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3159 TEACHING STAFF MEMBER/SCHOOL DISTRICT
REPORTING RESPONSIBILITIES

The Board of Education and Aall certificate holders shall adhere to the
reportlng requlrements outllned in N.J.A.C. 6A 9B-4.3 and N.J.S.A.

: 3- For the
purposes of this pPolicy, “certificate holders” shall 1nclude all individuals who
hold certificates, credentials, certificates of eligibility (CEs), and certificates of
eligibility with advance standing (CEASs) issued by the New Jersey State Board
of Examiners. For purposes of this Policy, the term “certificate” shall include all
standard, emergency and provisional certificates, all credentials, and all CEs and
CEASs issued by the New Jersey State Board of Examiners.

All certificate holders shall report an arrest or indictment for any crime or
offense to the Superintendent within fourteen calendar days of their arrest or
indictment in accordance with the provisions of N.J.A.C. 6A:9B-4.3. The
report submitted to the Superintendent shall include the date of arrest or
indictment and charge(s) lodged against the certificate holder. Such certificate
holders shall also report to the Superintendent the disposition of any charge within
seven calendar days of the disposition. Failure to comply with these reporting
requirements may be deemed “just cause” for revocation or suspension of
certification pursuant to N.J.A.C. 6A:9B-4.4. The school district shall make these
reporting requirements known to all new employees upon initial employment and
to all employees on an annual basis.

The Superintendent ef-Seheols shall notify the New Jersey State Board of
Examiners when:

l. Tenured teaching staff members who are accused of criminal
offenses or unbecoming conduct resign or retire from their
positions;

2. Nontenured teaching staff members, including substitute teachers,

who are accused of criminal offenses or unbecoming conduct

resign, retire, or are removed from their positions;
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3. A certificate holder fails to maintain any license, certificate, or
authorization that is mandated pursuant to N.J.A.C. 6A:9B for the
holder to serve in a position;

4. The Superintendent ef-Sehoels becomes aware that a certificate
holder has been convicted of a crime or criminal offense while in
the district’s employ; or

5. The Superintendent has received a report from the Department of
Children and Families substantiating allegations of abuse or
neglect, or establishing “concerns” regarding a certificated
teaching staff member.

The school district shall cooperate with the New Jersey State Board of
Examiners in any proceeding arising from an order to show cause issued by
the New Jersey State Board of Examiners and based on information about
the certificate holder that the school district provided. Inthe-event-theNew

The Superintendent ef-Schoeols shall also notify the New Jersey State Board of
Examiners, in accordance with the provisions of N.J.S.A. 18A:16-1.3, whenever a
nontenured, certificated employee is dismissed prior to the end of the school year
for just cause as a result of misconduct in office. This notification requirement
shall not apply in instances where the employee’s contract is not renewed. The
Superintendent ef-Sehools will comply with the additional notice requirements to
the New Jersey State Board of Examiners in the event it is subsequently
determined by a disciplinary grievance arbitration, a court, or an administrative
tribunal of competent jurisdiction that the basis for the dismissal did not constitute
misconduct in office. In addition, whenever the Superintendent ef—Sehools
notifies the New Jersey State Board of Examiners of an employee’s dismissal for
reasons of misconduct in accordance with the provisions of N.J.S.A. 18A:16-1.3,
the employee shall receive a simultaneous copy of the notifying correspondence.

- © Copyright 2019« Strauss Esmay Associates, LLP e 1886 Hinds Road ¢ Suite1 s Toms River, NJ 08753-8199 e 732-255-1500




POLICY GUIDE

TEACHING STAFF MEMBERS
3159/page 3 of 3

Teaching Staff Member/School District
Reporting Responsibilities

In the event the Board of Education determines, pursuant to a tenure charge
finding under N.J.S.A. 18A:6-10 or a disorderly person conviction under
N.J.S.A. 9:6-8.14, that a teaching staff member has failed to report an
allegation of child abuse in accordance with State law or regulations, the
Board shall submit a report to the New Jersey State Board of Examiners that
outlines its findings. The New Jersey State Board of Examiners shall review
the certification of the teaching staff member to determine if the teaching
staff member’s failure to report warrants the revocation or suspension of
his/her certificate. In accordance with N.J.S.A. 9:6-8.14, any person failing
to report an act of child abuse, having reasonable cause to believe that an act
of child abuse has been committed, may be deemed a disorderly person.

N.J.S.A. 9:6-8.14; 18A:6-10; 18A:6-38.5; 18A:16-1.3
N.J.A.C. 6A:9B-4.3; 6A:9B-4.4

Adopted:
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6112 REIMBURSEMENT OF FEDERAL AND OTHER
GRANT EXPENDITURES

The Cash Management Improvement Act (CMIA) and related Federal regulations
require a State to minimize the time elapsing between the transfer of funds from
the United States Treasury and the expenditure of funds for program purposes.
This requirement applies to grantees such as the State of New Jersey and their
subgrantees, such as a school district. The State of New Jersey and school
districts must assure funds have been, or will be, spent within a minimal amount
of time after having been drawn from the Federal government.

In accordance with this requirement, the New Jersey Department of Education
(NJDOE) has implemented a reimbursement request system of payment. The
procedures as outlined in the New Jersey Department of Education Policies and
Procedures for Reimbursement of Federal and Other Grant Expenditures shall be
followed by school districts in submitting reimbursement requests.
Reimbursement requests for entitlement grant awards under the Every Student
Succeeds Act (ESSA) Titles- L H-AH-D;- B HH- mmigrant TV-and-V-ef the No

Child Left Behind-Aect-NCEB), the Individuals with Disabilities Education Act
(IDEA), and the Carl D. Perkins Career and Technical Education Improvement

Act of 2006, and any other program designated by the NJDOE shall be made
using the NJDOE’s Electronic Web-Enabled Grant (EWEG) System.

Reimbursement requests by the School Business Administrator/Board Secretary
or designee shall be made for individual titles and awards using the payment
functionality of the EWEG system. Reimbursement-requests—shall-be-madefor
individual- titles-and-awards-and Oenly one reimbursement request per month may
be submitted for an individual title, e award, or subgrant. Reimbursement
requests may only be for expenditures that have already occurred or will occur
within three business days of receipt of funds by-thelast-calendar-day-ef-the
b inwhich £l . i,

The submission of a reimbursement request constitutes a certification by the
School Business Administrator/Board Secretary that the school district has
previously made the appropriate expenditures and/or will make the expenditures

within three business days of receipt of funds by-thelast-calendar-dayof-the
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and that the expenditures are allowable and

appropriate to the cost objective(s) of the subgrant. Reimbursementrequestsnust
be-inr accordance-with-approved-grantuppheations:

The Superintendent efSeheels or designee is responsible for submitting an
amendment application to the NJDOE for approval if a new budget category for
which no funds were previously budgeted or approved has been created. The
Superintendent ef—Sehoels or designee is responsible for submitting an
amendment application to the NJDOE for approval if cumulative transfers among
expenditure categories exceed ten percent of the total award e+$50;000-for IDEA;
Perkins,—and NCEB—(per—tithey—whichever—is—ess. The Superintendent—or
designee DBusiness Administrator is responsible for monitoring the
cumulative ten percent level of fiscal change.

Reimbursement requests must be in accordance with approved grant
applications. A reimbursement request may be submitted at any time after the
subgrant has received final NJDOE approval. Reimbursement requests submitted
at least ten business days before the end of the month but no later than the
fifteenth day of the month will be reviewed and, if approved, processed for
payment the first business day of the following month. School districts will
normally receive payment by the fifth business day of the month and will be able
to track the grant’s payment history in EWEG through the payments link of the
grant application.

Reimbursement requests must contain a brief description of the expenditures for
which reimbursement is being requested. Individual line items need not be
detailed. Expenditures must be supported by documentation at the school district
level but should not be submitted to the NJDOE with a reimbursement request.
The Superintendent ef-Sehoeols or designee is responsible to maintain supporting
documentation for seven years and for making it available to the NJDOE, the
United States Department of Education, and/or their authorized representatives
upon request. Documentation for salary expenditures is subject to the
requlrements of the Federal Unlform Grant Guldance apphe&b}%Fede;awl—Gf—ﬁee

Documentation for all other expenditures must 1nclude evidence that the
expenditures are allowable costs and of the relationship of the expenditure to the
subgrant’s cost objectives.

mn
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The NJDOE staff will review reimbursement requests to determine that they meet
the subgrant’s criteria. When a reimbursement request is approved or denied, the
school district will receive an email notification through the EWEG system.
Approval of a reimbursement request by NJDOE does not imply approval of the
expenditures as allowable or appropriate to the subgrant’s cost objectives as the
approval of expenditures will continue to be processed through the final report.
The School Business Administrator/Board Secretary or designee assumes
responsibility for assuring that all funds requested through the EWEG system
either have already been expended, or will be expended within three business

days of receipt of funds accordingto-therequirements-of-the- CMIA.

New Jersey Department of Education Policies and Procedures for Reimbursement
of Federal and Other Grant Expenditures — March 2014 Jaly2008

Adopted:

mn
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R 6112 REIMBURSEMENT OF FEDERAL AND OTHER
GRANT EXPENDITURES

The State of New Jersey and school districts must assure certain Federal and other
grant funds have been, or will be, spent within a minimal amount of time after
having been drawn from the Federal government. In accordance with this
requirement, the New Jersey Department of Education (NJDOE) has implemented
a reimbursement request system of payment for grant awards. The procedures
outlined in this Regulation are to be followed by school districts in submitting
reimbursement requests. Reimbursement requests for entitlement grant awards
under the Every Student Succeeds Act (ESSA) Fitles - H-A—H-DHEHH
ImmigrantV-and-V-of the No-Child Left Behind Aet- (NGB, the Individuals
with Disabilities Education Act (IDEA), and the Carl D. Perkins Career and
Technical Education Improvement Act of 2006, and any other program
designated by the NJDOE shall be made using the NJDOE’s Electronic Web-
Enabled Grant (EWEG) System.

A. Definitions

1. “Cost objective” means a function, organizational subdivision,
contract, grant, or other activity for which cost data are needed and
for which costs are incurred.

2. “Grant” means an award of financial assistance by the Federal
government to the State of New Jersey, Department of Education
or funds NJDOE receives from the State legislature to be awarded
to eligible subgrantees.

3. “Grantee” means the State of New Jersey, Department of
Education, to which a grant is awarded by the Federal government.

4. “Subgrant” means an award of financial assistance to an eligible
subgrantee, in this case, awards by the State of New Jersey,
Department of Education to local education agencies or other
eligible entities.

5. “Subgrantee” means the local education agency;-sehoel-distriet; or
other legal entity to which a subgrant is awarded and which is
accountable to the State of New Jersey, Department of Education

for the use of funds provided.
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B. Procedures
1. Functionality
a. The School Business Administrator/Board Secretary or

designee will submit reimbursement requests using the
payment functionality of the EWEG system.

b. The payment functionality is wil-be enabled upon final
NJDOE approval of the subgrant application through the

EWEG system.
2. Submission of Reimbursement Requests
a. The School Business Administrator/Board Secretary or

designee will make reimbursement requests for individual
titles and awards. Therefore, reimbursement requests for
ESSA NEEB will be made for each individual title.
Reimbursement requests for IDEA must be made
separately for Basic and Preschool as well as for the
Perkins Secondary and Perkins Post-Secondary grant funds.
Only one reimbursement request per month may be
submitted for an individual title, e award, or subgrant.

b. Reimbursement requests may only be for expenditures that
have already occurred or will occur within three business

days of receipt of funds bythelast-calendar-day—ofthe
month—in—which—the—request—is—made. The following

examples are based upon the schedule in Section C. below.

(1 The school district has ordered and received
supplies and has paid the vendor. The school
district may request reimbursement.

(2)  The school district has ordered and received
equipment but has not yet paid the vendor. The
school district expects payment to be made on the
last-day seventh of the following month, following
the monthly Board meeting. The school district
may request reimbursement since the school
district will make payment within three business
days of receipt of funds.

n
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3) The school district makes salary payments on the
first and fifteenth and-last day of each month. In a
given month, the school district may request
reimbursement for payroll expenditures actually
made during the month and for the payroll
scheduled for the first iast day of the following
month because the school district will make
payroll expenditure within three business days of
receiving the funds. The school district may not
request reimbursement in anticipation of subsequent
pay dates, that is, those occurring more than
three business days after receiving funds in—the

fellowinsmonth.

4) The school district is responsible for payment of
health benefits to its provider on a quarterly basis.
The subgrantee may request reimbursement
prospectively if payment to the provider will be
made within three business days of receipt of
funds during—the—ecalendar—month—in—whieh
reimbursement—is—reguested. If payment to the
provider is made at the end of the month;
however, the school district must request
reimbursement during the month following
payment.

%) The school district is responsible for reimbursing
the State of New Jersey for pension and social
security payments made on behalf of employees
paid with Federal funds. For members of the
Teachers’ Pension and Annuity Fund (TPAF),
school districts shall reimburse the State no later
than November. The request for reimbursement for
pension and social security contributions for
members of TPAF should be made at the time the
school district will make payment to the State. For
members of the Public Employees Retirement
System or other State pension systems, the school

n
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district should request reimbursement at the time
payments are due to the State for pension
contributions and to the Internal Revenue Service
for Social Security contributions. The school
district should not include fringe benefit
calculations in their regular salary reimbursement
requests.

The submission of a reimbursement request constitutes a
certification by the School Business Administrator/Board
Secretary that the school district has previously made the
appropriate expenditures and/or will make the expenditures
within three business days of receipt of funds by-thelast
The submission of a reimbursement request also constitutes
a certification that the expenditures are allowable and
appropriate to the cost objective(s) of the subgrant.

Reimbursement requests must be in accordance with
approved grant applications.

@) The Superintendent ef—Seheels or designee is
responsible  for submitting an amendment
application to the NJDOE for approval if a new
budget category for which no funds were previously
budgeted or approved has been created.

2) The Superintendent ef—Sehoels or designee is
responsible  for submitting an amendment
application to the NJDOE for approval if
cumulative transfers among expenditure categories
exceed ten percent of the total award er-$56,000-for
less. The Superintendent ef-Seheels or designee is
responsible for monitoring the cumulative ten
percent level of fiscal change.

mn
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C. Processing Timelines
1. Reimbursement requests may be submitted at any time after the

subgrant has received final NJDOE approval. No more than one

reimbursement request may be submitted per month for any one

subgrant. Reimbursement-may-be-madefor-expenditures-thathave

already—oceurred—or—will-oceur—bythelastecalendar—day—ofthe
i which d o submitted:

2. Reimbursement requests submitted at least ten business days
before the end of the month but no later than the fifteenth day of
the month will be reviewed and, if approved, processed for
payment the first business day of the following month. School
districts will normally receive payment by the fifth business day of
the month and will be able to track the grant’s payment history in
EWEG through the payments link of the grant application.

D. Content of Reimbursement Requests

1. Reimbursement requests must contain a brief description of the
expenditures for which reimbursement is being requested.
Individual line items need not be detailed.

a. Example - $8,750 is being requested in the 100 function
code. The description is “salaries and instructional
supplies.”

2. Expenditures must be supported by documentation at the school
district level. This documentation should not be submitted to the
NJDOE with a reimbursement request. The Superintendent ef
Sehools or designee is responsible to maintain supporting
documentation for seven years and for making it available to the
NJDOE, the United States Department of Education, and/or their
authorized representatives upon request.

3. Documentation for salary expenditures is subject to the
requirements of the Federal Uniform Grant Guidance applieable

W22 13
2 2
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Documentation for all other expenditures must include evidence
that the expenditures are allowable costs and of the relationship of
the expenditure to the subgrant’s cost objectives.

E. Review and Approval of Reimbursement Requests

1. NJDOE staff will review reimbursement requests to determine that
they meet the subgrant’s criteria, including but not limited to the
following:

a. Adequate description of the expenditures is provided;
b. No new budget category has been created; and

C. The reimbursement request does not exceed the allowable
threshold for an amendment as a result of cumulative
transfers among expenditure categories.

2. When a reimbursement request is approved or denied, the school
district will receive an email notification through the EWEG
system.

3. Approval of a reimbursement request by NJDOE does not imply
approval of the expenditures as allowable or appropriate to the
subgrant’s cost objectives. Approval of expenditures will continue
to be processed through the final report. The School Business
Administrator/Board Secretary or designee assumes responsibility
for assuring that all funds requested through the EWEG system
either have already been expended, or will be expended within

three business days of receipt of funds aeccerding—to—the
requirements-ofthe CMIA.

Issued:
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7510 USE OF SCHOOL FACILITIES

The Board of Education recognizes that school facilities are public property and
as such should be made available for use by community based groups which
provide educational, cultural, social, or athletic services or events. However, the
Board also recognizes that the primary purpose of school facilities is to support
the educational and co-curricular programs of the school district and as such,
cannot permit non-school activities to interfere with that purpose. For the purpose
of this policy, "school facilities" also includes school grounds.

Request for the use of any Board facility shall be made to the Superintendent or
his/her designated representative who shall authorize such use.  The
Superintendent has the authority to waive the facility use fee.

Groups or organizations leasing school facilities shall be fully responsible for any
destructing of school property resulting from the group or organization's use.

All individuals and organizations using school property must obtain liability
insurance and file a copy of insurance with the Board of Education.

Groups or organizations leasing the facilities shall have properly certified persons
supervising the activities.

In keeping with Board policy pertaining generally to the use of public school
facilities on Sundays and holidays, no organization shall be permitted Sunday or
holiday use of its recreational or meeting facilities except in very unusual
circumstances. The Board reserves the right to withdraw permission after it has
been granted in the event circumstances change requiring such school facilities or
school grounds will be needed for a school district purpose or due to a school
closing due to weather or other emergency.

The group in which an organization is placed shall determine priority for the use
of school facilities and the amount of rental fees and usage fees charged.
Preference is given to Group A, B, and then C.

Grouping:
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A. School District Affiliated Organizations — School affiliated groups who
provide programs that benefit our schools and community. These groups
include after school clubs, HSA events/meetings, etc.

B. Government Agencies and Non-Profit Organizations - These
governmental and non-profit organizations primary purpose is to serve the
youth of the community and include athletic leagues, Boy Scouts, Girl
Scouts, community service organizations, civic community based
organizations, community based recreational groups, New Jersey colleges
and universities, community based non-profit organizations based in
Hunterdon County. All groups who wish to qualify under this category
must be approved by the Board of Education and must have a roster of
members, seventy-five percent of whom must be residents of Readington
Township or Hunterdon County.

C. Profit Making and Other Non-community, Non-profit Organizations — For
profit groups or non-profit groups that are not community based are
included in this grouping. All other agencies or for profits groups within
or outside of the district shall be included in this category. These
organizations may be granted use of school facilities if it is determined by
the Superintendent or designee that the use is appropriate for the
Readington School District.

The use of school facilities shall not be granted for:

1. Partisan political activity.

2. Private social functions.
3. Any purpose which is prohibited by law.

The Board further recognizes that unrestricted use of the facilities can cause major
damage to buildings, fields, and courts. Therefore, it reserves the right to
prohibit, rescind, or change the use of its facilities, without notice, to insure that
proper care and maintenance can be accomplished. The Board and/or its agents
reserve the right to suspend or prohibit any use of facilities regardless of prior
approval for use.
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A. General Regulations Concerning Use of Facilities

1.

Alcoholic beverages in any form are not to be brought onto,
served, or consumed on or in school buildings or grounds.
Revocation of permission to use and/or immediate ejection from
the facilities may result.

Cafeteria rental does not include the kitchen or its equipment or
meals and refreshments. All-dinners—or-meals—must-be-arranged
through-the-Culinary Arts Department:

Under no circumstances are refreshments to be served or carried
into the auditorium, gymnasium, or other parts of the building.
The cafeteria is rented for this purpose and, in special instances, a
specific area may be used.
Smoking is absolutely prohibited on school grounds.
Animals are not permitted in the buildings without express
approval of the Superintendent with the exception of service
animals.
No food or drinks are permitted in the gymnasiums or classrooms.
All activities must be terminated by 11:00 p.m.
Facilities will not be available:
a. Indoor:

(1)  When school is in session;

(2)  When facility is being used by the school;

(3)  Sundays except as approved by the Board;

(4)  During school closings when programs interfere
with cleaning and maintenance schedules.

b. Outdoor:
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(D When school is in session;

2 When facility is being used for school sponsored
functions;

3) During period December 1 through March 15;
“4) Dusk to dawn.

0. Facilities cannot be used for any purposes prohibited by law or that
may result in loss of funds to the district.

Priorities of Use

All school sponsored activities have first priority and take precedence over
all other organizations and functions. The priority for use is listed above
by group A, B, then C. Priority may also be given based on date of
facility use request.

Application Deadlines
All applications must be filed at least sixty days in advance of intended
use. This may be waived if intended use is communicated to the

Facility Manager in advance.

Supervision
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Each requesting organization is responsible for proper supervision of all
activities, participants, spectators, and facilities. Participants are not to be

left unattended at any time.
E. Insurance
1. Each requesting organization must provide satisfactory evidence of
insurance protection of participants, and the public.
2. The Board is not responsible for injury to persons, loss of or
damage to personal property.
3. Groups or organizations leasing Board facilities must provide

proof of adequate liability and medical insurance in the amount of
$1,000,000/$1,000,000 before the date of your function.

F. Maintenance of Fields, Etc.

Proper maintenance is of utmost importance. Organizations failing to
abide by this policy will immediately be denied further use of facilities.

1.

Fields and play areas will not be reduced or enlarged to facilitate a
program not commensurate to the dimensions of the existing high
school program, i.e.: base lines changed; pitching mound moved,
lowered, or raised; base paths shortened; goals moved; etc.

Fields and play areas are to be maintained by the organizations,
i.e., raked, batter's box and pitching mound filled level; base lines
placed, etc. All trash must be picked up and disposed of.

Activities will not take place if an authorized agent of the Board
designates ground conditions are not suitable. H-high—sehoot

Damage to Board property will be corrected at the cost of the
organization.
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G. General Rules - Use of Facilities

1. Organizations granted use of facilities may not, under any
circumstances, permit the use of said facility to any other
organization in lieu of their use of said facility.

2. In granting permission for the use of school facilities it is agreed
that shows determined by the Board or its agent not to be in the
best interest of the school, will not be permitted or held.

3. Additional facilities, such as coat rooms, lavatories, changing
rooms, ticket booths, etc., must be included in initial request.

4. Aisles and doorways must be kept open at all times and free of any
objects (including standees).

5. Operation and use of stage sound and lighting equipment will be
permitted only by authorized school personnel employed for that
specific purpose.

6. The fire alarm is a special set of bells used only for fire drills or in

case of fire. If the fire alarm is sounded evacuate the building via
the nearest exist using directions on fire exit plans posted at each
doorway.

7. The use of decorations in any area must have prior approval of the
Director of Facilities at each school. In general, these materials
must be non-flammable. At no time may materials or equipment
be stapled, pinned, pasted, or otherwise attached to stage curtains,
walls, or painted surfaces. The use of cellophane tape is
specifically prohibited. Any tape used on the stage surface must be
vinyl.

8. Refreshments or Meals - to be served only in the cafeteria, and/or
stipulated areas which may be rented for that purpose. Revocation
of permission to use, or ejection from the facilities may result for
violation of this regulation.

9. Storage of any items for approved function will not be stored at our
facility at any time with the exception of the stage area if
Auditorium is being rented for your function.
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10.  Use of school equipment in conjunction with the use of school
facilities must be specifically requested in writing. The users of
school equipment must accept liability for any damage or loss to
such equipment that occurs while it is in their use, regardless of
any assignment of negligence. Where rules so specify, certain
items of equipment may only be used by a qualified operator
approved by the school district administration.

H. Parking

1. Vehicles are not permitted on any portion of the field area for any
reason. Exception: one vehicle may be brought to the spot when
an injury of a participant necessitates emergency measures.

2. Parking is limited to areas designated as parking lots, i.e., black top
surfaced area around the buildings. No parking permitted in
driveway.

3. Violation of the Parking Policy will cause automatic revocation of
the organization's privilege to continue using the facility.

4. When necessary, adequate police protection and other forms of
security must be provided to handle traffic and associated
problems. Applicant will be responsible for reserving

police/security and payment will be made directly to them.

5. Public use of facilities involving use of school equipment (such as
shop equipment), shall not be authorized except in rare instances,
and then only with the express approval of the Superintendent.

DaxrSohaal

Doy ovIooT

Aé;u}t—Seheel—___——————___

If the school is closed for an emergency, including inclement
weather, all use of facilities are canceled.
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L. Approval/Authority
It is the responsibility of the Director of Facilities at each school, along
with other appropriate personnel, to receive and review all requests for use
of facilities under the stated polices, and then forward to the
Superintendent's office for approval of the school Board. The Board of
Education reserves the right to deny facilities use permission. Each
organization will be informed in writing of the decision.

J. Schedule of Fees
The schedule of fees shall be in accordance with Regulation 7510.

K. Payment of Fees/Deposit

1. Payment for use of school facilities must be made 30 days after the

2. Payment of deposits, basic usage fees and other fees must be in the
form of a cashier’s check, certified check or money order, made
payable to the Readington Township Board of Education Speeial

3. A cancellation fee for each date canceled will be charged, if
cancellation is made after formal approval has been received by the
Board.

Any additional charges are due ten days after final billing. Any
overcharges will be refunded in a timely fashion.
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L. The school district shall provide a copy of Policy and Regulation 2431.4 -
Prevention and Treatment of Sports-Related Concussions and Head
Injuries to all youth sports team organizations that operate on school
grounds or in school facilities. In accordance with the provisions of New
Jersey Statute, the school district shall not be liable for the injury or death
of a person due to the action or inaction of persons employed by, or under
contract with, a youth sports team organization that uses school facilities
or operates on school grounds if the youth sports team organization
provides the school district proof of an insurance policy in the amount of
not less than $50,000 per person, per occurrence; insuring the youth
sports team organization against liability for any bodily injury suffered by

“a person. The youth sports team organization must also provide a
statement of compliance with the school district's Policy and Regulation
2431.4 - Prevention and Treatment of Sports-Related Concussions and
Head Injuries.

For the purpose of this Policy, a "youth sports team organization" means
one or more sports teams organized pursuant to a nonprofit or similar

charter or which are member teams in a league organized by or affiliated
with a county or municipal recreation department.

NJ.S.A. 18A:20-20; 18A:20-34

Adopted:
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8630 BUS DRIVER/BUS AIDE RESPONSIBILITY

The Board of Education requires all school bus drivers and bus aides employed by
the district or employed by a contracted school bus company to be reliable
persons of good moral character who possess the qualifications necessary to
perform the duties of the position. Anyone driving a school bus used to transport
students to and from school and school related activities must meet all
requirements of N.J.S.A. 18A:39-1718,19-1and-20, N.J.A.C. 6A, and all New
Jersey Motor Vehicle Commission (NJMVC) rules governing school bus drivers.
All school bus drivers must possess the appropriate license and endorsement(s) to
drive a school bus in the State of New Jersey and are subject to all the Federal and
State requirements to maintain the appropriate license.

“Employer” for the purposes of this Policy and Regulation means a Board of
Education or a contractor that provides student transportation services under
contract with the Board of Education. In the event the school district employs
school bus drivers and bus aides and/or uses a contractor for transportation
services, the “employer” for school district employed school bus drivers and bus
aides shall be the Board of Education and the “employer” for contracted school
bus drivers and bus aides shall be the contractor that provides student
transportation under contract with the Board of Education.

School bus drivers and bus aides shall meet criminal history background check
requirements pursuant to N.J.S.A. 18A:6-7.1(c) and tuberculin testing
requirements pursuant to applicable State statutes and administrative codes.
School bus drivers and bus aides shall be considered under the Federal Family
Educational Rights and Privacy Act (FERPA) to be school officials who have a
legitimate educational interest to parts of a student’s record relating to
transportation, without parental consent, as outlined in N.J.A.C. 6A:27-12.1()1.

In addition to the medical examination required of every holder of a special
license issued for the transporting of children to and from schools pursuant
to N.J.S.A. 39:3-10.1 et seq., any school bus driver who is seventy years of age
or older shall annually furnish, to the employer for review by the NJMVC at
the NJMVC’s biannual inspection, satisfactory evidence of continuing
physical fitness in the form of a medical examination by a licensed medical
doctor or licensed osteopathic physician. In addition, any school bus driver
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who is seventy-five years of age or older shall every six months furnish, to the
employer for review by the NJMVC at the NJMVC’s biannual inspection,
satisfactory evidence of continuing physical fitness in the form of a medical
examination by a licensed medical doctor or licensed osteopathic physician.
In addition, any person applying for a special license and any person who is
the holder of a special license for the transporting of children to and from
schools, pursuant to N.J.S.A. 18A:39-1 et seq., shall comply with the
provisions of Section 2 of N.J.S.A. 39:3-10.1a and Section 6 of N.J.S.A.
18A:39-19.1. The Chief Administrator of the NJMVC may suspend or
revoke a license pursuant to N.J.S.A. 39:3-10.1.

All drivers of buses or other vehicles used by the Board for the
transportation of students to and from school shall, in addition to any exam
required by law, submit to a medical exam for the presence of alcohol,
narcotics, or habit-producing drugs within the scope of the “New Jersey
Controlled Dangerous Substances Act,” (N.J.S.A. 24:21-1 et seq.).

All drivers of buses or other vehicles used by the Board for the
transportation of students to and from school shall, in addition to any exam
required by law, submit to a medical exam that includes hearing and visual
acuity tests that are in accordance with the provisions of the “Motor Carrier
Safety Improvement Act of 1999,” 49 U.S.C. § 113.

A Commissioner of Education-developed training program on proper procedures
for interacting with students with special needs shall be administered by the
employer to all school bus drivers and bus aides in accordance with the
requirements of N.J.S.A. 18A:39-19.2.  This training program must be
administered in accordance with the provisions of N.J.S.A. 18A:39-19.3.a. and all
school bus drivers and bus aides must file a certification with their employer that
the individual has completed the training program within five business days of its
completion. The employer shall retain a copy of the certificate for the duration of
the individual’s employment and shall file a copy of the certification to the New
Jersey Department of Education (NJDOE) in accordance with the provisions of
N.J.S.A. 18A:39-19.3.b.

School bus drivers and bus aides shall receive training in the use of a student’s
educational records and in their responsibility to ensure the privacy of the student
and his or her records N.J.A.C. 6A:27-12.1(j)2. In addition, permanent and
substitute school bus drivers and bus aides shall be trained for the functions of

their positions and in a safety education program as outlined in N.J.A.C.
6A:27-11.1 et seq.

n
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In accordance with the provisions of N.J.S.A. 18A:39-28, school bus drivers must
visually inspect the school bus they are assigned at the end of the transportation
route to determine that no student has been left on the bus.

The school bus driver shall be in full charge of the school bus at all times and
shall be responsible for maintaining order. The school bus driver will never
exclude a student from the school bus, but if unable to manage a student, the
school bus driver will report the unmanageable student to the Principal or
designee of the school in which the student attends.

The Principal or designee, upon such report from the school bus driver, may
assign appropriate discipline. The discipline may include excluding the student
from the bus. The student’s parent shall provide for the student’s transportation to
and from school during the time of exclusion.

Upon notification from the NJDOE that a school bus driver employed by the
Board has had his or her bus driver’s license suspended or revoked, the
Board, within one business day of the notification, shall provide a statement
to the NJDOE verifying that the school bus driver no longer operates a
school bus for the Board in accordance with N.J.S.A. 18A:39-19.6.

In the event of an emergency, school bus drivers shall follow procedures
established by this Board. School administrators shall organize and conduct
emergency exit drills at least twice within the school year for all students who are
transported to and from school. All other students shall receive school bus
evacuation instruction at least once per year. School bus drivers and bus aides
shall participate in the emergency exit drills, which shall be conducted on school
property and shall be supervised by the Principal or person assigned to act in a
supervisory capacity. Drills shall be documented in the minutes of the Board of
Education at the first meeting following completion of the emergency exit drill in
accordance with the provisions of N.J.A.C. 6A:27-11.2(d).

In accordance with the provisions of N.J.S.A. 18A:39-19.4, a Commissioner-
developed student information card shall be completed by a parent of a student
with an Individualized Education Plan (IEP), who receives transportation
services, when the IEP is developed or amended. Upon receiving consent from
the parent, the student information card shall be provided to a school bus driver
and bus aide for each student on the bus route to which the school bus driver or
bus aide is assigned for whom a student information card has been completed by
the parent.

mn
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The school bus driver will immediately inform the Principal of the receiving
school and the School Business Administrator or designee of the district
providing the transportation following an accident that involves injury, death, or
property damage. The school bus driver must also complete and file within ten
days of the accident the Preliminary School Bus Accident Report prescribed by
the Commissioner of Education. In addition to the Preliminary School Bus
Accident Report, the driver of a school bus involved in an accident resulting in
injury or death of any person, or damage to property of any one person in excess
of $500, shall complete and file within ten days after such accident a motor
vehicle accident report in accordance with N.J.S.A. 39:4-130.

School bus drivers are prohibited from using a cellular telephone or other
electronic communication device while operating a school bus unless the school
bus is parked in a safe area off a highway or in an emergency situation pursuant to
N.J.S.A. 39:3B-25. A school bus driver who violates this Ppolicy provision is
subject to fines pursuant to N.J.S.A. 39:3B-25.

School bus drivers are responsible for the safety of their students and shall
rigorously observe all motor vehicle laws and regulations and State Board of
Education rules in the operation of their school bus pursuant to N.J.S.A.
39:3B-27.

N.J.S.A. 18A:6-7.1 et seq.; 18A:25-2; 18A:39-17; 18A:39-18;
18A:39-19.1; 18A:39-19.2; 18A:39-19.3; 18A:39-19.4;
18A:39-19.6; 18A:39-28

N.J.S.A. 39:3-10.1 et seq.

N.J.S.A. 39:3B-25; 39:3B-27

NJ.A.C. 6A:27-11.1 et seq.; 6A:27-12.1 et seq.

Adopted:
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R 8630 EMERGENCY SCHOOL BUS PROCEDURES

A. Staff Training

L.

43.

The employer shall Beard-efEdueation—will administer a safety
education program for all permanent and substitute school bus
drivers and school bus aides that it employs. At a minimum, the
training shall include:

a. Student management and discipline;
b. School bus accident and emergency procedures;
c. Conducting school bus emergency exit drills;

d. Loading and unloading procedures;
e. School bus stop loading zone safety;

f. Inspecting the school vehicle for students left on board the
bus at the end of a route; and

g. The use of student’s educational records, including the
employee’s distriet’s responsibility to ensure the privacy of
the student and his or her records, if applicable.

The employer shall Beard-of Edueation—will administer a safety
education program to school bus drivers that includes defensive
driving techniques and railroad crossing procedures.

The employer shall administer the safety education program,
as set forth in A.1. and 2. above, twice per calendar year to all
permanent and substitute school bus drivers and school bus
aides it employs in accordance with N.J.S.A. 18A:39-19.1a.

The employer shall be responsible to administer a Commissioner
of Education-developed training program on proper procedures for
interacting with students with special needs in accordance with the
provisions of N.J.S.A. 18A:39-19.2 and 18A:39-19.3 for all school
bus drivers and school bus aides:

mn
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a. In the case of a school bus driver or aide who is employed
prior to the development and availability of the training
program, the employer shall administer the training
program to the individual no later than one hundred and
eighty days after the training program is made available by
the Commissioner;

b. In the case of a school bus driver or aide who is employed
after the development and availability of the training
program, the employer shall administer the training
program to the individual prior to that individual operating
a school bus or serving as an aide on a school bus;

C. In accordance with the provisions of N.J.S.A.
18A:39-19.3.b., the employer shall require a school bus
driver or school bus aide to file a certification with the
employer that the individual has completed the training
program required as per N.J.S.A. 18A:39-19.2 within five
business days of its completion. The employer shall retain
a copy of the certification for the duration of the
individual’s employment, and shall forward a copy of the
certification to the New Jersey Department of Education
(NJDOE); and/or

d. Contractors that provide student transportation services
under a contract with the Board of Education shall comply
with the requirements of N.J.S.A. 18A:39-19.2 and 19.3
and N.J.A.C. 6A:27-11.1 et seq.

B. Emergency Bus Evacuation Drills

L. The Principal or designee of each school shall organize and
conduct emergency bus exit drills at least twice within the eaeh
school year for students who are transported to and from school
and all other students shall receive school bus evacuation
instruction at least once within the school year.

2. School bus drivers and bus aides shall participate in the emergency
exit drills.
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3. Bus exit drills will be conducted on school property and shall be
supervised by the Principal or by a person assigned to act in a
supervisory capacity. The drills will be conducted when weather is
conducive to safety and preferably when the bus arrives at school
with a full complement of students.

4. The portion of the drill involving the use of the rear emergency
door, which requires students to jump from the bus to the ground
does need not to be performed by every student and may be
demonstrated by others.

5. The school bus driver or supervisor of the drill shall:

a. Describe and demonstrate the use of kick-out windows and
split-sash windows;

b. Describe the location and use of flares, flags, fire ax, and
other emergency equipment;

C. Give instruction in the opening and closing of front and
rear doors, turning off the ignition switch, and setting and
releasing the emergency brake;

d. Explain that the bus will be evacuated by the front door
when the bus is damaged in the rear and by the rear door
when the front door is blocked;

e. Demonstrate the use of the emergency exit door;

f. Instruct students that lunches and books should be left on
the bus in the evacuation procedure;

g. Encourage older, bigger students to assist younger, smaller
students in their exit from the bus;

h. Have students leave the bus one row at a time, left and right
sides alternating, in a prompt and orderly fashion;
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1. Instruct students to group a safe distance away from the bus
and to wait in that place until directed by the driver, a
police officer, or other adult in authority;

J- Tolerate no student misbehavior in the conduct of the drill;

the failure of any student to follow directions must be
reported to the Principal; and

k. Provide any other training required by Federal and State
law or as deemed appropriate by the Board that will
protect the safety of the students in the event the bus needs
to be exited due to an emergency.

6. In accordance with the provisions of N.J.A.C. 6A:27-11.2(d),
emergency bus evacuation drills shall be documented in the
minutes of the Board at the first meeting following completion of
the emergency exit drill. The minutes shall include, but are not
limited to, the following:
a. The date of the drill;
b. The time the drill was conducted;
c. The school name;
d. The location of the drill;
€. The route number(s) included in the drill; and
f. The name of the Principal or assigned person(s) who

supervised the drill.
C. Additional Precautions
1. School bus drivers may, depending on the age of the students on a

bus route, discuss with the students additional safety precautions
that may be taken in the event of a bus emergency. The safety
precautions to be discussed shall be approved by the
Transportation Supervisor.
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In accordance with the provisions of N.J.S.A. 18A:39-19.4, the
Commissioner of Education shall develop a student information
card that includes information that should be readily available to a
school bus driver and school bus aide for the purpose of promoting
proper interaction with a student with special needs. The parent of
a student with an Individualized Education Plan (IEP) shall
complete the student information card when the IEP is developed
or amended for a student who receives transportation services.

a. Upon receiving consent from a student’s parent, the school
district shall provide a copy of the completed student
information card to a school bus driver and school bus aide
for each student on the bus route to which the school bus
driver or school bus aide is assigned for whom a student
information card has been completed by the parent.

School bus drivers shall attend training workshops offered by the

NJDOE NewJerseyDepartment—of Edueation and this school
district and shall be trained in first aid.

Each school bus shall be equipped with:

a. A list of the students assigned to that bus;
b. A basic first aid kit;

c. Several emergency notice cards on which are printed the
telephone numbers of the appropriate police department,
the receiving school, and an emergency medical service
and on which is provided a space for writing the location of
a disabled school bus and the name of the bus driver;

d. Flags or flares or other warning devices; and

e. Any other equipment or supplies determined to be included
on the school bus by the administration.

Each school bus driver shall:

a. Inspect his/her bus for possible hazards or safety concerns
before driving the bus each day;
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b. Keep aisles and passageways clear at all times;
c. Maintain student discipline on the bus;
d. Prohibit the presence of any non-service animal, firearm,

ammunition, weapon, explosive, or any other dangerous or
illegal material or object on the school bus;

e. Report promptly to the Transportation Supervisor any
potential driving hazard on his/her route, such as
construction, road work, etc.;

f. Report promptly to the Transportation Supervisor any
deviation in the bus route or schedule;

g. Drive within speed limits at all times and exercise
extraordinary care in inclement weather;

h. Know and obey all motor vehicle laws and regulations and
State Board of Education regulations;

. Not smoke, eat, or drink while in or operating the bus at
any time or perform any act or behave in any manner that
may impair the safe operation of the school bus;

J- Inspect the school vehicle for students left on board the
bus at the end of a route Visually-inspeet-the-school-bus-at

k. Not allow a student on board a school bus unless the bus
driver or other employee of the Board or school bus
contractor is also on board the bus. This shall not apply
when a school bus driver leaves the bus to assist in the
boarding or exiting of a disabled student or in the case of an
emergency.

n
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D. General Emergency Rules

1. School bus drivers are responsible for the safety of the students on
their bus. In the event of an emergency, school bus drivers must
exercise responsible leadership. The safety and well-being of
students must be the drivers’ paramount consideration. School bus
drivers shall stay with their students until another school staff
member, law enforcement officer, or a first responder can assume
responsibility for the safety of the students.

2. School bus drivers may not leave the school bus when children are
aboard except in an emergency and, then, only after they have
turned off the engine, removed the ignition key, and safely secured
the school bus.

3. A school bus must be evacuated when:
a. There is a fire in the engine or any other portion of the bus;
b. There is a danger of fire because the bus is near an existing
fire or a quantity of gasoline or other highly combustible
material and is unable to move away;

c. The bus is disabled for any reason and:

(1)  Tts stopping point is in the path of a train or is
adjacent to a railroad track;

(2) A potential exists for the position of the bus to shift
thus endangering students; or

(3)  The stopping point (e.g., on a hill, curve, or near an
obstruction) fails to provide oncoming traffic with
at least 300 feet visibility of the bus, thus creating
the danger of a collision.

d. The risk of remaining in the bus poses a greater safety risk
than evacuating the bus.

n
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When a school bus is evacuated, students shall leave the bus by the
exit(s) and in the manner that affords maximum safety in the
circumstances.

Students who have been evacuated from a school bus shall be
moved to a safe place and distance from the bus and remain there
until the driver or, if the driver is incapacitated, another person in
authority has determined that no danger remains or until other
alternative safety provisions can be made.

No student shall be allowed to request a ride with a passerby or
proceed to walk home or leave the scene without the specific
approval of the bus driver, a police officer, or other person in
authority.

In the event a school bus is disabled in the course of providing
student transportation, the driver, or a responsible person
designated by the driver, will notify the Transportation
Dispatcher of the number and location of the bus and the
circumstances of the disability. The Transportation Dispatcher
will first notify the Principal of the receiving school and
Transportation Supervisor and will make arrangements for the
safety of the students.

E. Specific Emergency Situations

1.

In the event of an accident or vehicle failure the following
procedures will be implemented:

a. The school bus driver shall, in person or through a
responsible designee, summon the police and emergency
medical services, if necessary, and notify the Principal of
the receiving school and the School Business
Administrator/Board Secretary or designee, of the district
providing the transportation.
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b. The school bus driver will attempt to make all students as
safe and comfortable as possible. If possible and
necessary, the driver will administer emergency first aid to
injured students.

c. In the event of an accident with no apparent or actual
injuries and when law enforcement officials permit the bus
to continue on its route after investigating the accident the
school nurse will:

(1)  If the accident occurred on the way to school or
during school hours, examine any student who is
feeling or displaying any symptoms of any injuries
from the accident when the bus arrives at school; or

(2)  If the accident occurred on the way home from
school, examine any student who is feeling or
displaying any symptoms of any injuries from the
accident the next school day or if the parent of a
student requests the school nurse examine their
child the next school day.

d. In the event of an accident where students are injured, a
student(s) may be transported to a hospital if it is
determined by law enforcement, medical, and/or first aid
staff at the accident scene additional medical treatment is
required.

(1)  If the accident occurred on the way to school or
during school hours, the school nurse will examine
any student not transported to the hospital who is
feeling or displaying any symptoms of any injuries
from the accident when the bus arrives at school.

(2)  If the accident occurred on the way home from
school, the nurse will examine any student feeling
or displaying any symptoms of any injuries from the
accident the next school day or if the parent of a
student requests the school nurse examine their
child the next school day.
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e. If another vehicle(s) is involved, the bus driver will obtain
the following information from the driver(s) of that
vehicle(s) or from law enforcement officers at the accident
scene: driver’s name, driver’s license number, vehicle
owner’s name and address, vehicle registration number,
owner’s insurance company and policy number, and a
description of the vehicle (color, make, year, body type).

f. The following notifications must be provided:

@) The school bus driver must report immediately to
the Principal of the receiving school and the School
Business Administrator/Board Secretary or designee
of the district providing the transportation, any
accident that involves an injury, death, or property
damage. In addition, the bus driver must complete
and file the Preliminary School Bus Accident
Report prescribed by the Commissioner of
Education.

2 The Principal of the receiving school shall retain a
copy of the Report and forward other copies of the
Report as prescribed by the NJDOE NewJersey

Department-of-Education.

(3) In addition, a school bus driver involved in an
accident resulting in injury or death of any person,
or damage to property of any one person in excess
of $500 shall complete and file within ten days after
such accident a Motor Vehicle Accident Report in
accordance with N.J.S.A. 39:4-130.

@) The parent of students involved in a school bus
accident shall be notified as quickly as possible
commensurate with the severity of the accident and
injuries, if any, and hospital placement of their child
if transported to a hospital by ambulance or by other
emergency personnel.
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2. In the event the school bus driver is incapacitated, the following
procedures will be implemented:

a. A school bus driver is incapacitated when he/she is unable
to operate the school bus safely or when his/her driving
ability is significantly impaired by the driver’s physical or
mental condition.

b. If there is a bus aide on the bus, the bus aide will take steps
necessary to have the bus pulled off the road to a safe
location and shall contact school officials or emergency
services for assistance. If a bus aide is not on the bus, the
bus driver shall pull the bus off the road to a safe location
and contact school officials or emergency services for
assistance.

c. The bus shall be stopped, with due consideration for the
safety of its passengers, the motor turned off, the ignition
key removed, and safely secure the bus.

d. The Transportation Dispatcher shall notify the
Transportation Supervisor and appropriate building
principal and shall immediately arrange for the
transportation of the students by substitute driver, substitute
bus, or other means.

3. In the event of an injury to a student on the bus, at a bus stop, or
along a transportation route, not incurred as the result of a school
bus accident, the following procedures will be implemented.

a. In the absence of another responsible adult in authority, the
school bus driver will take charge of a student who has
been injured or disabled on a school bus, at a school bus
stop, or along the transportation route traveled by the
school bus.

b. If necessary, first aid will be administered.
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c. If the student’s injury is serious, emergency medical
services will be summoned; the school bus driver or a
responsible adult appointed by the bus driver will remain
with the student until emergency medical help arrives.

d. If the student’s injury is-net-serious;and:

@)) Occurs on the way to the school, the school bus
driver will deliver the injured student to the school
nurse for examination and such treatment or referral
as may be required. The school nurse will notify
the student’s parent;

2) Occurs on the way to the student’s home, the school
bus driver or another school district staff member
will deliver the injured student to his/her parent or
to a responsible adult at the student’s home or if no
one is home the injured student will be transported
back to a school district location until a parent or
another responsible adult can be contacted. If it is
determined the student may need medical treatment
and a parent or responsible adult cannot be
contacted, the child may be transported to the
school physician’s office or to the nearest hospital
emergency room; or

3) Occurs on the way to or from an extracurricular
event, the school bus driver will notify a
professional staff member assigned to the activity,
who will take charge of the student and notify the
student’s parent.

e. The school bus driver will immediately report the incident

and any injuries to the Principal or designee of the school
in which the student is enrolled.

Issued:
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[See POLICY ALERT No. 218]

9210 PARENT ORGANIZATIONS

The Board of Education will encourage and support parent organizations

of parent(s)—orlegal-guardian(s) whose objectives are to promote the

educational interests of district students.

Parent organizations are independent from the Board of Education.
Therefore, parent organizations shall not make any representations their
organization or activities are sponsored or endorsed by the Board of
Education without prior approval of the Board of Education. A parent
organization shall submit a request for sponsorship or endorsement of a
specific activity to the Board of Education.

No parent organization may organize pupils or sponsor school activities or
solicit moneys in the name of this school district or of any school in the
district without the prior approval of the Board. Such approval must be
sought by written application to the Superintendent.

The Board relies upon parent organizations to operate in a manner consistent
with public expectations for the schools and reserves the right to withdraw
recognition from any parent organization whose actions are inimical to the
interests of the pupils of this district.

Adopted:
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