff member be restored to the 

same or equivalent job with the same or equivalent pay, 

benefits, and terms and conditions of employment does not 

extend to de minimis, intangible, or unmeasurable aspects 

of the job.   

  

b. Denial of Reinstatement  

  

(1) A staff member has no greater right to reinstatement or to 

other benefits and conditions of employment that if a staff  

(2)  
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member had been continuously employed during the 

FMLA leave period.   

  

(a) The Board must be able to show that a staff member 

would not otherwise have been employed at the 

time reinstatement is requested in order to deny 

restoration to employment.  

  

(2) The Board may deny job restoration to “key employees”, if 

such denial is necessary to prevent substantial and grievous 

economic injury to the operations of the Board. 

  

(a) A “key employee” is a salaried FMLA-eligible staff 

member who is among the highest paid ten percent 

of all staff members employed by the Board within 

seventy-five miles of a staff member's worksite. 

  

(3) If a staff member is unable to perform an essential function 

of the position because of a physical or mental condition, 

including the continuation of a serious health condition or 

an injury or illness also covered by workers’ compensation, 

a staff member has no right to restoration to another 

position under the FMLA.   

  

(a) The Board’s obligation may; however, be governed 

by the Americans with Disabilities Act, State leave 

law, or workers’ compensation laws.   

  

(4) A staff member who fraudulently obtains FMLA leave 

from the Board is not protected by FMLA's job restoration 

or maintenance of health benefits provisions. 

  

c. Intent to Return to Work 
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(1) The Board may require a staff member on FMLA leave to 

report periodically on a staff member's status and intent to 

return to work. 

  

d. Fitness for Duty Certification 

  

(1) As a condition of restoring a staff member whose FMLA 

leave was a result of a staff member's own serious health 

condition that made a staff member unable to perform a 

staff member's job, the Board shall require all similarly-

situated staff members (i.e., same occupation, same serious 

health condition) who take FMLA leave for such conditions 

to obtain and present certification from a staff member's 

health care provider that a staff member is able to resume 

work.  

  

(2) A staff member has the same obligations to participate and 

cooperate in the fitness-for-duty certification process as in 

the initial certification process. 

  

11. The Board of Education Notice 

  

a. Notice of Staff Member Rights Under FMLA 

  

(1) The Board shall post and keep posted on its premises, in 

conspicuous places where staff members are employed, a 

notice explaining the FMLA’s provisions and providing 

information concerning the procedures for filing complaints 

of violations of the FMLA with the Wage and Hour 

Division.  

  

(a) The notice will be posted prominently where it can 

be readily seen by staff members and applicants for 

employment.  
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(b) The poster and the text will be large enough to be 

easily read and contain fully legible text.  

  

(c) Electronic posting is sufficient to meet this posting 

requirement as long as it otherwise meets the 

requirements of B.11.  

  

(2) The Board shall also provide this general notice to each 

staff member by including the notice in staff members’ 

handbooks or other written guidance to staff members 

concerning staff member benefits or FMLA leave rights, if 

such written materials exist, or by distributing a copy of the 

general notice to each new staff member upon hiring.  In 

either case, distribution may be accomplished 

electronically. 

  

(3) Access to and/or distribution of this Policy shall serve as 

school district notice to staff members of their rights 

pursuant to 29 CFR §825 et seq. 

  

b. Eligibility Notice 

  

(1) When a staff member's eligibility to take FMLA leave 

within five business days, absent extenuating 

circumstances. 

  

c. Designation Notice 

  

(1) TheBoard is responsible in all circumstances for 

designating leave as FMLA-qualifying, and for giving 

notice of the designation to a staff member. TheBoard must 

notify a staff member whether the leave will be designated 

and will be counted as FMLA leave within five business 

days absent extenuating circumstances.   
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(2) If the Board requires paid leave to be substituted for unpaid 

FMLA leave, or that paid leave taken under an existing 

leave plan be counted as FMLA leave, the Board must 

inform a staff member of this designation at the time of 

designating the FMLA leave. 

  

12. Local Board of Education Practices 

  

a. Substitution of Paid Leave  

  

(1) Whether a staff member is required to use sick time or any 

other accrued leave time concurrent with FMLA leave time 

will depend upon either the district’s practice or a provision 

in the district’s collective bargaining agreement, if 

applicable. 

  

b. Maintenance of Staff Member Benefits 

  

(1) The Board must maintain a staff member's coverage under 

any group health plan on the same conditions as coverage 

would have been provided if a staff member had been 

continuously employed during the entire FMLA leave 

period. 

  

C. Shared Provisions 

  

1. Interference with Family Leave Rights 

  

The NJFLA and the FMLA prohibit interference with a staff member’s 

rights under the law, and with legal proceedings or inquiries relating to a 

staff member’s rights.  Unless permitted by the law, no staff member shall 

be required to take family leave or to extend family leave beyond the time 

requested.  A staff member shall not be discriminated against for having 

exercised his/her rights under the NJFLA and the FMLA nor discouraged 

from the use of family leave. 
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2. Non-Tenured Teaching Staff 

  

Family leave granted to a nontenured staff member cannot extend a staff 

member’s employment beyond the expiration of his/her employment 

contract. 

  

3. Record Keeping 

  

The Superintendent or designee shall ensure the keeping of accurate 

attendance records that distinguish family leave from other kinds of leave 

so a staff member’s entitlement to NJFLA leave and FMLA leave can be 

properly determined.   

  

4. Processing of Complaints 

  

a. New Jersey Family Leave Act  

  

(1) Any complaint alleging a violation of the NJFLA shall be 

processed in the same manner as a complaint filed under 

the terms of N.J.S.A. 10:5-1 et seq. and N.J.A.C. 13:4 

through the New Jersey Department of Law and Public 

Safety, Division on Civil Rights. 

  

b. Federal Family and Medical Leave Act (FMLA)  

  

(1) If there is a dispute between the Board and a staff member 

as to whether leave qualifies as FMLA leave, it should be 

resolved through discussion between the staff member and 

the Superintendent or designee.  Such discussions and the 

decision shall be documented by the Superintendent or 

designee. 

  

(3) A staff member also may file, or have another person file 

on his/her behalf, a complaint with the United States 

Secretary of Labor.  A complaint may be filed in person, by  
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mail, or by telephone with the Wage and Hour Division, 

Employment Standards Administration, U.S. Department of 

Labor, at any local office of the Wage and Hour Division. 

  

(3) This Policy 1643 shall be posted on the school district 

website, in a manner accessible to all staff members and a 

hard copy shall be provided to all staff members annually 

prior to the beginning of the school year and upon initial 

employment in the school district during the school year.   

  

  

29 CFR §825 et seq. 

29 CFR §785 

N.J.S.A. 10:5-1;  

N.J.S.A. 34:11B et seq. 

N.J.A.C. 13:14-1 et seq. 

  

  

Adopted: 6/9/21 
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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: 
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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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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: 10/13/2021 
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The Road Forward 

 

Insert:  Lafayette Township 

School District 
Board of Education 

 

 
Note: 

As of August 10, 2021, the only mandatory requirements are included in      

Appendix C – Mask Wearing Protocol and Appendix G – Transportation Protocols.  

The school district should anticipate potential updates to The Road Forward 

Guidance as additional guidance becomes available. 

 
Fall 2021 
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The Lafayette Township School District Reopening Plan is posted on the 

District website: LEA Plan for Safe Return to In-Person Instruction and Continuity of 

Service (ltes.org) 

Appendix A 

 
Vaccination 

   

 

 

a. Staff and student who are eligible will be provided with the 

opportunity/information to receive vaccinations in alignment with all state 

expectations via a local provider or by their own medical provider. 

b. Staff were provided with an opportunity to sign up with the county health 

office to get prioritized for vaccinations Spring 2021. 

c. In accordance with Executive Order 253, all employees must provide 

adequate proof to the District that they have been fully vaccinated or submit to 

COVID-19 testing at a minimum of one time per week.  This requirement 

shall take effect on October 18, 2021, at which time any covered workers that 

have not provided adequate proof that they are fully vaccinated must submit to 

a minimum of weekly testing on an ongoing basis until fully vaccinated. 

d. The District recommends that parents work closely with their health care 

provider regarding the appropriateness of the vaccination of children.  It is 

understood that the vaccine is not currently available for any child under the 

age of twelve. 

 

 

http://www.ltes.org/common/pages/DisplayFile.aspx?itemId=48824896
http://www.ltes.org/common/pages/DisplayFile.aspx?itemId=48824896
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Appendix B  

 

Communication with the Local Health Department 

 

 

 

a. The District will maintain close communication with the Local Health 

Department in order to provide information and share resources on 

COVID-19 transmission, prevention, and control. 

 

b. The District will work closely with the Local Health Department regarding 

notification and response to COVID-19 illness in school settings. 
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Appendix C 

 
Mask Wearing Protocol 

 

Universal and correct wearing of masks 

a. The LEA will follow all current NJDOH, NJDOE, and state directives 

regarding mask wearing. The wearing of masks will be  

updated to follow current guidance. 

b. Face coverings will be required for students, visitors, and staff unless it will 

inhibit the individual's health. Mandatory use of face masks by staff, students, and 

visitors in the indoor portion of the school district premises is required, except in 

the following circumstances:  

• When doing so would inhibit the individual’s health, such as when the 

individual is exposed to extreme heat indoors;  

• When the individual has trouble breathing, is unconscious, incapacitated, 

or otherwise unable to remove a face masks without assistance;  

• When a student’s documented medical condition or disability, as reflected 

in an Individualized Education Program (IEP) or Educational Plan 

pursuant to Section 504 of the Rehabilitation Act of 1973, precludes use of 

a face mask; 

• When the individual is under two (2) years of age; e. When the individual 

is engaged in activity that cannot physically be performed while wearing a 

mask, such as eating or drinking, or playing a musical instrument that 

would be obstructed by a face mask; 

• When the individual is engaged in high-intensity aerobic or anaerobic 

activity;  

• When a student is participating in high-intensity physical activities during 

a physical education class in a well-ventilated location and able to 

maintain a physical distance of six feet from all other individuals; or  

• When wearing a face mask creates an unsafe condition in which to operate 

equipment or execute a task. 

 

c. Enforcing the use of face coverings may be impractical for young children or 

individuals with disabilities. In a classroom  

setting where social distancing can take place (e.g., desks are 6 feet apart) or 

physical barriers are in place, face coverings are  

required at all times unless otherwise noted by NJDOE, NJDOH, or state 

guidance.  

d. Face coverings must be worn at all times including while moving in the 

hallways, in common areas, using the restrooms,  

sitting in the classroom, riding a bus or moving around the classroom unless 

otherwise noted by the NJDOE, NJDOH, or state  
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e. An adequate amount of PPE shall be available, accessible, and provided for 

use. 

 

 

 

 

 Appendix D 

 
Physical Distancing Protocols 

 

 

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, implement approaches to maximize 

physical distancing. 
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Appendix E 

 
Hand Hygiene and Respiratory Etiquette Protocols 

 

 

Handwashing and respiratory etiquette School districts will prepare and maintain hand 

sanitizing stations with alcohol-based hand sanitizers (at least 60% alcohol).  

a. All students will be scheduled for bathroom and handwashing breaks throughout the 

day, prior to eating, and after blowing their nose, coughing, and/or sneezing.  

b. If washing with soap and water is not possible, washing with an alcohol-based hand 

sanitizer (at least 60% alcohol) should be used.  

c. Hand sanitizing stations will be placed throughout the building for students, staff, and 

visitors. 

 

Appendix F 

 
Provision of Meals 

 

 

Meals will be provided as “Grab and Go” portions to minimize the time at the 

serving station.   

 

Students will be seated in an socially distanced setting when eating in-doors.  

Outdoor spaces will be maximized during days when weather permits. 
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Appendix G 

 
Transportation Protocols 

 

 

Masks are required  to be worn at all times when on school buses.  Other 

protocols will be jointly agreed upon between the district and the transportation 

vendor(s) 

 

 

Appendix H 

 
Cleaning, Disinfection, and Airflow 

 

 

Cleaning and maintaining healthy facilities, including improving ventilation  

a. All indoor facilities will have adequate ventilation, including operational 

heating and ventilation systems where appropriate.  

b. Recirculated air must have a fresh air component, windows will be opened, if 

practical, if air conditioning is not provided, and  

filter(s) for A/C units must be maintained and changed according to manufacturer 

recommendations. 

c. Cleaning will include disinfecting of surfaces and objects that are frequently 

touched. This may include cleaning  

objects/surfaces not ordinarily cleaned daily (e.g. doorknobs, light switches, 

classroom sink handles, countertops).  

d. Use of all cleaning products according to the directions on the label. For 

disinfection, most common EPA-registered  

household disinfectants should be effective. A list of products that are EPA-

approved for use against the virus that causes  

COVID-19 is available on the EPA's website.  

e. Sanitize bathrooms daily, or between use as much as possible, using protocols 

outlined by the Environmental Protection  

Agency (EPA) 
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Appendix I 

 
Screening, Exclusion, and Response to Symptomatic Students and Staff Members 

 

 

The District will comply with the most recent guidance from the NJDOH 

and CDC during all transmission phases of the health emergency. 

 

 

 

 

 

Appendix J 

 
Contact Tracing 

 

 

The school district will comply with all protocols for contact tracing as identified by the 

NJDOH and CDC.   

 

 

 

 

 

 

 

 

 

 

Adopted: 10/13/2021 
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1648.13  SCHOOL EMPLOYEE VACCINATION REQUIREMENTS 

 

In accordance with Executive Order No. 253 signed by the Governor of New 

Jersey on August 23, 2021, the Board shall adopt and maintain a policy that 

requires all covered workers to either provide adequate proof that they have been 

fully vaccinated or submit to COVID-19 testing at a minimum of one to two times 

each week.   

 

This requirement shall take effect on October 18, 2021, at which time any covered 

workers that have not provided adequate proof to the school district that they are 

fully vaccinated must submit to COVID-19 testing at a minimum of one to two 

times each week on an ongoing basis until fully vaccinated. 

 

For purposes of Executive Order 253 and this Policy, “covered workers” shall 

include all individuals employed by the Board of Education, both full and        

part-time, including, but not limited to, administrators; teachers; educational 

support professionals; individuals providing food, custodial, and administrative 

support services; substitute teachers, whether employed directly by the Board of 

Education or otherwise contracted; contractors; providers; and any other 

individuals performing work in the school district whose job duties require them 

to make regular visits to the school district, including volunteers.  Covered 

workers do not include individuals who visit the school district only to provide 

one-time or limited duration repairs, services, or construction. 

 

A covered worker shall be considered “fully vaccinated” for COVID-19 two 

weeks or more after they have received the second dose in a two-dose series or 

two weeks or more after they have received a single-dose vaccine. Individuals 

will only be considered fully vaccinated after they have received a COVID-19 

vaccine that is currently authorized for Emergency Use Authorization (EUA) by 

the United States Food and Drug Administration (FDA) or the World Health 

Organization (WHO), or that are approved for use by the same.   

 

Workers who are not fully vaccinated, or for whom vaccination status is 

unknown, or who have not provided sufficient proof of documentation, shall      

be considered unvaccinated in accordance with the provisions of Executive Order 

253.    
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Covered workers shall demonstrate proof of full vaccination status by presenting 

any of the following documents if they list COVID-19 vaccines currently 

authorized for EUA by the FDA or the WHO, or that are approved for use by the 

same, along with an administration date for each dose: 

 

1. The Centers for Disease Control and Prevention (CDC) COVID-19 

Vaccination Card issued to the vaccine recipient by the vaccination 

site, or an electronic or physical copy of the same; 

 

2. Official record from the New Jersey Immunization Information 

System (NJIIS) or other State immunization registry; 

 

3. A record from a health care provider’s portal/medical record 

system on official letterhead signed by a licensed physician, nurse 

practitioner, physician's assistant, registered nurse, or pharmacist; 

 

4. A military immunization or health record from the United States 

Armed Forces; or 

 

5. Docket mobile phone application record or any State specific 

application that produces a digital health record. 

 

The Board of Education’s collection of vaccination information from covered 

workers shall comport with all Federal and State laws, including, but not limited 

to, the Americans with Disabilities Act, that regulate the collection and storage of 

that information.   

 

To satisfy the testing requirement of Executive Order 253 and this Policy, an 

unvaccinated covered worker must undergo screening testing at a minimum of 

one to two times each week, to be determined by the Superintendent of Schools.   

 

An unvaccinated covered worker is required to submit proof of a COVID-19 test.  

The unvaccinated covered worker may choose either antigen or molecular tests 

that have EUA by the FDA or are operating per the Laboratory Developed Test 

requirements by the U.S. Centers for Medicare and Medicaid Services.   

 

Where a Board of Education provides the unvaccinated covered worker with     

on-site COVID-19 test(s), the school district may similarly elect to administer or 

provide access to either an antigen or molecular test.  
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If the covered worker is not working on-site in the school district during a week 

when testing would otherwise be required, the Superintendent or designee may 

not require the worker to submit to testing for that week.  This requirement shall 

not supplant any requirement imposed by the Board of Education regarding 

diagnostic testing of symptomatic workers or screening testing of vaccinated 

workers. 

 

The Board of Education shall track test results required by Executive Order 253 

and must report those results to the local public health department. 

 

Nothing in Executive Order 253 and this Policy shall prevent a Board of 

Education from revising this Policy to include additional or stricter requirements, 

as long as such revisions comport with the minimum requirements of Executive 

Order 253.  

 

Executive Order 253 authorizes the Commissioner of the Department of Health 

(DOH) to issue a directive supplementing the requirements outlined in Executive 

Order 253, which may include, but not be limited to, any requirements for 

reporting vaccination and testing data to the DOH.  Actions taken by the 

Commissioner of the DOH pursuant to Executive Order 253 shall not be subject 

to the requirements of the Administrative Procedure Act, N.J.S.A. 52:14B-1        

et seq. 

 

This Policy shall be supplemented by Policy 1648.11 – Appendix A, which shall 

include the school district’s protocols implementing the provisions of this Policy. 

 

The Superintendent is authorized to implement revisions to provisions in this 

Policy based on any subsequent Executive Orders or any additional mandates that 

affect any provisions of this Policy.  Any such revisions in this Policy shall be 

submitted by the Superintendent to the Board of Education for ratification if the 

Board cannot approve such revisions before the effective date.  

 

 

Executive Order 253 – August 23, 2021 

 

 

 

 

Adopted: 10/13/2021 

 


