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1100 DISTRICT ORGANIZATION

The Board of Education directs the establishment and implementation of an organizational plan
for the management and control of school district operations. The plan will require the

identification and resolution of problems at appropriate organizational levels. All referenges to
school district administrators in policies or regulations shall be caustto mean thaf
administrator or his/her designee.

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

communications established by the district organizational plan. In general, a problem should be
identified and itsresolution attempted at the level most immediate to the préblemgin.
When a resolution cannot be found at that level, remedy may be sought through appfopriate
resolution and remediation procedures.

The Board expressly disapproves of any attemptxjmedite the resolution of a problem hy
disregard of the organizational plan and the appropriate processes. A staff tagreb@stent

disregard for the established management organization of this district in violation of this policy
will be considered aact of insubordination subject to discipline.

N.J.S.A. 18:111; 18A:2F4

Adopted:
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1110 ORGANIZATIONAL CHART

Board of Education

v

Superintendent

ADMINISTRATION
1110/page 1 of 1
Organizational Chart

v

v

v

v

y

y

; Director of
Assistant : )
Superintendent Assistant School Business Human Director of o
i Superintendent of | Administrator/ Resources and Special ®rvices Principals
of Curriculum Operations Board Secretar i
and Instruction Y Professional
Development
l ¢ A \ 4 l
Secretary Secretary Secretary Secretary
A 4
A 4 \ 4 + + + v
Director of . . . K
Campus Director " Director Supervisors Assistant
Elementary and | — . Director of p S
Conten{ Technology Monitors — of Tra';g;;;;ion of Food of Special P Principals
Supervisors Facilities Services Education
A
A 4 Network Assistant Secretaries Certified
> Engineers Business g L > ) > Faculty
Supervisor Administrator Mechanics
Secretaries * A 4 4
—» Mainterance M;e;fgers Child Study
. Business Team qnd No.n.'
H»|  Technicians Office Clerks H» Bus Drivers Therapists | || Certified
v Faculty
»{ Grounds Café
Workers
Student Lp| Secretaes | Y| Secretaes
g Information Secretary ¢
| Custodial Lp| Bus Aides
Web
—»|  Assistants

Adopted:




POLICY S0ARD OF EDUCATION

ADMINISTRATION
1120/page 1 of 1
Management Tean

1120 MANAGEMENT TEAM

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

enhances communicatiamong administrators and between the administration and the B;l
encourages a shared responsibility for educational policy decisions, and provides
equitable resolution of conflicts.

The Board directs the Superintendent to establish a managdeant that includes the

Superintendent and those administrative, supervisory, and support staff members W

oard,
or the

D

ho are

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

or recommendations regarding the employment gileyees.
The Superintendent shall institute a management team system that will provide a means f
1. Submitting recommendations to the Board on issues of educational policy;
2. Addressing the economic concerns and working conditions of managemen|
members, including their job descriptions, evaluation, salaries, fringe berj
promotions, assignments, and transfers;
3. The development of administrative procedures; and
4, The consideration of such additional and appropriate issues as may lifgedle

by the Superintendent or the management team.

N.J.S.A. 18A:111; 18A:2F4

Adopted:

team
efits,
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1130 STAFF LIAISON COMMITTEES

The Board of Education encourages the Superintendent to maaitese liaison with staff

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

members in developing administrative regulations and formulating recommendations for
consideration, and to detect and rgsgbtroblems as they may arise.

The Superintendent is authorized to establish such staff liaison committees as he/she m
necessary

Board

ny deem

No staff liaison committee can be delegated the authority to make decisions or take action that is
reserved to the &@ard or the Superintendent. Committee reports and recommendations may be

advisory only.

Adopted:
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1140 AFFIRMATIVE ACTION PROGRAM

The Board of Education shall adophd implement written educational equality and eqy
policies in accordance with the provisions of N.J.A.C. 6A:®Managing For Equality And
Equity In Education.

ty

The Boards affirmative action program shall recognize and value the diversity of persons an
groups within society and promote the acceptance isops of diverse backgrounds regardl¢ss

of race, creed, color, national origin, ancestry, age, marital status, affectional or sexual
orientation, gender, gender identity or expression, religion, ititgalor socioeconomic status|.
The affirmative action program will also promote equal educational opportunity and foster a
learning environment that is free from all forms of prejudice, discrimination, and harassment
based upon race, creed, color, naloorigin, ancestry, age, marital status, affectional or sexual
orientation, gender, gender identity or expression, religion, disability, or socioeconomic status in
the policies, programs, and practices of the Board of Education.

The Board shall inform #hschool community it serves of these policies in a mannerdinglu
but not limited to, the distri& customary methods of information dissemination. The Bogard

shall develop a Comprehensive Equity Plan once every three years, which shall ident|fy and
correct all discriminatory and inequitable educational and hiring policies, patterns, prograns, and
practices affecting its facilities, programs, students, and staff.

The Board shall assess the distEcheeds for achieving equality and equity in edunatid
programs based on an analysis of student performance data sublatamnal Assessment of
Educational Progress and State assessment resultKingergarten through grade twelve
promotion/retention data, RKindergarten through grade twelve competi rates; re
examination and revaluation of classification and placement of students in special edugation

programs if there is an over representation within certain groups; staffing practices; student
demographic and behavioral data; quality of prograta;cand stagholder satisfaction data priof
to developing the Comprehensive Equity Plan. The purpose of the needs assessment is to
identify and eliminate discriminatory practices and other barriers in achieving equality and

equity in educational programs

The Board shall annually designate a member of its staff as the Affirmative Action Officgr and
form an Affirmative Action Team, of whom the Affirmative Action Officer is a member| to

coordinate and implement the requirements of N.J.A.C. 6AManagingFor Equality And
Equity in Education. The Board shall assure that all stakeholders know who the Affirmative
Action Officer is and how to access him or her.
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The Affirmative Action Officer shallhave a New Jersey standard certification with |an
administrative, instructional, or educational services endorsement, pursuaNtJW.C.
6A:9B et seq The Affirmative Action Officer shall: coordinate the required professional
development trainindor certificated and nowertificated staff pursuant tN.J.A.C. 6A:71.6,
notify all students and employees of district grievance procedures for handling discrimipation
complaints; and ensure the district grievance procedures, which include investigative
responsibilities and reporting infoation, are followed.

The Affirmative Action Team shall: develop the Comprehensive Equity Plan pursuant to
N.J.A.C. 6A:71.4(c) oversee the implementation of the distsc€omprehensive Equity Pla
pursuant to N.J.AC. 6A:7-1.4(c) collaborate with the Affirmative Action Officer on
coordination of the required professional development training for certificated and|non
certificated staff pursuant td\N.J.A.C. 6A:7#1.6, monitor the implementation of th
Comprehensive Egty Plan; and conduct the annual district internal monitoring to ensure

continuing compliance with State and Federal statutes governing educational equality and| equity,
pursuant toN.J.A.C. 6A:71.4(d)

=)

Ur— (D

The Board shall provide professional developmemtitrg to all certificated and necertificated
school staff members on artimuing basis to identify and resolve problems associated with the

student achievement gap and other inequities arising from prejudice on the basis of race, creed,
color, nationalorigin, ancestry, age, marital status, affectional or sexuahtation, gender
gender identity or expression, religion, disability, or socioeconomic status. All new certificated
and nonrcertificated staff members shall be provided with professionaldpment training on
educational equality and equity issues within the first year of employment. Parents and other
community members shall be invited to participate in the psafeal development training.

The Commissioner or his/her designee shalVigie technical assistance to local school districts
for the development of policy guidelines, procedures, andarvice training for Affirmative
Action Officers so as to aid in the elimination of prejudice on the basis of race, creed,|color,
national orign, ancestry, age, marital status, affectional or sexual orientation, gender, gender
identity or expression, religion, disability, or socioeconomic status.

N.J.A.C. 6A:71.4; 6A:71.5; 6A: 1.6

Adopted:
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1210 BOARD-SUPERINTENDENT RELATIONS

The Board of Education believes that it is the primary duty of the Board to establish policies and
the primary duty of the Superintendent to implement and administer those policies.

The Superintend#, as Chief Administrative Officer of the school district, is the primary
professional advisor to the Board. Policy should not be adopted or revised without consuiltation
with the Superintendent.

The Superintendent is responsible for the developmengyggn, and operation of the schopl
program and facilities and will be given latitude to implement and administer polici¢s in
accordance with such standards as may have been set forth in the policies. The Superintendent
will discharge his/her respondiby in part through the establishment and promulgation| of
administrative regulations.

In evaluating the effectiveness of Board policy in meeting the goals of the district, the Boafd will
request the Superintendent to make appropriate inquiries, intEstgyand reports.

Adopted:
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=

1220 EMPLOYMENT OF CHIEF SCHOOL ADMINISTRATOR

The Board of Education vests the primary responsibility for the administratitimsoschool
district in a Superintendent of Schools and recognizes the appointment of a person to that office
is one of the most important functions this Board can perform. The Superintendent shall|have a
seat on the Board of Education and the rightgeak on matters at meetings of the Board

(pursuant to N.J.S.A. 18A:170.a or N.J.S.A. 18A:120.b), but shall have no vote.

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

The Board shaactively seek the best qualified and most capable candidate for the positjon of
Superintendent. The Board may use a consultant service to assist in the recruitment process.
Recruitment procedures may include, but are not limited to, the followingtiesti

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

2. Preparation of informative material describing the school district and its
educational goals and objectives;

3. Where feasible, the opportunity for applicantyiit the district;

4. Establish an interview process that encourages the candidate and the |Board
members to have a meaningful discussion of the school distmeteds and
expectations. The Board members shall review and discuss the caisd|date
credentals, qualifications, educational philosophy, and other qualities |and
expertise he/she can offer to the district;

5. Solicitation of applications from a wide geographical area; and
6. Strict compliance with law and Policy 1530 on equal employment oppigrtun
Qualifications

The candidate must possess or be eligible for a valid New Jersey administrative certificate
endorsed for school administrator or a provisional school adminigsatdorsement ir
accordance with N.J.A.C. 6A:9B2.4 et seq. and musjualify for employment following a
criminal history record check.

The candidate shall meet criteria established by the Board.
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Employment Contract

A person appointed Superintendentist enter an employment contract with the Board. [An
employment contract for the Superintendent of Schools shall be reviewed and approved by the
Executive County Superintendent in accordance with the provisions of N.J.A.C. 68:23kd
Policy 1620. Awy actions by the Executive County Superintendent undertaken pursuant to
N.J.A.C. 6A:23A3.1 may be appealed to the Commissioner pursuant to the procedures se¢t forth
in N.J.A.C. 6A:3.

The employment contract with the Superintendent must be approved wattoraed roll call
majority vote of the full membership of the Board at a public Board meeting.

In the event there is a Superintendent vacancy at the expiration of the existing contract, ¢nly the
Board seated at the time of the expiration of the currapeftenderds contract may appoin
and approve an employment contract for the next Superintendent.

In the event there is a Superintendent vacancy prior to the expiration of the existing contract, the
Board seated at the time the position becomes vagaptappoint and approve an employment
contract for the next Superintendent.

The contract for the Superintendent who does not acquire tenure, but who holds tenure during the
term of his/her employment contract will include: term of not less than threerrmore than
five years and expiring July 1; a beginning and ending date; the salary to be paid and benefits to
be received; a provision for termination of the contract by the Superintendent; an evaluation
process pursuant to N.J.S.A. 18A:20.3; and otheterms agreed to between the Board and |the
Superintendent.

During the term of the contract, the Superintendent shall not be dismissed or redugced in
compensation except for inefficiency, incapacity, conduct unbecoming a Superintendent, aqr other
just caus and only by the Commissioner of Education pursuant to the tenure hearing laws

At the conclusion of the term of the initial contract or of any subsequent contract, in accofdance
with N.J.S.A. 18A:1720.1, the Superintendent shall be deemed reappoimedariother
contracted term of the same duration as the previous contract unless either: the Board by
contract reapoints the Superintendent fod#dferent term which shall not be less than three nor
more than five years, in which event reappointmente#iter shall be deemed for the new tefm
unless a different term is again specified; or the Board notifies the Superintendent in writing the
Superintendent will not be reappointed at the end of the current term, in which event his/her
employment shall ceasat the expiration of that term. In the event the Board notifies| the
Superintendent he/she will not be reappointed, the notification shall be given prior fo the
expiration of the first or any subsequent contract by a length of time equal to thirtyodagsi
year in the term of the current contract.
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Pursuant to N.J.S.A. 18A:20.2a, the Board shall submit to the Commissioner for prior apgproval
an early termination of employmentragment that includes the payment of compensation as a
condition of separation. In accordance with N.J.S.A. 18&0.2a, compensation includes, but
is not limited to, salary, allowances, bonuses and stipends, payments of accumulated|sick or
vacation leae, contributions toward the costs of health, dental, life, and other types of insurance,
medical reimbursement plans, retirement plans, and akipdhor other form of remuneration.

An early termination of an employment agreement shall be limited ieritss and conditions ap
outlined in N.J.A.C. 6A:23/.2. The Commissioner shall evaluate such agreements in
accordance with the provisions of N.J.S.A. 18A200/2a and N.J.A.C. 6A:238.2 and has the
authority to disapprove the agreement. The agreerhatittse submitted to the Commissiongr
by the district by certified mail, return receipt requested. The determination shall be made|within
thirty days of the Commissiorisrreceipt of the agreement from the school district.

Disqualification

Any candidatés misstatement of fact material to qualifications for employment or |the
determination of salary will be considered by this Board to constitute grounds for dismissal.

Certificate Revocation
In accordance with N.J.A.C. 6A:232.1(e)(12), in the event theuperintendeid certificate is

revoked, the Superintendéntontract is null and void.

N.J.S.A. 18A:161; 18A:1%15; 18A:1720; 18A:1%20.1;
18A:17-20.2; 18A:1720.2a; 18A:1720.3
N.J.A.C. 6A:9B12.3; 6A:9B12.4; 6A:23A3.1; 6A:23A3.2

Adoptd:
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Title:
Qualifications
1.

2.

Reports to:
Supervises:

Job Goal:

Scope of Res

The management responsibilities of tBeperintendenshall extend to all activities of thg
district, to all phases of the educational program, to all aspects of the financial operation
parts of the physical plant, and to the conduct of such other duties as may be assigne(
Board The Superintendeninay delegate these duties together withrapriate authority, but

may not de

accountability.

ADMINISTRATION
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1230 SUPERINTENDENTS DUTIES

Superintendent

Valid New JerseySchool Administrator Certificate or eligibility
Central office, school administration and taaghexperience

Demonstrated success with curriculum, personnel management, school f
and strategic planning

Strong leadership and communication skills

Required criminal history background check g@ndof of U.S. citizenship or legal

resident alierstatus
Board of Education
Every district employee
To inspire, lead, guide, and direct every member of the administrg
instructional, and support services staff in setting and achieving the hi
stendard of excellence, so that each student enrolled in the distagt be

provided with an appropriate and effective education.

ponsibility

legate nor relinquish ultimate responsibility for results or any portio

nance

itive,
ghest

1%

to all
1 by the

n of
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A. Performance Responsibilities
1 Instructional Leadership:
a Maintains the quality of educational programs and services to students,

and improves programs and services where necesdangures that 3
system of thorough and efficient education, as defineStatelaw and
code, is available to all students.

b. Studies and reviews with staff all curriculum guides and courses of study
on a continuing basis. Recommends, foBoard adoption, curricula,
courses, textbooks and time schedules.

=]

C. Ensures implementation of @loardapproved curriculum and inclusio
of Stae-mandated programs and curriculum content standards.

d. Provides for curriculum articulation among grades and schools in the
district and (between) among constituent districts in a regional sghool
system or sendirgeceiving agreement.

e. Encourages sthto develop programs, services and projects which reflect
instructional diversity, alternatives and flexibility, while assuring |an
articulated, consistent education for all students.

f. Provides for an annual assessment of student needs and achievement.
Initiates program changes in light of this assessment.

0. Develops guidelines and direction for monitoring the effectiveness of
existing and new programs.

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

i Ensures tht the goals of the school system are adequately refleciel
educational program and operatiorsnnually by August 1, submits thg
district's schools' objectives to tl@unty Superintendentor review and
approval.

D
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2. Personnel Administration:

a

3. Financial Management:

a

ADMINISTRATION
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Directs and supervises the administrative staff and through them all

district staff.

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

district administrative staff inhe development and implementation
sound personnel practices.

Develops recruitment procedures to assure-gullified applicants for
professional and nonprofessional positionsParticipates in final
candidate interviews, as appropriate, and recomasi@ppointments o
all certified staff to théoard

of

Provides direction and serves as a resource for managgment

representatives in negotiating with employee bargaining u
Supervises administration of collective bargaining agreements.

Ensuresthat all staff is evaluated annually in accordance with law
established procedures. Recommends professional employees
contract renewal and/or tenure appointment.

hits.

and
for

Recommends and implements the district's professional develogment

plan.

Ensues that all staff receive inservice training required Sigte and
Federallaws and that appropriate documentation is maintained
central file.

Provides direction to and supervision of school business funct
Encourage development and implementation of sound busir
practices.

Initiates and supervises development of the annual budtyetvides for
staff input. Recommends budget and budget priorities Bward
approval.

Ensures that the district has lerapge financial and facility
improvement plansUpdates and implements plans annually.

n a

ons.
ess
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5.

Student Services:

a

School/Community Relations:

a
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Oversees school facility management to provide safe, efficient
attractive buildings, with strong emphasis preventative maintenang
and custodial care.

Searches continuously for alternatives in business management prg
to achieve sound economies.

Ensures funds are spent prudently by providing adequate contro
accounting of the district's famcial and physical resources.

Ensures that a system of free agpiate special education andtelated
services is available to atudens with educational disabilities.

Develops and oversees the delivery of the di&ricttervention and
referral services fostudens who are experiencing difficulties in the
classes and who have not been classified as in need of special educ

Confers annually with the administrator of each nonpublic school log
in the distict to plan for nursing services which may be made availg
pursuant to law and submits an annual written report toCiwenty
Superintendent

Develops and implements required policies and procedures related
reporting of allegations of childbase and neglect.

Promotes community support of the schodlsterprets district programs

and services, reports plans, events and activities of interest, and s
community opinions regarding school and educatisuds.

Presents the district's quality assurance report annually to the comni
by September 30 and submits a copy to @eeinty Superintendenby
October 30.

Identifies available community resources and linkages to social se
agencies that gyport education and healthy child development.

Develops strategies to promote parental involvement in their child
education and provides opportunities for pateacher interaction.

and

\ctices
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6. Superintendent Duties:

a.

ADMINISTRATION
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Maintains contact and good relations with local media.

Ensures that district interests will be represented in meetings
activities of municipal and other governmental agencies.

Represents the school system and its interests in comm
organizatios, activities and projects.

and

unity

Provides leadership in identification of priorities and assures that all

activities reflect thosBoardestablished priorities.

Prepares and recommends sharnd longrange plans foBoardappoval
and implements those plans when approved.

Attends all regular and special meetings of Board and participates in
a professional leadership rolBesignates an administrative staff membk
to serve in his/her absence, when appropriate.

Remmmends drafts of new policies or changes taBibard Establishes
guidelines and processes for monitoring implementationBoé&rd
policies.

Prepares, in conjunction with theBoard President, agendd
recommendations relative to all matters requiBogrdaction, ircluding
all facts, information, options and reports needed to assure info
decisions.Provides advice and counsel to B@ardon matters before it.

Anticipates potential problemsfRecommends policies or courses of st
action.

Keeps Board informed regarding development in other districts or
Stateand national levels that would be helpful to the district.

Ensures that all local, t&e and Federal standards for the health a
safety of students and staff are maintained thiadl required reports ar
maintained.

Fulfills all statutory obligations and implements the Education Law of
State of New Jersey and the Administrative Code ofNkb& Jersey
Department of Education.

er

'med

11%
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B. Authority of the Superintendent

1 The Chief School Administrator has full authority to implement the appropfiate
laws and administrative code of the State of New Jersey in accordandoarth
policies.

2. The Chief School Administrator kaauthority to make such other decisions op a
day-to-day basis as may be required for the efficient operation of the sc¢hool
system, consistent witBoardpolicies.

C. Accountability

The Chief School Administrator shall be accountable to the Board ofakoncfor
functioning in accordance with statutes, code &udrd policies, the Chief Schoo
Administrator's job description and mutuadlgreed upon annual performance standards.

D. Outside Professional Activities

The Boardexpects the Chief School Adnistrator to devote undiminished attention and
energy to district concerns. ThBoard recognizes, however, the Chief Schdol
Administrator's obligation to contribute to the profession and to public educariis.
Policy, therefore, does not prohibit thehi€f School Administrator with prior Board
approval from undertaking occasional professional work not in conflict with obligations
to the district, withBoardconsent.

E. Terms of Employment

14

Twelve month employee Appointed for a period of-3 years. Serves in accordance
with the terms of the contract between Baardand theSuperintendent Salary to be
determined by th8oard

F. Evaluation
Performance of this job will be evaluated annually in accordance with statute and the

Boards policy on evalation of theSuperintendent

N.J.S.A. 18A:7A11; 18A:1717; 18A:1718; 18A:1%20; 18A:1721;
18A:22-8.1; 18A:274.1; 18A:374
N.J.A.C. 6A:83.1; 6A:324.1; 6A:3212.2

Adopted:
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The purpose of the annual evaluation is to promote professional excellence and imprg
skills of the Superintendent, improve the quality of the education received by the students
schools, and provide a basis for tbgiew of the Superintendéntperformance.

This Policy and Regulation 1240 shall be developed by the Board of Education after consy
with the Superintendent and shall include, but not be limited to:

1.

There shall be an annual summary conference between the Board of Education, with a 1
of its total membership present, and the Superintendent which shall be held before the

ADMINISTRATION
1240/page 1 of 3
Evaluation of Superintenden
M

1240 EVALUATION OF SUPERINTENDENT

Determination of roles and responsibilities the implementation of the annug
evaluation policy and procedures;

Development of a job description and evaluation criteria based upon the Bo
Educatiords local goals, program objectives, policies, instructional priorities, S
goals, statudry requirements, and the functions, duties, and responsibilities g
Superintendent;

Specification of data collection and reporting methods appropriate to the
description;

Provisions for the preparation of an individual professional groatiu

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

plan shall be mutually developed by the Board of Education and
Superintendent; and

Preparation of an annual performance report by a majority of the full memybe
of the Board of Education and an annual summary conference between a m
of the total membership of the Board of Education and the Superintendent.

—

ve the
5 in the

iltation

=

ard of
btate
f the

> job

The
the

rs
ajority

najority
annual

performance report is filed. The conference shall be held in executive session, unl¢ss the

Superintendent requests that it be held in public. The conference shaleinaut not be limited
to, review of the following:

1.

Performance of the Superintendent based upon the Board approve
description;

i job
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2. Progress of the Superintendent in achieving andfplementing the schooL
districtds goals, program objectives, policies, instructional priorities, State gpals,
and statutory requirements; and

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

The annual performance report shia#é prepared by July 1 by a majority of the Board |of
Educatiords total membership and shall include, but not be limited to:

1. Performance area(s) of strength;

2. Performance area(s) needing improvement based upon the job description and
evaluation critda set forth in N.J.A.C. 6A:18.1(c)2;

3. Recommendations for professional growth and development;

4, A summary of indicators of student progress and growth, and a statement gf how
the indicators relate to the effectiveness of the overall program laad t
Superintendei@ performance; and

5. Provision for performance data not included in the report to be entered info the
record by the Superintendent within ten teaching staff member working dayg after
the repors completion.

The evaluation procedur®rf a nontenuredSuperintendent shall be completed by July 1 each
year.

Each newly appointed or elected Board of Education member shall complete a New |Jersey
School Boards Association training program on the evaluation of the Superintendent within six
morths of the commencement of his or her term of office pursuant to N.J.S.A. 180.3.b.

The rules in N.J.A.C. 6A:2Q.1 et seq. shall not override any conflicting provision(s) of a
collective bargaining agreement or other employment contracts entévdalyia school district
in effect on July 1, 2013. No collective bargaining agreement entered into after July 1| 2013
shall conflict with the educator evaluation system established pursuant to N.J.A.C.
6A:10-1.1 et seq. or any other specifitatute or regulation, nor shall topics subject to collective

bargaining involve matters of educational policy or managerial prerogatives.
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The Board of Education shall add to the Supendends personnel file all annual performance
reports and supporting data, including, but not limited to, indicators of student progress and
growth. All information contained in the annual performance reports and all informjtion
collected, compiled, andé maintained by employees of the Board of Education for the purposes
of conducting the educator evaluation process pursuant to N.J.A.C.-6A: ) seq. shall be
confidential. Such information shall not babject to public inspection or copying pursutm
the Open Public Records Act, N.J.S.A. 47:1Aet seq. Nothing contained in N.J.A.C.
6A:10-1.1 et seq. shall be construed to prohibit the New Jersey Department of Education from, at
its discretion, collecting evaluation data pursuant to N.J.98A:6123.e or distributing
aggregate statistics regarding evaluation data.

The Board President, or the Board Presidedesignee, shall oversee the annual evaluation of
the Superintendent. The Board of Education may hire a qualified consultarist@aasvise in
the evaluation process; however, the evaluation itself shall be the responsibility of the Board of
Education.

Policy and Regulation 1240 shall be distributed to the Superintendent upon adoption |by the
Board. Amendments to this Policy aReégulation shall be distributed within ten working days

after adoption.
The provisions of this Policy, Regulation, and N.J.A.C. 188.1 et seq. are the minimum
requirements for the evaluation of a Superintendent.

N.J.S.A. 18A:1720.3; 18A:6117 though 18A:6129
N.J.A.C. 6A:101.1 et seq.; 6A:1@.1 et seq.

Adopted:
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1260 INCAPACITY OF SUPERINTENDENT

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

—+

the full Board, and fix the compensation of an Acting Superintendent to serve whegn the
Superintendent is so incapacitated as to render him/her unable to perform the duties of the office

of Superintendent.

The Superintendent will be deed to be incapacitated when:

1. The Superintendent is absent on disability leave of a projected duratmme qf

hundred eighty daysr more; or

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

Board Policy No. 3161; or
3. The Superintendent has been suspended with pay; or

4. The Superintendent has been suspended without pay pending the resolu
tenure charges.

tion of

The Acting Superintendent shall discharge the duties of the office until the Superinténdent
returns, regns, or is removed from the position. The acts of the Acting Superintendent shall be

legal and binding as if done by the Superintendent. The Acting Superintendent shall not
tenure in the position of Superintendent.

N.J.S.A. 18A:161.1; 18A:1715

Adopted:

acquire
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1310 EMPLOYMENT OF SCHOOL BUSINES3DMINISTRATOR/
BOARD SECRETARY

The Board of Education shall appoint a qualified and capable pessfih & vacancy in the
position of School Business Administrator/Board Secretary. appointment shall be made
within a reasonable time after the occurrence of the vacancy and by the recorded roll call [vote of
a majority of the full Board. No person #hact as School Business Administrator/Bodrd
Secretary or perform the duties of a School Business Administrator/Board Secretdry, as

prescribed by the rules and regulations of the State Board of Education, unless he/she halds such
a certificate.

All candidates for the position of School Business Administrator/Board Secretary must produce
evidence of their training and/or experience in the fields of: economics; law; accounting;
organizational theory; management or administration; finance; and other iibdjii@ss as
outlined in the job description or required by the Board.

A candidate for the position of School Business Administrator/Board Secretary shall be
recommended to the Board by the Superintendent. The Board of Education will appoint a
suitable grson who holds the appropriate certificate as prescribed by the State Board of
Education. The appointment of the School Business Administrator/Board Secretary shall be
made by the Board, which shall also fix the compensation to be paid to the SchowsBysi

Administrator/Board Secretary.

Any candidatés misstatement of fact material to qualifications for employment or |the
determination of salary will be considered by this Board to constitute grounds for dismissal.

N.J.S.A. 18A:161; 18A:1#5; 18A:1%14.1 et seq.
N.J.A.C. 6A:9B12.7

Adopted:
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The School Business Administrator/Board Secretdrgll strive to achieve district goals fq
studens by providing leadership and supervision in the district program of fiscal managg
and in other assigned programs, and by acting as a proper model for stsfffiders both in
and outside the schooistrict.

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

Board Secretary:

A

o o o Do Do

Business Operation:

A

A

ADMINISTRATION
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1320 DUTIES OF SCHOOL BUSINESS ADMINISTRATOR/
BOARD SECRETARY

Attends all meetings of the Board.

Records all Board Action in the officiadinutesbook.

Prepares and distribute minutes, notieesl agenda of meetings.
Administers Oath of Office to all new Board members.

Prepares all materials, notices, etc. required for annual schoobetecti

Is the custodian of all securities, documents, title papers, and correspor
directed to the Board.

Coordinates and facilitates Finance and Infrastructlomrd of Education
committee neetings.

pr
ement

Board

dence

With the Superintendenprepares the annual school budget for presentation t¢ the

Board.

Is the general accountant of the Board and maintains a correct and de¢tailed
account of all financial transactions as prescribed by statute and policy of the

Board.
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A Is responsible for the maintenance and repair of school facilities and grounds.
A Generate all Substandard Room Applications and collect and review all Bullding

Checklists from Pringals for accuracy and complianceSubmit appropriate
forms to the Executive County Superintendent and arrange for inspections|when
necessary.

A Supervises the process of leasing the use of indoor and outdoor facilities gnd for
obtaining Board approval o such.

A Supervises a program for purchasing supplies and equipment and gentral
storage/stockroom.
A Is responsible for the administration of an efficient payroll systate pension

plan, and employee and health benefits program.

A Is responsibldor the business operation of Board's general account, school junch
program, and athletic account.

A Is responsible for all financial reports consisting of monthly bill list, Secretary's
report, appropriations and expenditure report, annual report loicall State and
Federal funds, transportatioand cafeteria reports.

A Is responsible for the preparation of all advertisements for bids and legal nptices
concerning the district.

A Supervises the district's insurance program.

A Works with other admiwstrators, architects, attorneys and financial advisors in
planning construction, contractingnd acquiring suitable financing.

A Provides all necessary information, reports, etc. to the auditor for annual auydit of
the district's operation.

A Sign all clecks, purchase orders, vouchersd legal contracts on behalf of the
Board.
A Prepares required grant applications and administer grants which are funded.
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Duties of School Business Administrator/

Board Screfary
A Prepaes and submit required State reports.
A Serves as Custodian of School Records consistent with the requirements
Open Public Records Acts and N.J.S.A. 44 ¥4 seq.
A Coordinates and facilitates all District Green Classroom Committee Meetings.
A Evaluates and completes Annual Performance Reviews for the confid

of the

ential

Secretary to the Business Administrator, the Director of Facilities and Operations,

the Director of Transportation, the CafeteBaector, and all Business Officg
staff.

A Performsother duties from time to time as directed by the Board of Education
Superintendent of Schools.

nY

”

and

The School Business Administrator/Board Secretary shall be directly responsible o the

Superintendent for the performance of his/her assigned duties smohseilities as Schoo
Business Administrator and to the Board for the performance of his/her legal duties as
Secretary.

Adopted:

I
Board
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1330 EVALUATION OF THE SCHOOL BUSINESS ADMINISTRATOR

The Superintendent will evaluate the performance of the School Business Administrator, tenured
or nontenured, in order to assist both the Board and the School Business Administratof in the
proper discharge of theresponsibilities and to provide the district with efficient and effective

services.

The evaluation of the School Business Administrator will consist of an assessment, py the
Superintendent, of the School Business Administéatperformance of the dutiepecified in
the job description approved by the Board. Reference will be made to the report of the auditor.
The Superintendent may, in his/her discretion, consult with staff members assigned to work with
the School Business Administrator.

The Board andhe Superintendent will annually establish procedures for the evaluation ¢f the

School Business Administrator. Such procedures may include, but need not be limited to, an
informal conference with the School Business Administrator for the purpose ofdisguy
his/her job performance, a written evaluation report to which the School Business Administrator
may add comments, and the establishment of a written plan for performance improvement and
growth. The School Business Administrator will be evaluatedhbySuperintendent no late
than April 30th.

=

Adopted:
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1331 EVALUATION OF THE BOARD SECRETARY

The Board of Education will evaluate the performance of the Board Seciretanyer to assist
both the Board and the Board Secretary in the proper discharge of their responsibilities| and to
provide the district with efficient and effective services.

The evaluation of the Board Secretary will consist of an assessment, by meimtiher8oard,
of the Board Secreta@y performance of the duties specified in the job description as they relate
to the function of Board Secretary approved by the Board. Reference will be made to the report
of the auditor. The Board may, in its disasai consult with staff members assigned to work
with the Board Secretary. If the Board Secretary also serves as School Business Adminjstrator,
the Superintendent of Schools shall evaluate the individual with regard to those duties and
responsibilities.

The Board will annually establish procedures for the evaluation of the Board Secretary.| Such
procedures may include, but need not be limited to, an informal Board conference with thg Board
Secretary for the purpose of discussing his/her job performanggiten evaluation report tg
which the Board Secretary may add comments, and the establishment of a written plan for
performance improvement and growth. The Board Secretary will be evaluated Bxyatttno
later than April 30th.

Adoptd:
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1350 INCAPACITY OF SCHOOL BUSINESS ADMINISTRATOR/
BOARD SECRETARY

The Board of Education will appoint, by the affirmative votes of a majority of the menobgr
the full Board, and fix the compensation of an Acting School Business Administrator/Board
Secretary to serve when the School Business Administrator/Board Secretary is so incapgcitated
as to render him/her unable to perform the duties of the officeSafool Business
Administrator/Board Secretary.

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

1. The School Business Administrator/Board Secretary is absent on disability |leave
of a projected duration ane hundred eighty daysr more; or

2. The School Business Administrator/Board Secretary is certified incapacitated by a
physician in accordance with Board Policy No. 3161; or

3. The School Business Administrator/Board Secretar