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0153 ANNUAL APPOINTMENTS

The Board of Education may appoint at the organizational meeting, but shall
appoint before July 1 of the year in which the Board organizes:

L

il

A Board Secretary, N.J.S.A. 18A:17-2, 17-5;

A Treasurer of School Moneys, or designee, N.J.S.A. 18A:17-31;
A public school accountant, N.J.S.A. 18A:23-1;

A medical inspector, N.J.S.A. 18A:40-1;

A member to serve as delegate to the New Jersey School Boards
Association, N.J.S.A. 18A:6-46; and

A member to serve as delegate to the Hunterdon County School Boards
Association.

Adopted: 22 March 2005
Revised:
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0172 DUTIES OF TREASURER OF SCHOOL MONEYS

The Treasurer of School Monies, or designee, shall:

1. Receive and hold in trust all school monies, except monies from athletic
events and pupil organization activities, and deposit them in the bank or
banks designated by the Board, NJS.A. 18A:17-34;

Z Pay out school monies only on warrants made payable to the person
entitled to receive payment and specifying the object for which it is issued
and signed by the President, Secretary and Treasurer, N.J.S.A. [8A:19-1;

3. Receive school employee payrolls and a warrant for the full amount of
each payroll certified by the President and Secretary, deposit the warrants

in a separate payroll account, and issue individual checks drawn on such
account to each employee, NJS.A. 18A:19-9,19-10;

4. Give public notice when funds are on hand for payment of interest bearing
warrants issued for which no funds were available, NJS.A. 18A:19-12;

Je Keep a record of monies received and paid out in books provided for that
purpose and in accordance with a bookkeeping system prescribed by the
State Board, NJS.A. 18A:17-35;

6. Pay over the balance of school funds on hand to his/her successor, NJS.A.
18A:17-35;
7. Render a monthly report to the Board giving a detailed account of all

receipts, the amounts of all warrants issued, the accounts from which they
were drawn and the balance in each account, N.J.S.A. 18A:17-36;

8. Render an annual report showing the amounts received and disbursed by
him/her during the school year and file a copy with the County
Superintendent, N.JS.A. 18A:17-36; and
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9, Receive the proceeds of any bond sale and disburse them only to pay the
expenses of issuing and selling the bonds, the purpose for which the bonds
were issued, and the temporary investment of the funds, NJS.A. 18A:2447.

Adopted: 22 March 2005
Revised:

n
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1320 DUTIES OF SCHOOL BUSINESS ADMINISTRATOR/ BOARD SECRETARY

The School Business Administrator/Board Secretary shall strive to achieve
district goals for pupils by providing leadership and supervision in the district program of
fiscal management and in other assigned programs, and by acting as a proper model for
staftf and pupils both in and outside the school district.

In order to achieve the functions of the position, the School Business
Administrator/Board Secretary shall work cooperatively with the district administrative

staff to:

l. Establish and maintain long-range and other fiscal plans;

2. Prepare the annual budget based upon district resources and needs;

3. Ensure that all district fiscal, insurance, custodial-maintenance, food, and
transportation services comply with the policies of the Board and the
regulations of the district;

4. Ensure the proper functioning and evaluation of district personnel
assigned to his/her areas of responsibility;

u 8 Manage efficiently the district systems of accounting, purchasing,
investment, insurance, plant construction, plant operation and
maintenance, transportation, and food services.

6. Strive to increase the capability of the staff assigned to his/her area of
responsibility through consultation and in-service training;

7. Analyze the effectiveness of district programs in his/her area of
responsibility and recommend changes in program direction, staffing, or
management strategies as necessary;

8. Strive to increase the efficient use of district resources in his/her area of
responsibility;

9. Help to interpret the budget and the district affairs under his/her

supervision to interested members of the school district community;

n
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Strive to develop personal capabilities in financial strategies and
supervisory methods;

Strive to conduct himself or herself in a proper manner at all times;

Be responsible for the conduct of all duties legally assigned to his/her
position including:

a. Providing adequate notice of all public meetings of the Board to
the members and to those requesting notice in accordance with
law, N.J.S.A. 10:4-8d, 10:4-19; 18A:10-4, 18A:17-7,;

b. Recording the minutes of all proceedings of the Board and the
results of annual or special school elections, N.J.S.A. 18A:17-7;

& Collecting tuition fees and other moneys due the Board and
transmitting them to the Treasurer of School Moneys, or designee,
N.J.S.A. 18A:17-8;

d. Examining and auditing all accounts and demands against the
Board, presenting them to the Board at its meetings, indicating the
Board’s approval and sending them to the Treasurer for payment,
N.J.S.A. 18A:17-8, 18A:19-4;

8. Keeping accounts of the district’s financial transactions including
a correct detailed accounting of all expenditures, N.J.S.A. 18A:17-
8;

f. Reporting to the Board each month, the amount of the total

appropriations and cash receipts for each account, and the amounts
of warrants drawn against each account, and the amounts of orders
or contractual obligations incurred and chargeable against each
account, N.J.S.A. 18A:17-9;

g. Keeping all contracts, records, and documents belonging to the
Board, N.J.S.A. 18A:17-9;

h. Giving the Board a detailed report of its financial transactions at
the close of each fiscal year and filing a copy with the County

Superintendent, N.J.S.A. 18A:17-10;
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I. Reporting to the Commissioner annually the amount of unpaid
school debt, the interest rate payable, the dates of issue, and the
due dates of bonds or other indebtedness, N.J.S.A. 18A:17-12;

4 Preparing a summary of the annual audit and recommendations
prior to the meeting of the Board to act thereon and supplying
copies of the summary to interested persons, and to prepare the
Comprehensive Annual Financial Report (CAFR) N.J.S.A.
18A:23-4;

k. Subscribe to bonds, notes, contracts, and other legal instruments of

the Board for which the signature of the Secretary is required,
N.J.S.A. 18A:24-32;

s Sign all school district warrants and certify to the payroll, N.J.S.A.
18A:19-1, 19-9.
13, Perform such other duties as may be required by the Board or

Superintendent.

The School Business Administrator/Board Secretary shall be directly responsible
to the Superintendent for the performance of his/her assigned duties and responsibilities
as School Business Administrator and to the Board for the performance of his/her legal
duties as Board Secretary.

Adopted: 24 January 2006
Revised:
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2468 INDEPENDENT EDUCATIONAL EVALUATIONS

Special education law permits a parent to request an independent educational evaluation
(IEE) for their child if there is disagreement with any evaluation provided by the Board of
Education. An “independent educational evaluation™ is an evaluation conducted by a qualified
examiner who 1s not an employee of the public school district responsible for the education of the
child in question. Such IEEs shall be provided at no cost to the parent unless the school district
initiates a due process hearing in accordance with the provisions of N.J.A.C. 6A:14-2.7 et seq. to
show that its evaluation is appropriate and a final determination to that effect is made following
the hearing. If it is determined the school district’s evaluation is appropriate, the parent still has
the right to an IEE, but not at the school district’s expense.

Upon receipt of a parental request for an IEE, the school district shall provide the parent
with information about where an IEE may be obtained and the criteria for IEEs according to
N.J.A.C. 6A:14-2.5 (¢)3 and (c)4 and the additional criteria outlined below in this Policy:

1. Any IEE paid for with public funds shall:
a. be conducted according to the provisions of N.J.A.C. 6A:14-3.4; and

b. be obtained from another public school district, educational services commission,
jointure commission, a clinic or agency approved under N.J.A.C. 6A:14-5, or
private practitioner, who is appropriately certified and/or licensed, where a license
is required.

2. An independent medical evaluation may be obtained according to N.J.A.C. 6A:14-
5.1(¢e).

Additional criteria for an IEE shall be as follows:

1. The Board will not pay for an IEE unless it complies with the following criteria unless
the parent can show that unique circumstances warrant deviation from same:

a. The independent evaluator must be appropriately certified and/or licensed in the
State of New Jersey. In instances where no applicable certification/license exists,
the evaluator must provide the Board with documentation of extensive and recent
training and experience related to the assessment of the known or suspected
disability;
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The independent evaluator may only charge fees for educational evaluation
services that, in the judgment of the Board, are reasonable in accordance with 2.
below;

The independent evaluator must be free from any conflict of interest;

The independent evaluator and members of the Child Study Team must be
permitted to directly communicate and share information with each other. The
independent evaluator must also agree to release the assessment information,
results, and report(s) to the school district prior to receipt of payment for services;

For any independent evaluation, whether paid for with public or private funds, the
school district shall permit the evaluator to observe the pupil in the classroom for
up to one class period of classroom instruction and one unstructured activity or
other educational setting, as applicable;

The independent evaluator shall make at least one contact with the pupil’s case
manager for the purpose of determining how the pupil is progressing in his/her
current programming; and

Expectations under Policy and Regulation 9150 (School Visitors) apply to
evaluators observing during the school day.

2. The maximum allowable cost for an independent evaluation will be limited to the
reasonable and customary rate, as determined and approved by the Board annually.
This rate shall be in the range of what it would cost the Board to provide the same type
of assessment through either another public school district, educational services
commission, jointure commission, a clinic or agency approved under N.J.A.C. 6A:14-
5, or private practitioner, who is appropriately certified and/or licensed, where a
license is required. This Board-approved rate shall be provided to the parent upon
their request for an IEE. The Board shall not be responsible for any costs beyond the
IEE, such as transportation, lodging, food, etc.

a.

The parent may provide documentation to the Board demonstrating unique
circumstances to justify an IEE that exceeds the maximum allowable cost
established by the Board. If, in the Board’s judgment, there is no justification for
the excess cost, the Board may agree to fund the IEE up to the school district’s
maximum allowable cost with the parent responsible for any remaining costs. In
the alternative, the Board may request a due process hearing to enforce its
established maximum allowable cost.
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Upon receipt of a parental request for an IEE, the school district shall take steps to ensure
the IEE is provided without undue delay or not later than twenty calendar days after receipt of the
parental request. The school district shall request a due process hearing in accordance with the
provisions of N.J.A.C. 6A:14-2.7 et seq. to show that its evaluation is appropriate.

If a parent requests an IEE, the school district may ask the parent to explain why he or she
objects to the school district’s evaluation. However, the school district shall not require such an
explanation and shall not delay either providing the IEE or initiating a due process hearing to
defend the school district’s evaluation.

Any IEE submitted to the district, including an IEE obtained by the parent at private
expense, shall be considered in making decisions regarding special education and related services.

If an Administrative Law Judge orders that an IEE be conducted, the IEE shall be
obtained by the district in accordance with the decision or Order of the Administrative Law
Judge, and the Board of Education shall pay the cost of the IEE in accordance with the provisions
of this Policy.

A parent is entitled to only one IEE paid for by the Board each time the school district
conducts an evaluation with which the parent disagrees.

N.JLA.C. 6A:14-2.5; 6A:14-2.7
CFR Section 300.502

Adopted:
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6700 INVESTMENTS

The Board of Education directs the prompt investment at interest of any
unencumbered funds available for the discretionary use of the Board. Such funds may be
invested in bonds or other obligations of the United States; bonds of those federal
agencies in which such investment is permitted by law; the New Jersey Cash
Management Fund; bonds or obligations of a county, municipality, or school district; and
public depositories located within the boundaries of the State of New Jersey that secure
public funds in accordance with statute.

The School Business Administrator/Board Secretary is authorized to invest
district funds in accordance with this policy.

Any interest earned on the investment of district funds will be combined with
general district revenues.

The Treasurer, or designee, shall report to the Board each month the cash in all
accounts on deposit and all investment assets. The Board Secretary shall report to the
Board each month the amount of funds in investments, investment interest earned, and all
investment transactions.

N.J.S.A. 17:9-41 et seq.; 17:12B-241

N.J.S.A. 18A:17-34: 18A:17-36; 18A:20-37; 18A:24-47
N.J.S.A. 40:3-7

N.J.S.A. 40A:5-14; 40A:5-15.1

Adopted: 22 March 2005
Revised:
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6820 FINANCIAL REPORTS

The Board of Education directs the School Business Administrator/Board Secretary and
the Treasurer of School Moneys, or designee, to make such accurate and timely reports to
county, State, and Federal offices as required by law and rules of the State Board of Education.
In addition, the School Business Administrator/Board Secretary and Treasurer, or designee,
shall report to the Board on the financial condition of the school district in accordance with law
and in the manner and form required by the State Department of Education. There shall be a
common terminology and classification system used consistently throughout the budget, the
accounts, and the financial reports of each fund. The district will establish and implement an
adequate internal control structure and procedures for financial reporting.

The School Business Administrator/Board Secretary shall prepare monthly financial
statements, reports of financial condition, operating results, and other pertinent information in
accordance with directions issued by the Commissioner of Education, to facilitate management
control of financial operations, legislative oversight and, where necessary or desired, for
external reporting purposes.

In the event the Board has approved a budget with an expanded coding structure, the
School Business Administrator/Board Secretary shall present the financial report in two forms.
One form shall use the minimum level chart of accounts established by the State Department of
Education and the other shall use the expanded chart of accounts approved by this Board in
accordance with Policy No. 6220.

If no line item account has encumbrances and expenditures that in total exceed the line
item appropriation in violation of N.J.A.C. 6A:23A-16.10(a), the School Business
Administrator/Board Secretary shall so certify to the Board each month. If a violation has
occurred, corrective action as outlined in N.J.A.C. 6A:23A-16.10(c)3.1 shall be taken by the
Board.

The Board of Education, after review of the monthly financial reports and upon
consultation with the appropriate district officials, shall certify in the minutes of the Board each
month that no fund has been overexpended in violation of N.J.A.C. 6A:23A-16.10(b) and that
sufficient funds are available to meet the district’s financial obligations for the remainder of the
fiscal year. If the Board is unable to make such a certification, the Superintendent of Schools
shall initiate the steps outlined in N.J.A.C. 6A:23A-16.10(b) and shall reflect such directive in
the minutes of the Board. If the Board makes such certification but one or more Board members

mn
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vote no to the certification, the Board shall provide to the Executive County Superintendent the
Board vote, names of the members that voted no, and the reason for the no vote.

If the reports of the School Business Administrator/Board Secretary and the Treasurer,
or designee, differ in cash receipts or expenditures, the School Business Administrator/Board
Secretary shall resolve the difference prior to the next meeting of the Board. Any difference
that cannot be rectified shall be referred immediately to the Auditor. In the event the School
Business Administrator/Board Secretary is more than two months behind in submitting the
financial report to the Board pursuant to N.J.S.A. 18A:17-9, the Superintendent of Schools shall
report this non-compliance to the Executive County Superintendent.

N.J.S.A. 18A:17-9; 18A:17-36
N.J.S.A. 54:4-75
N.JA.C.6A:23A-16.2; 6A:23A-16.9; 6A:23A-16.10

Cross reference: Policy Guide No. 1320

Adopted: July 26,2011
Revised:
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8740 BONDING

The Board of Education recognizes that the prudent trusteeship of the resources of
this district dictates that employees responsible for the safekeeping of district moneys and
property be bonded.

The Board directs the indemnification of the district against loss of money and
property by the bonding of the Treasurer of School Moneys, or designee, in accordance with
the requirements of N.J.A.C. 6A:23A-16.4 and by the bonding of the Board Secretary in
accordance with the requirements of N.J.S.A. 18A:17-6. If the district does not have a
Treasurer of School Moneys, the Board will ensure surety bonds are obtained in accordance
with the rules of the State Board of Education. All other employees may be covered under a
blanket bond in an amount to be determined by the Board or as required by the rules of the
State Board of Education.

The Board shall bear the cost of bonding each employee required to be bonded by law
or by this policy.

N.J. Consti., Art. 7, §1, 4
N.J.S.A. 18A:6-58; 18A:17-6; 18A:17-26; 18A:17-32
N.JA.C. 6A:23A-16.4

Adopted: June 15, 2011
Revised:
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R 3432 SICK LEAVE

A. Eligibility for Sick Leave

1. Each person steadily employed by this district will be paid in full, to the limit of his/her
entitlement, for days on which the employee is absent from work because of:

a. Personal disability due to the employee’s illness or injury,

b. The employee’s exclusion from school by the school district’s medical authorities on
account of a contagious disease, or

c. The employee’s having been quarantined for a contagious disease in his/her immediate
household.

2. Whatever the claims of disability, no day of absence shall be considered to be a sick leave
day on which the employee:

a. Has engaged in or prepared for gainful employment with an employer other than the
Board,

b. Has participated in a concerted work stoppage, or

c. Has engaged in any activity, vocational or avocational, that clearly refutes the
employee’s claim of disability or quarantine.

B. Posting Procedures

When anticipating an absence, please contact the district’s substitute caller (AESOP)
promptly.

Postings on AESOP should be placed no later than an hour before the start of the school day
on the day of an absence. Teachers are responsible for posting for a substitute on professional
and personal days, as well as sick days.

Call the school office as soon as you can if you know that you are going to be arriving late to
work. We will need the time to make coverage arrangements for your class until you arrive.
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Teachers must also provide daily lesson plans to substitutes during an absence. These lesson
plans should include the following: location of materials, a daily schedule, fire drill and safety
drill procedures. A set of emergency lesson plans should be kept in the classroom in the event
of an unexpected absence.

C. Sick Leave Charges

1

4.

A sick leave absence commences when the absence is called in pursuant to Posting
Procedures (B). An employee who leaves school early because of a disability will not be
charged with a sick leave day.

. A sick leave day once commenced may be reinstated as a working day only with the

approval of the Superintendent.

. An employee absent on sick leave on a day when the school is closed early for emergency

reasons will be charged with a full sick leave day.

An employee scheduled for a sick leave absence on a day on which the schools do not
open because of an emergency (such as a snow day) will not be charged with a sick leave
day.

D. Verification of Sick Leave

1.

An employee absent for reasons of sick leave absence more than three consecutive
working days or more than ten cumulative working days in any one school year shall
submit the signed statement of his/her physician indicating:

a. The reason for the employee’s absence, as personally known to the physician; and

b. If the employee is not immediately returning to work, the anticipated duration of the
employee’s disability.

The Board may, at its discretion, require the employee to submit to examination by the
school medical inspector or a physician designated by the school medical inspector.

If the results of the examination conducted pursuant to §D2 are inconsistent with the
statement of the employee’s physician, the two examining physicians shall agree in good
faith on a third physician, who shall examine the employee and whose medical opinion
shall be conclusive and binding as to the employee’s disability on days claimed for sick
leave.
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E. Readmission After Sick Leave Absence

1

An employee who wishes to return to work after sick leave of more than three consecutive
working days or more than ten cumulative working days in any one school year shall
submit the signed statement of his/her physician indicating the employee’s fitness to
perform his/her duties.

The Board may, at its discretion, require the employee to submit to examination by the
school medical inspector or a physician designated by the school medical inspector.

If the results of the examination conducted pursuant to YE2 are inconsistent with the
statement of the employee’s physician, the two examining physicians shall agree in good
faith on a third physician, who shall examine the employee and whose medical opinion
shall be conclusive and binding as to the employee’s fitness to return to service.

F. Exhaustion of Sick Leave

1.

The Building Principal or designee will monitor each employee’s sick leave bank and
charge the employee’s bank of accumulated sick leave with sick leave days in accordance
with Policy No. 3432 and this regulation.

When it is apparent that an employee on extended sick leave will utilize the last sick leave
day to which he/she is entitled within three working days, the Principal or designee will so
inform the employee by written notice. The notice will include a statement of the
employee’s right to request the Board for an extension of sick leave.

A request for the extension of sick leave should be submitted to the Superintendent at least
five working days in advance of the next Board meeting. The request must be
accompanied by a physician’s signed statement setting forth the nature and anticipated
duration of the employee’s disability.

An employee who anticipates an extended period of disability may apply to the Board for
a disability leave of absence pursuant to Policy No. 3431.

. Employees are reminded that sick leave extensions and disability leaves of absence are not

entitlements and will be granted or denied by the Board on a case-by-case basis.




REGULATION

READINGTON TOWNSHIP
BOARD OF EDUCATION

mn

TEACHING STAFF MEMBERS
R 3432/Page 4 of 4
SICK LEAVE

6. Employees will receive no compensation or benefits during an unpaid leave of absence,

except the continuation of health insurance coverage for which the employee must
recompense the district.

G. Accumulation of Sick Leave

14

Sick leave will be charged, first, to the sick leave newly available in the employee’s
current contract year and, when that sick leave entitlement is exhausted, to the employee’s
bank of accumulated sick leave.

. At the beginning of each contract year, sick leave newly available but unused in the prior

contract year will be carried forward and credited to a full-time employee’s bank of sick
leave.

The unused sick leave of part-time employees will be accumulated on the basis of hours of
work rather than days of work.

a. At the close of each school year, the number of sick leave days not used by a part-time
employee will be calculated against the employee’s average work week.

b. At the beginning of the following school year, the total number of hours accumulated
will be calculated against the employee’s average work week. The result constitutes
the number of accrued sick leave days the employee may claim when he/she has
exhausted the sick leave days available in the current contract year.

c. When a part-time employee, continuously employed in the district, becomes a full-
time employee, his/her accumulated part-time sick leave days will be converted
proportionally to accrued full-time sick leave days in the employee’s bank of sick
leave.

H. Records

1

The personnel file of each person employed by this district will include an accurate record
of the employee’s attendance in accordance with Policy No. 3212.

Each employee’s attendance record will record the reason for any absence.

The attendance record will include the number of accumulated unused sick leave days in
the employee’s sick leave bank.

Adopted:




