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THE PUBLIC SCHOOLS
Montclair, New Jersey

THE SECOND READING OF THE FOLLCWING REGULATION:

BE IT RESOLVED that upon the recommendation of the Superintendent, the Montclair Board of Education
approves the second reading of the following Regulation;

A,

ToOommonO®

R 2460.1 ~ Special Education — Location, Identification, and Referral (M)

R 2460.16 — Special Education — Instructional Material For Blind or Print-Disabled Students (M)
R 5519 - Dating Violence at School (M)

R 5610 - Suspension Procedures (M)

R 5611 — Removal of Students for Firearms Offenses (M)

R 5612 - Assaults on District Board of Education Members or Employees (M)

R 5613 — Removal of Students for Assaults with Weapons Offenses (M)

R 6471 — School District Travel Procedures {M)
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R 2460.1 SPECIAL EDUCATION — LOCATION, IDENTIFICATION, AND

M

REFERRAL (M)

All students with disabilities, who are in need of special education and related services,
including students with disabilities attending nonpublic schools, and highly mobile
students (i.e.. migrant and homeless students) and children who become of age that are

demonstrating early warning signs regardless sueh—as—migrant-and-homeless—students

regardless of the severity of their disabilities, are located, identified and evaluated
according to N.J.A.C. 6A:14-3.3. and the Child Find mandate under the Individuals with
Disabilities Education Act (IDEA).

A, Procedures for Locating Students With Disabilities

1. The Director of Pupil Services will coordinate the child find activities to
locate, identify and evaluate all children, ages three through twenty-one,
who reside within the school district or attend nonpublic schools within
the school district and who may have a disability.

2. By June 30™ of each school year, the Director of Pupil Services or his’her
designee will conduct child find activities, in the native language of the
population, as appropriate, including but not limited to:

a.

b.

Development of child find materials for distribution.

Broadcasting of child find information on the school district cable

. television station. (if applicable)

Distribution of flyers to the parents of all students enrolled in the
school district.

Mailing of child find material to nonpublic schools in the area.

Mailing of child find material to local pediatricians, hospitals and
clergy.

Public service announcements on the local foreign language radio
stations and cable television stations.

(M)
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h. Posting on district website,

Bt Distribution of child find materials in supermarkets, convenience
stores, shelters for the homeless, public and private social service
agency locations, public library and nursery school providers.

#. Mailing information letters to local physicians, hospitals, nursery
schools, non-public schools, health departments, community
centers, rescue squads and churches.

K. A guide to preschool services for potentially disabled children ages
three to five is made available to: parents, day care centers,
community organizations, public and private schools,
public/private social agencies, nursery schools, churches and other
public entities,

k. Posting of State developed child find materials will be available in
the above referenced areas for potentially disabled students and/or
early intervention program.

v, Training of home school advocate/school community liaisons or
others to assist in the identification of potentially disabled students.

mn.  Listings of Early Intervention Program (EIP), local nursery schools
and pediatricians are maintained. The district’s preschool
coordinator {or other) maintains contact with EIP coordinator and
nursery school director.

no.  Information is distributed through the Parent Advisory Committee.

ep.  School handbooks distributed to parents contain information
describing special education services.

pa.  Distribution of information to the school district’s ESL/Bilingual
teachers describing child find activities.

qt. Students entering Kindergarten are screened to identify students
who may have a disability.
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£3. Intervention and Referral Services Committees (I&RS) have been
established in all school buildings.

sl. Response to Intervention Handbook

All child-find materials distributed will list:

a, A description of disability types describing the impact it must have
in substantially one or more of the major life functions.

b. A definition of Free Appropriate Public Education (FAPE) and its
relationship to their rights as prescribed by N.J.S.A,

e

A complete description of the application process.

Contact information that includes:

L Mr. Thomas Santagato. Director of Pupil Services, 22
Valley_ Road. Montclair, NJ 07042, 973-509-4022.
tsangatoimontelair.k12.nj.us

i A list of Child Study Team Members with contact
information, highlighting the District 7?7 Liaison on the
CST,

i, Montctlair School District. 22 Vallev Road. Montclair. NJ

07042, 673-509-4000

No later than December 30" of each school year the Director of Pupil
Services will contact by mail the Director, Principal or Dean of the
nonpublic school(s) to request input from nonpublic school parents and
officials for suggestions on ways to conduct child find activities for
students attending nonpublic schools.

The child find activities for nonpublic students shall be comparable to the
child find activities for public school students.

The following individual(s) shall serve as representatives from nonpublic
schools:

M)
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School Title of Individual
Representing the
Nonpublic School

Immaculate Principal

Conception HS

Lacordaire Principal

Elementary School
Montclair Cooperative | Principal

School

Montclair Kimberley | Principal
Academy

Saint Cassian’s Principal
School

Lacordaire Academy | Principal

Based on the suggestions from the representatives of the nonpublic schools and parent(s),
the Director of Pupil Services will modify the child find activities for the next school
year, as appropriate.

B.

Procedures for Intervention in the General Education Program

A staff member or agency shall provide in writing a request for intervention
services for students ages 3 to 20,(indicate ages of students present in the school
district) to the Building Principal or designee. The request shall contain the
following:

1. Reason for request (including parental or adult student request);
2, Descriptive behavior of student performance; and
3. Indication of the prior interventions,

Teachers and other school professionals, as appropriate, will be in-serviced
annually by the Building Principal or designee regarding the procedures for
initiating and providing interventions in the general education program. The
parent(s) will be informed of the procedures to initiate interventions in the general
education program. '

The Superintendent Dircctor of Pupil Services or designee will oversee the
district’s implementation/evaluation of the interventions identified.

(M)
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An Intervention and Referral Services Committee (I&RS) will be in place in each
school building pursuant to N.J.A.C. 6A:16-8.1 et seq. and Policy and Regulation
2417,

The Building Principal or designee will be responsible for the following:

1. The implementation and effectiveness of building level [&RS Committee;

2. Will identify the roles and responsibilities of building staff who participate
in planning and providing intervention services; and

3. Review, assess and document the effectiveness of the services provided in
achieving the outcome identified in the intervention plan.

54, The Building Principal will insure that:

a. I&RS Committee receive in-service training by the Building
Principal or designee by September 30™ of each school year;

b. Staff handbooks are updated by September 30" and include
information regarding intervention procedures;

c. New instructional staff attend the district’s orientation program
commencing in the month of August which includes information
on I&RS Committee;

d. School calendars are distributed in the month of March and
provide information on intervention services; and

€. Parent/student handbooks distributed in the month of September
and include information on intervention services.

45.  The I&RS Committee shall:
a. Plan and provide appropriate intervention services;

b. Actively involve the parent(s) in the development and
implementation of intervention plans;
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c. Develop an action plan for an identified student which specifies

specific tasks, resources, persons responsible, completion dates,
date for review;

d. Coordinate the services of community based social and health
provider agencies;

e. Process and complete the documentation forms;

f. Review and assess the effectiveness of the services provided in
achieving the outcomes identified in the intervention and referral
plan; and

g Ensure the type, frequency, duration, and effectiveness of the

interventions are documented.

When referrals are made by the 1&RS team the committee chair completes the

referral form and date stamps the request before forwarding to the CST. The
Director __of _Pupil Services  or _desipnee  will oversee the district’s

implementation/evaluation of the interventions identified,

All 1&RS referrals must be submitted to the building Principal who will forward it
to the Director of Pupil Services or desiznee within 24 hours of receipt.

C. Procedures for Referral — Not forwarded by the [&RS Committee

Referral procedures are included in professional staff handbooks and referral
forms are available in the Principal’s office, the Child Study Team (CST) office,
and the Office of Pupil Services, 22 Valley Road, Montclair, N.J. 07042, and on-

line.

A direct referral to the CST mav be made when it can be documented that the

student requires immediate attention through direct intervention and referral.

T 1.

Parental Notification of Referral Procedures

Referral procedures shall be included in the district’s electronic
communication, www.montclairki2.nj.us and others, including the
following: Parent Handbook, newsletters, special education brochure or
pamphlet or the district website or other school district publication, which
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shall be distributed to the parent(s). These procedures and publications
shall be updated annually and be distributed to the parent(s) and
appropriate social service and welfare agencies not later than October 1 of
each year,

2, Parent Initiated Referral
When a parent makes a written request for an evaluation to determine

eligibility for services, it must be accepted and_all procedural steps
implemented according to district policy and reculation:

a. The written request shall be received and date stamped by the
recipient;
b. The written request shall be immediately forwarded to the office of

speetal-pupi| services/special education within 24 hours of receipt;

c. A celectronic file will be initiated to include a timeline for
processing the referral including the date that initiates the twenty-
day timeline for conducting the referral/identification meeting and
any forms used to open a case;

d. Upon receipt of the referral a request for a summary and review of
health and medical information regarding the student shall be
forwarded to the school nurse who will transmit the summary to
the CST, the school nurse will administer a vision and audio metric
screening_upon reguest of referral. These screenings must be
submitted to the assigned Case Manager before the identification

meeting;

€. The Child Study Team will convene a referral/identification
meeting within twenty calendar days (excluding school holidays,
but not summer vacation) of the date the request was received by
the district;

f. A “Notice of a Referral/Identification Meeting” will be sent to the
parent(s);
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g. The notice will contain “Parental Rights in Special Education”
(PRISE) Booklet and a_copy of N.J.S.A.C. 6A:14 Due Process
Rules; and
h. The referral/identification meeting will be attended by the

parent(s), CST, and regular education teacher.
3. School Initiated Referral

Referral of a student to the CST may be made by administrative,
instructional, or other professional staff to determine eligibility for special
education and related services when:

a. It is determined through the I&RS Committee that interventions in
the general education problem(s) is such that an evaluation 1o
determine _eligibility for services is warranted without delay.

— L L

eb.  The school staff, through in-service training, shall ensure that
students are referred who may have a disability, but are advancing
from grade to grade.

£9A. A student with a disability, who is advancing from grade to
grade with the support of specially designed services, may
continue to be eligible when:

(ai. As part of the re-evaluation, the Individualized
Education Plan (IEP) team determines that the
student continues to require specially designed
services to progress in the general education
curriculum; and

1. The use of functional assessment information
supports the [EP team’s determination.
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The following procedure will be followed for a school initiated referral:

a. A referral to the CST will be completed by the referring staff
member and Chairperson for the I&RS Committee;

b. I&RS documentation including, but not limited to: teacher reports,
grades and other relevant data (optional: the intervention record)
shall be forwarded with the referral to the CST along with any
other relevant data;

&

The referral should be dated upon receipt by the CST;

ed.  An eclectronic file will be initiated to include a timeline for
processing the referral including the date that initiates the twenty-
day timeline for conducting the referral/identification meeting;

e

Upon receipt of the referral, a request for a summary and review of
health and medical information regarding the student shall be
forwarded to the school nurse who will transmit the summary to
the CST and include the results of an audiometric and vision
screening that will be conducted in the school nursing office;

gf.  The CST will convene a referral/identification meeting within
twenty calendar days (excluding school holidays, but not summer
vacation) of the date recorded on the referral;

hp. A “Notice of a Referral/Identification Meeting” will be sent to the
parent(s);

i The notice shall contain “Parental Rights in Special Education”
(PRISE) and a copy of the N.J.LA.C.:6a:14 Due Process Rules; and

3. The referral/identification meeting will be attended by the

teacher, and anv other specialist or staff deemed warranted. speech
and/or physical therapist, and case manager.
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4, The district may use community rehabilitation programs approved by the
New Jersey Department of Labor, Division of Vocational Rehabilitation
Services or any other State agency empowered to accept secondary level
student placement according to N.J.A.C. 6A:14-4.7(i).

5. Each evaluation of the student requires an assessment to determine
appropriate post-secondary outcomes as part of transition services
planning.

6. Each HER Child Study Team member is required to certify in writing
whether the HER-Team CST report reflects his or her conclusions. In the
event the JEP Team report does not reflect the IEP-Team CST member’s
collective team conclusion, the IEP-Team CST member-must-submit-a
who has a dissenting opinion must submit_their findings in writing to the

parent(s) so thev are aware of the differing views in-erder—te-ensure-the
parent(s)-is—aware-of dissentingopinions-regarding the determination of

eligibility for a specific learning disability,

7. The parent(s) must receive a copy of their child’s evaluation report and
any documentation leading to a determination of eligibility not less than
ten {10} calendar days prior to the eligibility conference in order to ensure
the parent(s) has a reasonable amount of time to review documentation
prior to an eligibility conference.,

8. Using an electronic tool to develop an IEP. all fields must be compleied
for documentation of a thorough educational plan A—student—may—be
referred-direetly-to-the-C8T-when-warranted-

0. A _CST has 90 days from the date of the determination meeting to
complete testing in order to maintain compliance with the provisions in
N.JL.S.A. 6A:14

Adepted—20 March 2017
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R 2460.16 SPECIAL EDUCATION - INSTRUCTIONAL MATERIAL FO FOR BLIND
OR PRINT-DISABLED STUDENTS (M)

M

All students that are blind or print-disabled will be provided instructional materials in a
timely manner in accordance with a plan developed by the district.

The plan to provide the instructional material to blind or print-disabled students in a
timely manner will:

1. Be included in the Individualized Education Program of each student with
a disability;
2, Contact the appropriate _agencies for the blind to seek assistance for

accessing _instructional materials _needed; training staff in the use of
materials and best practices, when dealing with blind or visually, impaired
students; and making recommendations for appropriate interactions among
school age peers.

23. Setforth |dentify and secure the instructional materials needed by the
student;

3. Indicate how the instructional material will be provided to the blind or
print-disabled student; and

43, Address any assistive technology needed to permit the student to utilize
the instructional material to be provided.

Adopted: 12 Becember 2016
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M

A. Definitions

L. “At school” means in a classroom, or anywhere on school property, school
bus or schoolrelated vehicle, at an official bus stop, or at any school-
sponsored activity or event whether or not it is on school grounds.

2. “Dating partner” means any person involved in an intimate association
with another individual that is primarily characterized by the expectation
of affectionate involvement, whether casual, serious, or long-term.

3. “Dating violence” means a pattern of behavior where one person threatens
to use, or actually uses physical, sexual, verbal, or emotional abuse to
control a dating partner.

B.  Procedures for Reporting Acts or Incidents of Dating Violence

1. School staff members (administrative staff, instructional staff, support
staff, and volunteers) shall take all reasonable measures to prevent acts or
incidents of teen dating violence and are required to report all acts or
incidents of dating violence at school.

2. All acts or incidents of dating violence at school shall be reported to the
Principal or designee.

a. This report should be made verbally as soon as possible, but no
later than the end of the student’s school day when the staff
member witnesses or learns of an act or incident of dating violence
at school.

b. A written report regarding the act or incident of dating violence at
school should be submitted to the Principal or designee by the
reporting staff member no later than one day after the staff member
witnesses or learns of an act or incident of dating violence at
school.

3. These acts or incidents may include, but are not limited to:
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Witnessed or receipt of reliable information concerning acts or
incidents that are characterized by physical, emotional, verbal, or
sexual abuse;

Digital or electronic acts or incidents of dating violence; and/or

Patterns of behavior which are threatening or controlling,

C. Guidelines/Protocols for Responding to At-School Acts or Incidents of Dating

Violence

1. Protocol for All School Staff Members - Any school staff member who
witnesses or learns of an act or incident of dating violence at school shall
take the following steps:

a. Separate the victim from the aggressor;

b. Speak with the victim and the aggressor separately;

c. Speak with witnesses or bystanders separately;

d. Verbally report the act or incident to the Principal or designee no
later than the end of the student’s school day;

e. Prepare and submit a written report of the act or incident to the
Principal or designee no later than one day after the act or incident
occurred; and

f. Monitor the interactions of the victim and the aggressor with
student safety being the priority.

2. Protocol for Administrators/Administrative Investigation ~ The Principal

or designee upon receiving a report of a dating viclence act or incident at
school shall take the following steps:

a.

b.

Separate the victim from the aggressor, if applicable;

Meet separately with the victim and the alleged aggressor;
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c. Take written statements from the victim and alleged aggressor;

d. Review the victim’s and alleged aggressor’s written statements to
ascertain an understanding of the act or incident. The administrator
may ask questions of either individual for clarification;

e. Further investigate the act or incident by speaking with
bystanders/witnesses of the act or incident. All statements obtained
from bystanders/witnesses shall be written and documented, when
possible;

f. The school administrator may make a determination to involve the
school resource officer or law enforcement, if appropriate;

g Appropriate referrals should be made if after an assessment by a
school social worker, counselor, or psychologist determines the
victim’s or alleged aggressor’s mental health has been placed at
risk;

h. The Principal or designee shall contact the parents/guardians of
both the victim and the alleged aggressor. The Principal or
designee shall recommend a meeting be held to discuss the act or
incident; and

I The Principal or designee will notify both parties in writing of the
outcome/determination of the investigation into the act or incident
of dating violence at school.

3. Protocol for Working with the Victim of an Act or Incident of Dating
Violence at School ~ The Principal or designee shall implement the
following procedures for dealing with victims of a confirmed act or
incident of dating viclence at school:

a. A student’s safety shall be the first priority in a dating violence act
or incident. Interaction between the victim and the aggressor shall
be avoided. The burden of any schedule changes (classroom, bus,
etc.) should be taken on by the aggressor;

b. A conference shall be held with the victim and their
parents/guardians;
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c. Identify any means or actions that should be taken to increase the
victim’s safety and ability to learmn in a safe and civil school
environment;

d. Alert the victim and their parents/guardians of school and

community based resources that may be appropriate, including
their right to file charges, if the act or incident violated the law;

e, Monitor the victim’s safety as needed and assist the victim with any
plans needed for the school day and after-school hours (hallway
safety, coordination with parents/guardians for transportation to
and from school, etc.). The administration may develop a safety
plan if deemed necessary;

f. The administration may develop a Stay-Away Agreement between
the victim and the aggressor if deemed necessary;

g Encourage the victim to self-report any and all further acts or
incidents of dating violence that occur at schoo!l in writing to the
Principal or designee; and

h. Document all meetings and action plans that are discussed::

The initial investigation shall be completed not more than 10 days
after the reported incident;

=

i 1f the allegations are substantiated, then consequences should be in
accordance with the district code of conduct.

4, Protocol for Working with the Aggressor of an Act or Incident of Dating
Violence at School ~ The Principal or designee shall implement the
following procedures for dealing with the aggressor of a confirmed act or
incident of dating violence at school:

a. Schedule a conference with the aggressor and their
parents/guardians;
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b. Give the aggressor the opportunity to respond in a written statement
to the allegations and the outcome/determination of an act or
incident of dating violence at school;

c. Alert the aggressor and their parents/guardians to both school and
community-based support and counseling resources that are
available;

d. Identify and implement counseling, intervention, and disciplinary

methods that are consistent with school policy for acts or incidents
of this nature;

g. Review the seriousness of any type of retaliation (verbal, emotional,
physical, sexual, electronic/digital) toward the victim who reported
the act or incident of dating violence. Address that consequences
will be issued consistent with the school’s student code of conduct
and procedures for any type of retaliation or intimidation toward
the victim; and

f. Document all meetings and action plans that are discussed.

5. Protocol for the Documentation and Reporting of an Act or Incident of
Dating Violence at School - School districts shall implement the following
procedures for documenting and reporting acts or incidents of dating
violence that occur at school:

a. Dating violence statements and investigations shall be kept in files
separate from student academic and discipline records to prevent
the inadvertent disclosure of confidential information.

b. Every act or incident of dating violence at school that is reported
shall be documented in an appropriate manner. This documentation
shall include all written statements, planning actions,
consequences, and disciplinary measures as well as counseling and
other support resources that were offered, prescribed, and/or
provided to the victim or the aggressor.

D.  Discipline Procedures Specific to At School Acts or Incidents of Dating Violence
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1. The Board of Education requires its school administrators to implement
discipline and remedial procedures to address acts or incidents of dating
violence at school that are consistent with the school’s student code of
conduct.

2. The policies and procedures specific to acts or incidents of dating violence
at school should be used to address the act or incident as well as serve as
remediation, intervention, education, and prevention for all individuals
involved.

3. The responses shall be tiered with consideration given 1o the seriousness
and number of previous occurrences of acts or incidents in which both the
victim and alleged aggressor have been involved.

4, Consequences may include, but are not limited to, the following:
a. Admonishment;
b. Temporary removal from the classroom;
C. Classroom or administrative detention;
d. In-school suspension;
€. Out-of-school suspension;
f, Reports to law enforcement; and

g Expulsion,

5. Retaliation toward the victim of any act or incident of dating violence shall
be considered when administering consequences to the aggressor based on
the severity of the act or incident.

6. Remedial procedures/interventions may include, but are not limited to, the
following:

a. Parent conferences;

b. Student counseling (all students involved in the act or incident);
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c. Peer support group;

d. Corrective instruction or other relevant learning or service
experiences;

e Supportive student intervention (Intervention and Referral Services
- I&RS),

f. Behavioral management plan; and

g. Alternative placements,

E. Warning Signs of Dating Violence

1. A pattern of behaviors may be an important sign that a student is involved
in an unhealthy or abusive dating relationship. Many warning signs make
a connection to one student in the relationship asserting control and power
over the other, Recognizing one or more signs of teen dating violence
plays an important role in preventing, educating, and intervening in acts or
incidents of dating violence.

2, The warning signs listed below are to educate the school community on the
characteristics a student in an unhealthy or abusive relationship might
exhibit. Warning signs may include, but are not limited to, the following;

a. Name-calling and putdowns - Does one student in the relationship
use name-calling or putdowns to belittle or intimidate the other
student?

b. Extreme jealousy - Does one student in the relationship appear
jealous when the other talks with peers?

c. Making excuses - Does one student in the relationship make
excuses for the other?

d. Canceling or changing plans - Does one student cancel plans often,
and at the last minute? Do the reasons make sense or sound untrue?
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€. Monitoring - Does one student call, text, or check up on the other
student constantly? Does one student demand to know the other’s
whereabouts or plans?

f. Uncontrolled anger — Does one of the students in the relationship
lose his or her temper or throw and break things in anger?

g Isolation - Has one student in the relationship given up spending
time with family and friends? Has the student stopped participating
in activities that were once very important?

h. Dramatic changes - Has the appearance of the student in the
relationships changed? Has the student in the relationship lost or
gained weight? Does the student seem depressed?

i. Injuries - Does the student in the relationship have unexplained
injuries? Does the student give explanations that seem untrue?

je Quick Progression - Did the student’s relationship get serious very
quickly?
F. The Principal or designee will provide to the parents/guardians of a victim or

aggressor information on safe, appropriate school, family, peer, and community
resources available to address dating violence.

Adopted: 12-December2016
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[See POLICY ALERT Nos. 176, 203 and 212]
R 5610 SUSPENSION PROCEDURES
A. Short-Term Suspensions
1. In each instance of a short-term suspension, the Principal or

designee, shall assure the rights of a student suspended for one, but
not more than ten consecutive school days by providing for the

following:
a. As soon as practicable, oral or written notice of charges to
the student.

(1)  When charges are denied, an explanation of the
evidence forming the basis of the charges also shall
be provided.

b. Prior to the suspension, an informal hearing during which
the student is given the opportunity to present his or her
version of the events regarding his or her actions leading to
the short-term suspension and is provided notice of the
school district's actions taken pursuant to N.J.A.C.
6A:16-7.1(c)2 and 5.

(1)  The informal hearing shall be conducted by a school
administrator or designee;

(2)  To the extent that a student’s presence poses a
continuing danger to persons or property or an
ongoing threat of disrupting the educational
process, the student may be immediately removed
from the student’s educational program and the
informal hearing shall be held as soon as practical
after the suspension;

(3)  The informal hearing should take place even when a
schoo! staff member has witnessed the conduct
forming the basis of the charge; and

(4)  The informal hearing and the notice given may take
place at the same time,

- @ Copyright 2017 « Strauss Esmay AssoClates, LLP » 1886 Hinds Road e Sulle 1 « Toms River, NS 08753-8199 « 732-255-1500




REGULATION GUIDE

R 5610/page 2 of 9
Suspension Procedures

c. Oral or written notification to the student’s parent of the
student’s removal from the student’s educational program
prior to the end of the school day on which the Principal
decides to suspend the student. The notification shall
include an explanation of:

(1)  The specific charges;
(2)  The facts on which the charges are based;

(3)  The provision(s) of the code of student conduct the
student is accused of violating;

(4)  The student’s due process rights, pursuant to
NJAC. 6A:16-7.1(c)3 and NJ.A.C. 6A:16-7.2;
and

(5)  The terms and conditions of the suspension.

d. Appropriate supervision of the student while waiting for the
student’s parent to remove the student from school during
the school day; and

e. Academic instruction, either in school or out of school that
addresses the New Jersey Student Leamning Cere
Cuprienlum-Content Standards.

(1) The student’s academic instruction shall be
provided within five school days of the suspension.

(2) At the completion of a shor{-term suspension, the
Board of Education shall return a general education
student to the general education program for which
he or she was suspended.

(3)  The academic instruction provided to a student with
a disability shall be provided consistent with
N.JA.C. 6A:14.
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The Principal suspending the student shall immediately report the
suspension to the Superintendent, who shall report it to the Board
of Education at its next regular meeting, pursuant to N.J.S.A.
18A:37-4.

An appeal of the Board’s decision affecting the general education
student’s educational program shall be made to the Commissioner,
in accordance with N.J.S.A. 18A:37-2.4 and NJA.C. 6A:3-1.3
through 1.17.

For a student with a disability, the provisions set forth in N.J.A.C.
6A:16-7.2 shall be provided in addition to all procedural
protections set forth in N.J.A.C. 6A:14.

B. Long-Term Suspensions

1.

In each instance of a long-term suspension, the Principal or
designee shall assure the rights of a student suspended for more
than ten consecutive school days by providing the following;

a. Notification to the student of the charges prior to the
student’s removal from school;

b. Prior to the suspension, an informal hearing during which
the student is given the opportunity to present his or her
version of events regarding his or her actions leading to the
long-term suspension and is provided notice of the school
district’s actions taken pursuant to N.J.A.C. 6A:16-7.1(c)2
and 5;

c. Immediate notification to the student’s parent of the
student’s removal from school;

d. Appropriate supervision of the student while waiting for the
student’s parent to remove the student from school during
the school day;

e. Written notification to the parent by the Superintendent or

designee within two school days of the initiation of the
suspension, stating:
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(1)  The specific charges;

(2)  The facts on which the charges are based,;

(3)  The student’s due process rights, pursuant to
N.J.A.C. 6A:16-7.1(c)3 and N.J.A.C. 6A:16-7.3;
and

(4)  Further engagement by the student in conduct
warranting  expulsion, pursuant fo N.J.S.A.
18A.:37-2, shall amount to a knowing and voluntary
waiver of the student’s right to a free public
education, in the event that a decision to expel the
student is made by the Board, pursuant to N.J.S.A.
18A:37-2 and N.J.A.C. 6A:16-7 4.

()  The Board shall request from the parent and
student written acknowledgement of the
notification provided pursuant to N.J.A.C.
6A:16-7.3(a)5.iv subsequent to the removal
of the student from his or her educational
program, pursuant to N.JLA.C, 6A:16-7.3.

f. A list of witnesses and their statements or affidavits, if any,
no later than five days prior to the formal hearing, pursuant
toj. below;

g. For a student with a disability, a manifestation

determination, pursvant to N.J.A.C. 6A:14-2.8 and the
Federal regulations;

h. Information on the student’s right to secure an attorney and
legal resources available in the community identified
pursuant to N.J.A.C. 6A:16-7.1(¢)7;

i. Either in- or out-of-school educational services that are
comparable to those provided in the public schools for
students of similar grades and attainments, pursuant to
N.J.8.A. 18A:38-25, which may include a public education
program provided in accordance with N.J.A.C. 6A:16-9 or
10.
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(1) The student’s educational services shall be provided
within five school days of the suspension.

(2) The Board shall make decisions regarding the
appropriate educational program and support
services for the suspended general education student
based on the New Jersey Student learning Cere
Currieulum—Content Standards and the following
considerations:

(@ A Dbehavioral assessment or evaluation
including, but not limited to, a referral to the
Child Study Team, as appropriate;

(b) The results of relevant testing, assessments,
or evaluations of the student;

(c¢) The student’s academic, health, and
behavioral records;

(d)  The recommendation of the Superintendent,
Principal, or other relevant school or
community resource;

(e) Considerations of parental input; or

® Consultation with the Intervention and
Referral Services Team, in accordance with
N.JA.C. 6A:16-8.

(3)  Educational services provided to a student with a
disability shall be provided consistent with N.J.A.C.
6A:14,

J- A formal hearing before the Board that shall, at a
minimum:

(1)  Be conducted by the Board or delegated by the
Board to a Board committee, a school administrator,
or an impartial hearing officer for the purpose of
determining facts or making recommendations.
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(@)  Before taking final action, the Board as a
whole shall receive and consider either a
transcript or detailed report on the hearing.

(2)  Include the opportunity for the student to:

()  Confront and cross-examine witnesses, if
there is a question of fact; and

(b)  Present his or her own defense, and produce
oral testimony or written supporting
affidavits.

(3)  Take place no later than thirty calendar days
following the day the student is suspended from the
general education program; and

(4)  Result in the Board’s decision that shall be based, at
a minimum, on the preponderance of competent and
credible evidence,

k. A written statement to the student’s parent regarding the
Board’s decision within five school days after the close of
the hearing. The statement shall include at a minimum:

(1)  The charges considered;

(2) A summary of the documentary or testimonial
evidence from both the student and the
administration that was brought before the Board at
the hearing;

(3)  Factual findings relative to each charge and the
Board's determination of each charge;

(4)  Identification of the educational services to be
provided to the student, pursuant to i. above;
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(5)  The terms and conditions of the suspension; and

(6)  The right to appeal to the Commissioner of
Education the Board’s decision regarding the
student’s general education program, in accordance
with N.J.S.A. 18A:37-2.4 and NJ.A.C. 6A:3-1.3
through 1.17.

L. If at any time it is found that the student did not commit the
offense, the student shall be immediately returned to the
program from which he or she was removed; and

m, At the completion of a long-term suspension, the Board
shall return the general education student to the general
education program.

2. An appeal of the Board's decision regarding the general education
student’s program shall be made to the Commissioner of
Education, in accordance with N.J.S.A. 18A:37-2.4 and N.J.A.C.
6A:3-1.3 through 1.17.

3. Suspension of a general education student shall not be continued
beyond the Board’s second regularly scheduled meeting following
the suspension, unless the Board so determines, pursuant to
N.J.S.A. 18A:37-5,

a The Board shall determine whether to continue the
suspension, pursuant to B.1. above, based on the following
criteria:

(I}  The nature and severity of the offense;
2) The Board's removal decision;

(3)  The results of relevant testing, assessments, or
evaluations of the student; and

(4)  The recommendation of the Superintendent, after
considering input from the Principal or Director of
the alternative education program or home or other
in-school or out-of-school instruction program in
which the student has been placed.
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b. The Board shall develop and adopt policies and procedures
providing for action on the continuation of student
suspensions in the event of cancellation of the first or
second regular Board meeting pursuant to N.J.S.A.
18A:37-4 and 5. In this unlikely event, a special committee
of the Board, which will include the Superintendent of
Schools or his/her designee, will be appointed by the Board
President to make a decision on the continuation of the
suspension. The committee’s decision will be implemented
subject to ratification of the committee’s decision at the
next regularly scheduled Board meeting.

4. When the Board votes to continue a general education student’s
suspension, it shall review the case, in consultation with the
Superintendent, at each subsequent Board meeting for the purpose

of determining:
a. The status of the student’s suspension;
b. The appropriateness of the suspended student’s current

educational program; and

c. Whether the suspended student’s current placement,
pursuant to i, above, should continue or whether the student
should return to the general education program,

5. When the Board votes to continue a general education student’s
suspension, it shall make, in consultation with the Superintendent,
the final determination on:

a. When the student is prepared to return to the general
education program;
b. Whether the student will remain in an alternative education

program or receive home or other in-school or out-of-
school instruction, based on the criteria set forth in
B.3.a.(1) through (4) above; or
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c. Whether to initiate expulsion proceedings in accordance
with N.J.S.A. 18A:37-2, NJ.A.C. 6A:16-7.4, and Policy
5620.
6. The Board shall provide a general education student suspended

under N.JLA.C. 6A:16-7.3 with an appropriate educational program
or services, based on the criteria set forth under B.1.i.(2) above,
until the student graduates from high school or reaches the age of
twenty, whichever comes first.

a. The educational program shall be consistent with the
provisions of N.JLA.C. 6A:16-9.2 and 10.2 and 6A:14-2 and
4.3, whichever is applicable; or

b. The educational services provided, either in-school or out-
of-school, shall be comparable to those provided in the
public schools for students of similar grades and
attainments, pursuant to the provisions of N.I.S.A.
18A:38-25,

7. For a student with a disability who receives a long-term
suspension, the Board shall proceed in accordance with N.J.A.C.
6A:14 and policy 5600 in determining or changing the student’s
educational placement to an interim or alternate educational
setting.

a. All procedural protections set forth in N.J.A.C. 6A:14 and
N.J.A.C. 6A:16-7.3 shall be afforded to a student with a
disability who is subjected to a long-term suspension.

b. All decisions concerning the student’s educational program
or placement shall be made by the student’s [ndividualized
Education Program team.

c. The provisions of B.2. through B.6. above shall not apply
to students with disabilities.

Adopted: 12 December2016
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M
A. Removal of Students for Firearm Offenses

1. Pursuant to the provisions of N.J.A.C. 6A:16-5.5, any student, other than a
student with a disability, committing the following offenses shall be
immediately removed from the school’s general education program for a
period of not less than one calendar year:

a. Convicted or adjudicated delinquent for possession of a firearm on
school grounds;

b. Convicted or adjudicated delinquent for committing a crime while
in possession of a firearm on school grounds; and

c. Found knowingly in possession of a firearm on school grounds.

2, The Superintendent may modify, on a case-by-case basis, the removal of a
general education student.

a. The Superintendent shall develop and maintain a written record of
case-by-case modifications of the removal requirement of N.J.A.C.
6A:16-5.5(b), which shall be made available to the Board of
Education and Commissioner of Education upon request.

3. Nothing in N.J.A.C. 6A:16-5.5 or this Policy and Regulation shall be
construed to prohibit the expulsion of a general education student.

4, The Board shall immediately remove students with disabilities for offenses
involving firearms in accordance with N.J.A.C. 6A:14, policies 5600 &
5610 and applicable Federal regulations.
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B. Definitions

“Removal” means the exclusion of a student from the regular education program
in the school in which the student was assigned and assigning the student to an
alternative education school or program for at least one calendar year, following a
proper hearing conducted by the Board of Education.

“Suspension” means a temporary exclusion from school, following due process
procedures as outlined in State law and administrative code.

“Expulsion” means a permanent exclusion from school which denies a student the
free, thorough, and efficient public education provided by the public school
district in which the student resides, based on specific conditions and following
required due process procedures as outlined in State law and administrative code,
including a hearing conducted by the Board of Education,

“School grounds” means and includes land, portions of land, structures, buildings,
and vehicles, when used for the provision of academic or extracurricular programs
sponsored by the school district or community provider and structures that
support these buildings, such as school district wastewater treatment facilities,
generating facilities, and other central services facilities including, but not limited
to, kitchens and maintenance shops. “School grounds” also includes athletic
stadiums; swimming pools; any associated structures or related equipment tied to
such facilities including, but not limited to, grandstands; greenhouses; garages:
facilities used for non-instructional or non-educational purposes; and any
structure, building, or facility used solely for school administration. School
grounds also includes other facilities as defined in NJ.A.C. 6A:26-1.2,
playgrounds, and recreational places owned by local municipalities, private
entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

C.  Procedures - Removal of Students for Firearm Offenses
1. The Principal shall:
a. Remove a student as set forth in B. above,
b. Isolate the student and place him or her under the supervision of

school staff until the student's parent or a law enforcement official
takes custody of the student;
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c. Immediately report to the Superintendent the removal of the
student;
d. Notify the appropriate law enforcement agency of a possible

violation of the New Jersey Code of Criminal Justice; and
e. Notify the student's parent of the following information:

(1)  The removal action;

(2)  The law enforcement notification;

{3)  The change of custody, if it occurs; and

(4) A general education student's due process rights, as set
forth in NLJLA.C. 6A:16-7.2 through 7.6, or the due process
rights of a student with a disability, as set forth in N.J.A.C.
6A:14-2.7 and 2.8 and N.J.A.C. 6A:16-7.2 through 7.5.

2, A student, other than a student with a disability, removed from the general
education program pursuant N.J.A.C. 6A:16-5.5 shall be placed in an

alternative education program, according to the requirements of N.J.A.C,
6A:16-9.

a. If placement in an alternative education program is not available,
the general education student shall be provided home or other out-
of-school instruction, according to N.J.A.C. 6A:16-10, until
placement is available,

3. A student with a disability removed pursuant to B. above shall receive a
placement in accordance with N.J.A.C. 6A:14 and all procedural safe
cuards to insure compliance in providing A Free Appropriate Public
Education (FAPE} in the Least Restrictive Environment {LRE).

4, A student, other than a student with a disability, removed pursuant to B.
above shall be entitled to a hearing before the Board of Education in
accordance with N.J.A.C. 6A:16-7.3 through 7.5.
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5. If it is found that the removed student did not commit the offenses in B.
above, the student shall be immediately returned to the program from
which he or she was removed.

D.  Return to General Education Program

1. The Superintendent shall make the final determination on whether the
general education student is prepared to return to the general education
program, or will remain in an alternative education program, pursuant to
N.J.A.C. 6A:16-9, or receive home or other out-of-school instruction,
pursuant to N.J.A.C. 6A:16-10, based on the following criteria:

a. The nature and severity of the offense;
b. The Board’s removal decision;
c. The results of relevant testing, assessment, or evaluation of the

student; and

d. The recommendation of the Principal or Director of the alternative
education program or home or other out-of-school instruction
program in which the student has been placed.

E. Exception

1. The provisions of N.J.A.C. 6A:16-5.5 shall not apply to a firearm that is
lawfully stored in a locked vehicle on school grounds, or when it is for
activities approved and authorized by the Board of Education, as long as
the Board adopts appropriate safeguards to ensure student safety.

a. All students shall obtain written authorization from the
Superintendent to possess a firearm stored inside a locked vehicle
on school grounds or used for participation in a school-sponsored
function.

(I)  The Superintendent shall not provide authorization to a
student who has been convicted or adjudicated delinquent
for possession of a firearm or for a crime involving the use
of a firearm.

Adopted: 12-December 2016
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M
BA.  Removal of Students for Assault on Board Members and Employees

1. Pursuant to the provisions of NJ.A.C. 6A:16-5.7, any student who
commits an assault, as defined under N.J.S.A, 2C:12-1(a)l, not involving
the use of a weapon or firearm, upon a teacher, administrator, other school
Board employee, or Board of Education member acting in the
performance of his or her duties and in a situation where his or her
authority to act is apparent, or as a result of the victim's relationship to the
school district, pursuant to N.J.S.A. 18A:37-2.1 shall be immediately
removed from school.

2, A student, other than a student with a disability, who commits an assault
pursuant to B.l. above, shall be immediately removed from school
consistent with due process procedures, pending a hearing, pursuant to
N.J.A.C. 6A:16-7.2 through 7.5.

a, Nothing in N.JLA.C. 6A:16-5.7 shall be construed as prohibiting the
expulsion of a general education student.

3. A student with a disability who commits an assault pursuant to B.1. above
shall be removed in accordance with N.J.A.C. 6A:14,

AB. Definitions

“Removal” means the exclusion of a student from the regular education program
in the school in which the student was assigned and assigning the student to an
alternative education school or program for at least one calendar year, following a
proper hearing conducted by the Board of Education.

“Suspension” means a temporary exclusion from school, following due process
procedures as outlined in State law and administrative code.

“Expulsion™ means a permanent exclusion from school which denies a student the
free, thorough, and efficient public education provided by the public school
district in which the student resides, based on specific conditions and following
required due process procedures as outlined in State law and administrative code,
including a hearing conducted by the Board of Education.
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“School grounds” means and includes land, portions of land, structures, buildings,
and vehicles, when used for the provision of academic or extracurricular programs
sponsored by the school district or community provider and structures that
support these buildings, such as school district wastewater treatment facilities,
generating facilities, and other central services facilities including, but not limited
to, kitchens and maintenance shops. “School grounds” also includes athletic
stadiums; swimming pools; any associated structures or related equipment tied to
such facilities including, but not limited to, grandstands; greenhouses; garages;
facilities used for non-instructional or non-educational purposes; and any
structure, building, or facility used solely for school administration. School
grounds also includes other facilities as defined in NJ.A.C. 6A:26-1.2,
playgrounds, and recreational places owned by local municipalities, private
entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

C.  Procedures — Removal of Students for Assault on Board Members and Employees

1. The Principal or designee shall:
a. Remove a student as set forth in B. above;
b. Isolate the student and place him or her under the supervision of

school staff until the student's parent or an appropriate agency
takes custody of the student;

c. Immediately report to the Superintendent the removal of the
student;
d. Notify the student's parent of the removal action and the student's

due process rights; and

e. Notify the appropriate law enforcement official of a possible
violation of the New Jersey Code of Criminal Justice.

2, The Board of Education shall provide due process proceedings for all
students in accordance with N.J.A.C. 6A:16-7.2,7.3, 7.4, and 7.5 and for a
student with a disability in accordance with N.J.A.C. 6A:14-2.7 and 2.8,
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D.  In cases involving a student with disabilities. the case manager will immediately

be contacted to assist in the investigation of the incident:

1, The student’s parent(s) will be notified immediatelv.

At the meeting between the Principal or designee. case manager. student
and parent, a plan of action will be developed and must include:

It

a. A functional Behavioral Assessment;

A manifestation Determination Meeting will be scheduled within
10 days to review all refevant information in student file, and
teacher observation, FBA results and parent input to make a final
decision on conduct.

The student will be removed from school during process,

&

Home Instruction shall be provided in accordance with N.J.A.C. 6A:16-

10.2(d).

=

Adopted: 12-Deeember 2016
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M
A.  Removal of Students for Assaults with Weapons Offenses

1. Pursuant to the provisions of N.J.A.C. 6A:16-5.6, any student, other than a
student with a disability, who commits an assault, as defined under
N.J.S.A. 2C:12-1{a)1, with a weapon, which includes, but is not limited to,
items enumerated in N.J.S.A. 2C:39-1(1), except a firearm as defined by
N.J.S.A. 2C:39-1(f) and 18 U.S.C. § 921, upon a teacher, administrator,
other school Board employee, Board of Education member, or another
student on school grounds, pursuant to N.J.S.A. 18A:37-2.2 through 2.5
shall be immediately removed from the school’s general education
program for a period not exceeding one calendar year.

2. The Superintendent may modify on a case-by-case basis the removal of a
general education student.

3. Nothing in N.J.A.C. 6A:16-5.6 shall be construed to prohibit the expulsion
of a general education student.

4, The Board shall immediately remove students with disabilities for assaults
with weapons offenses in accordance with N.J.A.C. 6A:14 and applicable
Federal regulations.

B. Definitions

“Removal” means the exclusion of a student from the general education program
in the school in which the student was assigned and assigning the student to an
alternative education school or program for at least one calendar year, following a
proper hearing conducted by the Board of Education.

“Suspension” means a temporary exclusion from school, following due process
pe - . ] * g
procedures as outlined in State law and administrative code.

“Expulsion” means a permanent exclusion from school which denies a student the
free, thorough, and efficient public education provided by the public school
district in which the student resides, based on specific conditions and following
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required due process procedures as outlined in State law and administrative code,
including a hearing conducted by the Board of Education.

“School grounds” means and includes land, portions of land, structures, buildings,
and vehicles, when used for the provision of academic or extracurricular programs
sponsored by the school district or community provider and structures that
support these buildings, such as school district wastewater treatment facilities,
generating facilities, and other central services facilities including, but not limited
to, kitchens and maintenance shops. “School grounds” also includes athletic
stadiums; swimming pools; any associated structures or related equipment tied to
such facilities including, but not limited to, grandstands; greenhouses; garages;
facilities used for non-instructional or non-educational purposes; and any
structure, building, or facility used solely for school administration. School
grounds also includes other facilities as defined in NJ.A.C. 6A:26-1.2,
playgrounds, and recreational places owned by local municipalities, private
entities, or other individuals during those times when the school district has
exclusive use of a portion of such land.

C.  Procedures - Removal of Students for Assaults with Weapons Offenses

1. The Principal or designee shall:
a. Remove a student as set forth in B. above;
b. Isolate the student and place him or her under the supervision of

school staff until the student's parent or a law enforcement official
takes custody of the student;

c. Immediately report to the Superintendent the removal of the
student;
d. Notify the appropriate law enforcement agency of a possible

violation of the New Jersey Code of Criminal Justice; and
e. Notify the student's parent of the following information:
(1)  The removal action;

(2)  The law enforcement notification;
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(3)  The change of custody, if it occurs; and

(4) A general education student's due process rights, pursuant
to N.JA.C. 6A:16-7.2 through 7.5 or a student with a
disability's due process rights, as set forth in NJ.A.C.
6A:14-2.7 and 2.8 and N.J.A.C. 6A:16-7.2 through 7.5.

2. A student, other than a student with a disability, removed from the general
education program pursuant to N.J.A.C. 6A:16-5.6 shall be placed in an
alternative education program, according to the requirements of N.J.A.C.
6A:16-9:

a, If placement in an alternative education program is not available,
the general education student shall be provided home or other out-
of-school instruction, according to N.J.A.C. 6A:16-10, until
placement is available.

3. A student with a disability removed pursuant to B, above shall receive a
placement in accordance with N.J.A.C. 6A:14 and all procedural
safeguards to insure comprehensible assessment and discussion that
protecls FAPE in the LRE.

4, A student, other than a student with a disability, removed pursuant to B.
above shall be entitled to an informal hearing, pursuant to N.J.A.C, 6A:16-
7.2 and 7.3, and a hearing before the Board of Education pursuant to
N.J.A.C. 6A:16-7.3.

5. If it is found that the removed student did not commit the offense(s), the
student shall be immediately returned to the program from which he or she
was removed.

D.  Retumn to General Education Program
1. The Superintendent shall make the final determination on whether the
general education student is prepared to return to the general education
program or will remain in an alternative education program or receive

home or other out-of-school instruction based on the following criteria:

a. The nature and severity of the offense;
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b. The Board’s removal decision;
c. The results of relevant testing, assessment, or evaluation of the
student; and
d. The recommendation of the Principal or Director of the alternative

education program or home or other out-of-school instruction
program in which the student has been placed.

E. Exception

1. The provisions of N.J.A.C, 6A:16-5.6 shall not apply to a student who has
obtained the Superintendent’s written authorization to lawfully possess a
firearm or other weapon while participating in a school-sponsored
function.

a. The Superintendent shall not provide authorization to a student who

has been convicted or adjudicated delinquent for possession of a
firearm or weapon or for a crime involving the use of a firearm.

Adopted: 12-Deeember 2016
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Approval of Travel Expense Reimbursement

The following procedure shall be implemented for all Board of Education staff
members and Board members seeking to receive travel expense reimbursement in
accordance with the provisions of N.J.A.C. 6A:23A-7 and Policy 6471:

1. All requests for travel must be submitted to the Superintendent of Schools
or designee prior to the requested travel date(s) within the timeframe
established by the Superintendent for the request to be considered and for
submission of the request to the Board for Board approval.

2. The Superintendent may require travel requests be submitted to a Principal,
the School Business Administrator/Board Secretary, and/or the staff
member’s immediate supervisor for preliminary approval before
considering such request for submission to the Board.

3. A travel request will not be approved unless it includes the following
information:
a. Name, sponsor, and dates of event;
b. A list of Board members and/or employees to attend either by name
or title;
c. Estimated cost associated with travel;

d. A justification and brief statement that includes the primary
purpose for the travel and the key issues that will be addressed at
the event and their relevance to improving instruction or the
operation of the school district, For training events, whether the
training is required for continued employment, continuing
education requirements, requirements for State law, or other
purpose related to the programs or services currently being
delivered or soon to be implemented in the school district, or
related to district operations;
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e, Account number and funding source — Federal, State, private or
local;
f. In the case of annual events, total attendance, and cost for previous
year.
4. The Superintendent of Schools shall review and may approve or deny each

request for travel submitted by a school staff member. The
Superintendent’s signature designating approval is required on each
request from schoo! staff members for travel expenses prior to submission
to the Board for approval.

a. The School Business Administrator/Board Secretary shall review
all requests for school staff member travel either before or after the
Superintendent’s approval and prior to submission to the Board for
Board approval. The School Business Administrator/Board
Secretary or designee will determine if the expenses as outlined in
the request are in compliance with N.J.S.A, 18A:11-12, N.JA.C.
6A:23A-7, the current State travel payment guidelines established
by the Department of the Treasury, and the current guidelines
established by the Federal Office of Management and Budget.

b. If the travel request for a school staff member is approved by the
Superintendent of Schools and if the requested travel expenses are
in compliance with the guidelines outlined above, the travel
request will be submitted to the Board of Education for approval.

c. If any travel expenses requested by a school staff member are not in
compliance with the guidelines outlined above, the School
Business Administrator/Board Secretary will return the request to
the Superintendent of Schools.

(1)  The Superintendent may deny the request, approve the
request conditioned upon the staff member assuming the
financial responsibility for those trave] expenses that are
not in compliance with the guidelines, or may return the
request to the school staff member to be revised in
accordance with the guidelines outlined above.
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5. The Superintendent of Schools and/or the School Business
Administrator/Board Secretary shall review each travel request submitted
by a Board member,

a. The School Business Administrator/Board Secretary shall review
all requests for Board member travel prior to submission to the
Board for Board approval. The  School  Business
Administrator/Board Secretary or designee will determine if the
expenses as outlined in the travel request are in compliance with
NJ.S.A. 18A:11-12, N.J.A.C. 6A:23A-7, the current State travel
payment guidelines established by the Department of the Treasury,
and the current guidelines established by the Federal Office of
Management and Budget.

b. If the requested travel expenses for a Board member are in
compliance with the guidelines outlined above, the travel request
will be submitted to the Board of Education for approval.

c. If any travel expenses requested by a Board member are not in
compliance with the guidelines outlined above, the School
Business Administrator/Board Secretary will return the request to
the Board member to be revised in accordance with the guidelines
outlined above.

6. All travel requests must be approved by a majority of the full voting
membership of the Board at a Board meeting unless prior Board approval
is not required in accordance with provisions of N.J.LA.C. 6A:23A-7 and
Board Policy 6471.

B. Reimbursement of Travel Expenses

All approved travel expenses shall be reimbursed by the Board of Education in
accordance with the provisions of N.J.A.C. 6A:23A-7 and Board Policy 6471
implementing the following procedures:

L. The School Business Administrator/Board Secretary or designee shall
review all requests for travel expenditure reimbursement submitted for
expenses incurred in the course of school district business as to cost and
support documentation required by N.J.A.C. 6A:23A-7.
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2. The School Business Administrator/Board Secretary shall not approve or
issue payment of travel expenditures or reimbursement requests until all
required documentation and information has been submitted to support the
payment and shall not approve any travel expenditure that when added to
already approved travel expenditures would exceed the Board approved
maximum travel expenditure amount for the budget year.

3. The School Business Administrator/Board Secretary shall be responsible
for the adequacy of documentation of transactions processed by their staff
and the retention of that documentation to permit audits of their records.

4, An employee of the Board, a Board member, or organization, shall not
receive payment, cither partial or full, for travel and travel-related
expenses in advance of the travel pursuant to N.J.S.A, 18A:19-1 et
seq. The payment of travel and travel-related expenses shall be made
personally by a school district employee or Board member and reimbursed
at the conclusion of the travel event. This applies to travel related
purchases for which a purchase order is not applicable. This provision
does not preclude the district from paying the vendor directly with the
proper use of a purchase order (e.g., for registration, airline tickets, hotel).

5. All travel expense reimbursement payments to be made to a school staff
member or a Board member will be made to the staff member or Board
member in accordance with the district’s policy regarding payment of
claims.

6. All approvals for travel expenses by district staff and Board of Education
members must be submitted 1 month in advance of the event to ensure
time for the approval process and inclusion on a Board of Education

agenda.

Adopted: 12-December2616




