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Where Children Come First 
 
 
 

The Clinton Township School District, in partnership with the community, achieves excellence for each 
child by ensuring a meaningful and challenging educational experience in a supportive environment; 

developing life-long learners who are responsible and productive citizens. 
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INTRODUCTION 
 

 
The school’s most powerful moral influence 

is the way people treat each other. 
 

 

*Marvin Berkowitz 

 
 

WELCOME to the Clinton Township School District!  As a member of the larger school community, best wishes 
for success in your work, friendships, professional development, and personal satisfaction.   
 
GUIDELINES – This handbook provides employees with a general guide to the policies and practices of the 
district.  It is intended to be aligned with negotiated settlements, policies, and laws. It is not intended to create a 
contract between the CTSD and its employees, and it does not contain all the details of specific Board of 
Education policies, which can be found on the Clinton Township School District Website (www.ctsdnj.org). The 
district reserves the right to update this handbook at its discretion. The handbook does not supersede the 
negotiated contracts between the CTSD Board of Education and the CTAA or CTEA. 
 
 
GOVERNANCE – The Clinton Township Board of Education is a nine-member policy making body elected by the 
Clinton Township community.  The Board conducts business at regularly scheduled public meetings, which are 
typically held on the fourth Monday of every month. 
 

President: Maria Grant 

Vice President: Rachel McLaughlin 

Lana Brennan 
Mary Beth Brooks 

Dr. Jeffrey Foy 
Kevin Maloy 

Alissa Olawski 
Yehara Raddalgoda 

 

                                   
  

http://www.ctsdnj.org/
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ATTENDANCE & LEAVES 
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It is the supreme art of inspired teaching  

that awakens the joy of learning. 
                                                  *Albert Einstein 

 

 
Arrival/Departure – School personnel are asked to be in their buildings at the assigned times and at respective teaching 

stations by 7:40 a.m. (RVS/CTMS) and 8:40 a.m. (SRS/PMG), except for those on special duties.  

 

SRS: 8:30- 3:30 p.m. PMG: 8:30 - 3:30 p.m. RVS: 7:30 - 2:35 p.m. CTMS: 7:30 - 2:35 p.m. 

 

 
Attendance – The regular and prompt attendance of teaching staff members is an essential element in the efficient 
operation of the school district and the effective conduct of the educational program. Because absenteeism exacts a high 
cost in the depletion of district resources and in the disruption of the educational program, the Board of Education is vitally 
interested in the attendance of each employee and considers conscientious attendance an important criterion of satisfactory 
job performance. (See BOE Policy 3212.)   
 
If needing to be absent, please use the automated service, ABSENCE MANAGEMENT (formerly AESOP) for recording 
absences and finding substitutes - https://www.aesoponline.com/login2.asp?id=&serr=Your+session+has+expired%2E   
 
 
Attendance at Staff Meetings – Teachers are expected to attend scheduled meetings. Please reserve Wednesdays for 
after- school meetings and document attendance on the attendance sheet. Notify your principal in advance if you are not 
able to attend. 
 

Building Hours – Normal building hours are from 7:00 a.m. - 10:00 p.m. 

 
Emergency Situations - The Superintendent, or designee, will determine whether an emergency exists and whether the 
district will remain open.  Power failures, extreme weather, such as snow and ice, or other events may be classified as 
emergencies.  All responses to emergencies will be determined on an individual basis.   

 

 

Faculty Sign-In/Sign-Out - Personnel are to indicate their presence in the 
building by signing-in and out each day in the front office attendance book. 

 

 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3212%20Attendance%20Patterns.pdf
https://www.aesoponline.com/login2.asp?id=&serr=Your+session+has+expired%2E
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LEAVES 
 

Anticipated Disability – The Board of Education shall provide for leaves of absence, in accordance with law and the 
policies of this Board, for any employee of this district not covered by the terms of a negotiated agreement whose 
absence from duties will be required for a foreseeable event of disability such as childbirth or surgery. (See BOE Policy 
3435.) 
 
Family Leave – The Board will provide family leave in accordance with the Federal Family and Medical Leave Act (FMLA) 
and the New Jersey Family Leave Act (NJFLA). FMLA leave for eligible staff members shall be up to twelve weeks leave 
of absence in any twelve month period upon advance notice to the district for the birth of a son or daughter of the staff 
member and in order to care for such son or daughter; for the placement of a son or daughter with the staff member for 
adoption or foster care; in order to care for the spouse, son, daughter, or parent of the staff member if such spouse, son, 
daughter, or parent has a serious health condition; or for a serious health condition that makes the staff member unable 
to perform the functions of the position of such staff member.  NJFLA leave for teaching staff members shall be up to 
twelve weeks leave of absence in any 24-month period upon advance notice to the district so that a staff member may 
provide care made necessary by the birth of a child of the staff member, the placement of a child with the staff member 
in connection with adoption of such child by the staff member, and the serious health condition of a spouse, parent, or 
child. (See BOE Policy 3431.1.) 
 
Jury Duty - The Board of Education will indemnify any teaching staff member against loss of pay incurred by a call to 
jury duty.  No such employee will be penalized in any way for an absence caused by service on a panel of grand or petit 
jurors.  The time any such employee is absent on jury duty will not be charged against personal leave and will count as 
school district service. (See BOE Policy 3439.) 
 
Military Leave - The Board of Education recognizes that military service rendered by any district employee in the 
defense of the country or in maintaining preparedness for conflict, foreign or domestic, is a service benefiting all citizens.  
Any permanent or full-time officer and/or employee of the district will be provided military leave and related benefits 
pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C. Section 4301 et 
seq., P.L. 2001 Chapter 351 amending N.J.S.A. 38:23-1, N.J.S.A. 38A: 1-1 and N.J.S.A. 38A: 4-4. and any other applicable 
Federal and State laws. (See BOE Policy 3437.) 
 
Modified Duty Early Return to Work Program – Teaching Staff Members - New Jersey’s workers' compensation laws 
provide lost wages and pay medical expenses for an employee who sustains an injury as a result of an on-the-job 
accident, injury, or occupational disease.  Workers' compensation is designed to protect school district employees and 
their families against the hardships from injury arising in the workplace.  The Program is provided to staff members who 
have been injured on the job, but who are not permanently disabled.  The Program is intended to minimize the negative 
psychological impact to an injured staff member due to being out of work and to provide a transition and adjustment 
period for the injured staff member to return to work while recovering from an on-the-job injury. (See BOE Policy 3351.) 

 
Personal Leave - The Board of Education will provide compensated absence for reasons of personal necessity for 
teaching staff members not covered by the terms of a negotiated agreement or in an individual contract with the Board.  
The Board reserves the right to determine the reasons for which personal leave will be granted, the number of days that 
may be used in any one school year for personal leave, and the manner of proof of personal necessity. (See BOE Policy 
3436.) 
 
Sick Leave - The Board of Education shall grant sick leave, in accordance with law, to teaching staff members absent 
from work because of personal disability or quarantine.  Each steadily employed employee eligible for sick leave will be 
entitled annually to the number of paid sick leave days negotiated with the employee's majority representative or 
provided in this policy or in an individual contract with the Board. (See BOE Policy 3432.) 
 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3435AnticiptedDisability.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3435AnticiptedDisability.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3431.1%20Family%20and%20Medical%20Leave.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3439%20Jury%20Duty%20.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3437%20Military%20Leave.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3351%20Nondiscrimination-Affirmative%20Action.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/Policy/3000/Old/P3436.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/Policy/3000/Old/P3436.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/Policy/3000/Old/P3432.pdf
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Sick Leave Bank - A Sick Leave Bank has been established to provide compensable level coverage to bargain unit 
members who are absent for an extended period due to catastrophic illness or injury.  Benefits are only accessible to 
members who participate. The Sick Leave Bank shall be available only to those members who have exhausted all earned 
and accumulated leave time (e.g. vacation, sick, personal days) as recommended by the committee and approved by the 
Board 

  
Vacations –The Board of Education believes that the school district benefits when teaching staff members employed to 
work twelve months a year are given periodic relief from the responsibilities of their positions without loss of 
compensation. The Board reserves the right to determine the conditions under which vacation time may be taken when 
not otherwise covered by the terms of a negotiated agreement or in an individual contract with the Board. (See BOE 
Policy 3433)  

 
 

Lunch - School personnel may leave their respective buildings during their duty-free lunch periods without requesting 
permission, providing they sign out before leaving and sign-in upon returning. 

 
 

School Closings – Delays – Early Dismissals - If school is canceled or delayed, personnel will receive and alert via text 
message or phone call. 

 

 

Spruce Run School  

Kindergarten & Grade 1: 
 8:50 a.m. to 3:10 p.m. (regular hours) 

 
Preschool: (For planned early dismissal days, the sessions 
rotate): 

AM Session: 8:50 am - 11:20 p.m. 
PM Session: 12:40 pm - 3:10 p.m. 
 

Early Dismissals: 
Kindergarten & Grade 1: 12:50 p.m. 
*AM Preschool: 8:50 am - 11:20 a.m. 
*PM Preschool: 10:20 am - 12:50 p.m. 
*On Specified Days (see calendar for specific 
dates/times) 

 

 
Delayed Opening 

Kindergarten & Grade 1: 10:50 a.m. 
PM PK ONLY: 12:40 p.m. 
AM PK Session: Canceled 

 
Patrick McGaheran School:   

8:50 am to 3:10 pm (regular hours) 
*Early Dismissal - 12:50 pm   
Delayed Opening – 10:50 a.m. *On Specified Days 
 

Round Valley School & Clinton Township Middle 
School:  

7:55 a.m. - 2:20 p.m. (regular hours) 
*Early Dismissal - 11:55 am  
Delayed Opening - 9:55 am 
*On Specified Days 

 
School Holidays - The dates of school holidays are published in the CTEA Negotiations Agreement or the board approved 
school calendar. 
 
Vacation  

 
Faculty/Staff – Teaching faculty and staff are not eligible for vacation benefits, as faculty employment offers are for a 
designated period and the vacation periods consist of the summer months, as well as those periods that constitute the 
December holiday, spring break, and other school holidays.    
 
Administrative Staff – Please see the CTAA agreement for vacation day parameters.  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3433Vacations%20(1).pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3433Vacations%20(1).pdf
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BENEFITS & COMPENSATION 
 

When your values are clear to you,  
making decisions become easier. 

*Roy Disney 

 

COBRA – Under certain circumstances, medical/dental coverage may be continued after termination of employment.  In 
accordance with the Consolidated Omnibus Budget Reconciliation Act (COBRA), CTSD allows eligible former employees 
who were covered under the school’s medical or dental insurance plan immediately prior to the end of their employment to 
purchase temporary continuation of health insurance coverage.   COBRA coverage, if elected, will end 18 months after the 
date of termination, unless termination was due to gross misconduct or a reduction of work hours.  COBRA may be 
continued for up to 29 months of disability, or for up to 36 months due to death, divorce or legal separation, entitlement to 
Medicare, or dependent ineligibility.   
 
 
Direct Deposit – All payroll checks are direct deposit for payroll purposes.  
 
 
Flexible Benefit Program for Dependent Care and Health Care - CTSD provides a flexible benefit plan, which allows 
employees to have certain out-of-pocket health care and dependent care expenses paid with pre-tax dollars.  Information 
regarding the Flexible Benefit Program can be obtained from the Business Office. 
 
 
NJ Family Leave Insurance Program - Board of Education employees are eligible to apply for benefits under New Jersey’s 
Family Leave Insurance Program administered by the State of New Jersey – Department of Labor and Workforce 
Development.  New Jersey’s Family Leave Insurance Program (NJFLI) may provide up to six weeks of family leave insurance 
benefits payable to covered employees from either the New Jersey State Plan or an approved employer-provided private 
plan. (See BOE Policy 3431.1.) 
 
 
Pay Periods - Paychecks are distributed semi-monthly on the 15th and the last day of the month for the academic year.  If 
the 15th or the last day of the month falls on a weekend or holiday, employees will be paid on the preceding business day.    
 
 
Social Security - During working years, both the employee and the school contribute to a government fund to provide for 
future retirement benefits and health insurance under Social Security (FICA) and Medicare.  The employee contribution is 
deducted from each paycheck, and the school matches the contribution. 
 
Tuition Assistance – The Board of Education recognizes the importance of advanced educational experience, coursework, 
and degrees for employees.  The Board of Education may provide tuition assistance to an employee in accordance with 
contract provisions in a collective bargaining agreement, an individual employment contract, or as per any other 
employment agreement or contract approved by the Board.  
 
 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3431.1%20Family%20and%20Medical%20Leave.pdf
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In accordance with the provisions of N.J.S.A. 18A: 6-8.5, for the Board of Education to provide tuition assistance to an 
employee for coursework taken at an institution of higher education or additional compensation upon the acquisition of 
additional academic credits or completion of a degree program at an institution of higher education.  The institution shall be 
a duly authorized institution of higher education as defined in Section 3 of P.L.1986, c.87 (C.18A: 3-15.3). (See BOE Policy 
6472.) 
 
 
Unemployment Insurance - If an employee becomes unemployed or laid off due to no fault of his or her own, the employee 
may be eligible to receive unemployment compensation.   
 
 
Withholdings and Payroll Deductions - Payroll Deductions – The Board of Education shall, in accordance with law or 
employee authorization, make deductions from an employee's paycheck and remit the amounts deducted to the agent 
designated by the employee. Deductions will routinely be made as required for Federal income tax, social security and 
Medicare, New Jersey income tax, unemployment assistance, and other miscellaneous taxes, and by the New Jersey Division 
of Pensions. 
 
Every employee must fill out and sign an IRS Form W-4 on or before his or her first day of work.  This form must be 
completed in accordance with federal regulations.  An employee may fill out a new W-4 form at any time.  Every employee 
will receive an annual Wage and Tax Statement (W-2) for the preceding year on or before January 31st.  CTSD withholds 
amounts from an employee's paychecks to comply with federal, state, and local law.  Mandatory deductions will be made 
from every employee’s gross wages for items such as federal income tax, social security tax (FICA), and all applicable state 
and local taxes.    (See BOE Policy 6510) 
 
 
Worker's Compensation - Employees are protected by the Worker's Compensation law for any injury or illness that arises 
out of and in the course of employment.  Employees must report any injury or illness, no matter how minor, immediately to 
the Principal.  Delay in notification may result in denial of payment or income benefits.  

 
  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/6000%20-%20Finances/6472%20Tuition%20Assistance.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/6000%20-%20Finances/6472%20Tuition%20Assistance.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/6000%20-%20Finances/6510%20Payroll%20Authorization-Deductions.pdf
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CLASSROOM MATTERS - STUDENTS 
 
 

Every interaction a child has during the course of a day  
influences the adult that child will become. 

 
*JoAnn Deak, Ph.D. 

 

 

Accidents - Anytime a student or adult is injured, the office should be notified, as well as the nurse. Do not move the 

student or adult if the injury seems severe. Accident Report Forms are available in the Nurse’s Office and should be 

completed as promptly as possible. Send the student to the nurse if you have any doubt. Should a staff member be 

injured, it needs to be reported immediately.  

 
 
Anecdotal Records - Maintaining notes on student progress and problematic situations is essential. For documentation 
purposes, keep logs of parental conferences, phone conferences, e-mail correspondence, and informal dialogue with 
parents. (See Appendix for Parent Log form.) 
 
 

Announcements (Morning/Afternoon) - Students should be sitting quietly during morning announcements to learn 
about important messages about upcoming activities. If you have an announcement that you wish to be read, please give 
it to the secretary upon arrival at school. 
 
 
Attendance – Power School - Attendance is recorded electronically via PowerSchool.  
 
 
Attendance - Student 

· Attendance records are kept in the office. Teachers are to report absentees each morning via 

PowerSchool. In the event that the Internet is inaccessible, attendance should be sent down to the 

main office in the homeroom or teacher’s folder. 

· Students arriving late to school must report to the main office. Upon returning to the classroom, they 

should have a tardy slip. 

· When students are absent for two (2) consecutive days or more, they should bring a note from home explaining 

the absence. These notes should be sent to the office each day. 

· If a teacher has notification of student absences (vacation, illness, etc.), the main office must be informed 

immediately. 

· Teachers should make a reasonable effort to honor requests made in advance of a known absence. 

· Students who must leave school during the school hours must be signed out through the office. Please do not let 

parents and relatives take students from your classroom. Refer them to the office and they will call for the student. 

Do not allow a child to leave school with anyone during the school day without permission from the office. If 

parents or persons picking up a child come to your room or the playground area, please direct them to the office to 

sign that child out. 
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Classroom Management Plan - Classroom management is different than discipline. Effectively managing a  classroom 

is an essential part of maintaining student safety. An effective teacher manages a classroom. Classroom 

management deals with the procedures that you must establish at the beginning of the school year. Students must 

know how you want them to begin the day, pass in papers, sharpen their pencils, line up, etc. Procedures must be 

rehearsed over and over again until the students do them automatically. When this happens, a routine is established.  

 

Procedures should be visible in the classroom, at least until the procedure becomes routine. List step by step 

instructions so that the students can learn exactly what you expect of them. Teachers are to handle routine classroom 

management problems. Many problems are prevented through proactive management. Teachers are to formulate 

a classroom management plan with their students and provide a copy to the principal. Parents and students need 

to know your expectations. Make sure that your students and parents have a copy of the plan and you have 

evidence that they received it. When all alternatives in the classroom have been exhausted, the teacher should ask 

the principal for help. Before a child is sent to the office for constant misbehavior, classroom teachers should 

contact the parents informing them of any behavior concern. 

 

Minor discipline issues are best handled by the teacher. Please complete a discipline form and send it to the 

principal after the matter has been addressed. Serious behavioral incidents should be addressed to the office 

immediately. If a situation arises where a student needs to be removed from the classroom, call the principal for 

assistance. (See Appendix for form.) 

 

Discipline is not a group matter; an entire class should not be punished for the inappropriate choices of a few. Please 
remember to talk with a student individually and privately rather than in front of the entire class. Kindergarten 
through sixth

 
grade classroom teachers use Responsive Classroom to build a positive learning and social 

environment, and Responsive Classroom materials are located in the library. 

 

 

Classroom Responsibilities - Before leaving for the day, teachers are asked to make sure windows are closed and locked, 

classroom lights are turned off, computers are turned off, and the door is locked. 

 

 

Dismissal Procedures 

General Dismissal Procedures During the Day - Students wishing to leave school early should bring an excuse note from 
home stating the time and reason for the early dismissal. This must be sent to the office immediately upon arrival. The 
student will be issued a pass and will report to the office at the time designated on the note. 
 
 
Dismissal Procedures at the End of the Day 

 

SRS: Upon announcement over the public address system, students going to Work- Family Connection will 

be escorted to the back hallway. Students being picked up will also be escorted to the back hallway. Students 

taking the bus will be called by bus name and teachers will escort students to the busses. 

 

PMG: Upon announcement over the public address system, students going to Work- Family Connection will 

proceed to the cafeteria. Students being picked up will be dismissed to the gym. Students taking the bus will be 

called by bus name and should exit through the front doors. All students should use main hallway only. 

 

RVS & CTMS: Teachers should supervise hallways and ensure students leave promptly. Students will proceed to the 

buses or make their way to front hallways, for supervised dismissal if a parent is picking them up. (All Work-Family 

Connection students will report to the RVS cafeteria.) 
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Dress and Grooming – The Board of Education recognizes that each student’s mode of dress and grooming is a 
manifestation of the student's personal style and individual preferences.  The Board will not interfere with the right of 
students and their parent(s) or legal guardian(s) to make decisions regarding their appearance, except when their choices 
affect the educational program of the schools. The Board authorizes the Superintendent to enforce school regulations 
prohibiting student dress and grooming practices which: 
 

1. Present a hazard to the health or safety of the student to him/herself or to others in the school. 
2. Materially interfere with schoolwork, create disorder, or disrupt the educational program. 
3.  Cause excessive wear or damage to school property. 
4. Prevent the student from achieving his or her own educational objectives because of blocked vision or 

restricted movement. 
 
Students should wear clothing that is appropriate for their age and for school.  Students are expected to come to school 
wearing neat, appropriate and suitable attire that does not distract others and is not offensive.  Clothing that is appropriate 
for the beach, pool, or health club is not appropriate for school. (See BOE Policy 5511.) 
 
 
Hallways 

· Students entering the school should use designated entrances and hallways. 

· Students MUST sign out of all classrooms 

· ALL school personnel will help to monitor the behavior of ALL students including: keeping hands to self, walking 

(not running), staying to the right side of the hallway, remaining quiet to respect the learning of others and to 

promote safe and effective movement through the halls. 

 
 
RECESS ~ PROCEDURES AND PLAYGROUND RULES  

 

Outdoor Recess - Teachers need to be out to recess and at their assigned posts promptly. At the beginning of each 

school year, the school principal will develop teacher posts. 

 

Review playground rules with students:  

· Students are to walk to the playground area 

· Stay on playground unless given permission to leave 

· The school provides recess equipment, all items brought from home need to be 

pre-approved by a teacher prior to recess 

· Please respect inside classes by limiting excessive outside noise 

· No jumping off the swings ~ equipment 

· Students may sit on picnic table benches, not on top of the tables 

· Students need to conduct themselves in a sportsman-like manner 

 
 
Indoor Recess - Indoor recess procedures will be developed at the beginning of the school year with the building 
principal. A procedure for collecting students unable to go out to recess (medical excuses, cold weather exceptions) 
will also be established.  Teachers on duty may set consistent consequences, but those consequences should be 
consistent with the philosophy of the school and discipline code and reported to the principal. (See Appendix - Discipline 
form.) 
 
We use the ʻChildcare Weather Watchʼ guidelines for weather restrictions on taking students outside for recess. 

Please note that these temperatures include the heat index or wind chill. Personnel from each Main Office will inform 

everyone whether students will be going outside for recess. 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5511%20Dress%20and%20Grooming.pdf
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Restrooms –  Each building is to have a developmentally appropriate system of signing/checking out of classrooms and the 
lunchroom each time students leave. Adults should not use student restrooms; they must use faculty rest rooms only. 
 

Supervision of Students – For their safety, students should be supervised at all times, in the classroom, hallways, 
playground, and all areas of the school. It is against school policy for teachers to leave students unattended. K – 5 
staff members should walk students to and from the cafeteria, unified arts classes, and recess. The teacher who has 
physical control of a classroom has a duty to keep children safe and orderly. (See BOE Policy 8601) 
 
 
Students are never to be unattended. If an emergency should arise, notify a neighboring teacher and the main office 
so that someone can supervise students. Teachers should be in their doorways monitoring students during the time 
they enter the building and between classes, and there should be no loitering in the hallways between classes. 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/8000%20-%20Operations/8601%20Student%20Safety.pdf
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COMMUNICATING 
 

When we listen with the intent to understand others,  
rather than with the intent to reply, we begin true communication and 

relationship building. Opportunities to then speak openly  
and to be understood come much more naturally and easily. 

 
~Stephen Covey 

 
 

Classroom Websites - All staff are required to have an online Web presence on a district- sponsored platform. These 

sites should be kept current and parents should be made aware of how to access them. Topics may include 

information about the classroom, lessons, celebrations, special events, schedules, and other pertinent information. 

Websites should be reviewed and/or updated weekly to maintain current information. 

 

 

Communicating 

· Staff Newsletter - Each principal emails a “Staff Newsletter”, which gives a preview of the week and upcoming 

events. 

· Clinton Township Newsletter: Please send any articles you would like included in the newsletter to the 

building principal by the 8th of each month. All submissions will be sent on the 10th of each month. 

· Newspaper Articles (Hunterdon County Democrat, etc.): Any articles submitted for publication may only include 

student photographs if the parents have provided permission. Picture permission can be viewed on the general 

demographic page in PowerSchool. 

· Correspondence sent school-wide or to parents needs your principal’s or Superintendent’s approval.  

· Phone Calls - It is a district expectation that return telephone calls are made as promptly as possible. Parents 

should expect a response from a teacher within 24 hours or the next school day. 

· Personal electronic communication devices should not be utilized during instructional times per policy 3283. 

Emergency situations are understandable; however, on a daily basis, cellphone usage should be limited to non-

student time. 

· E-mails: All school related e-mail communications must be done through the CTSD e-mail system. 

 

 

Confidentiality - Treat all school documents (admit slips, roll books, discipline referrals, attendance and absentee sheets, 

report cards, etc.) as confidential. At no time should these be accessible to students. Remember to turn your 

computer off when you are not available to supervise it. It is unprofessional to disclose confidential 

information about your students. A teacher should avoid comments about individual students that convey private 

information, such as grades, medical conditions, parents, and learning or discipline problems.  
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DCC – District Communication Committee - The District Communication Committee is a building- based committee in 

each school that meets with the building principal, parent representatives, and staff representatives to discuss 

issues pertinent to the school. The group meets approximately once per month. The committee works collaboratively 

to review ideas generated by the team for discussion and possible action, propose solutions to problems identified by 

members of the team and, in general, act as a liaison to the school community and the school staff. Staff members serve 

a two-year term. 

 

 

Telephone System  

 

To make an Internal Call: 

· Pick up receiver and dial the 3-digit extension number.  

 
To make an Outgoing Call: 

· Dial “8” first then your number or refer to specific school 
procedures from the school secretary  

 
To transfer a Call to Another Phone: 

· While speaking on the line, press the Transfer button, then dial 

the appropriate extension and hang up. 
 

 
Timely Communication - Teachers are required to check their mailboxes and e-mails throughout the school day. (Prep time, 
lunch, o r  a t  t h e  end of t h e  school day). It is essential that action be taken on all correspondence in a timely 
matter, and important to meet the deadlines designated by the administrator. 

 

 

Voice Mail - The outside phone system (black/gray phones located in classrooms, faculty room, library, etc.) are used to 

access the Voice Mail System. Voice Mail numbers are assigned by the main office/Tech Department. Directions for 

setting up Voice Mail are in the building’s main office. Kindly check your voicemail at least two times per day. 
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CONDUCT & DISCIPLINE - STUDENTS 
 

 

There are three things in life that are important. 
The first is to be kind.  The second is to be kind.  

And the third is to be kind. 
*Henry James 

 

 

Discipline - It is expected that teachers will handle discipline issues in their respective classrooms and throughout the 

school building; however, there will be times when discipline referrals need to be made to the Main Office. Please 

refer to classroom management (Pg. 13) and Discipline form. (See BOE Policy 5600) 

 
 
Disruptive Students – The Board of Education believes that the students of this district are entitled to an education free 
from undue disruption.  Students who willfully disrupt the educational program shall be subject to the discipline procedures 
of this district.  Every reasonable effort shall be made to determine and remediate the cause or causes of a chronically 
disruptive student's unacceptable conduct. (See BOE Policy 5555.) 
 
 
Expectations for Student Conduct - The Board of Education believes that students should commit themselves to learning 
and to the development of their unique potential.  Students should know that their attitudes and acts affect both their own 
and their classmates’ learning and should accept responsibility for helping to create a positive school environment.  With the 
support and assistance of school staff members and parent(s) or legal guardian(s), all students can contribute to the 
effectiveness of the schools and the value of their education. The Board expects all students in this school district, 
commensurate with their age and ability to: 
 

1. Prepare mentally and physically for the process of learning; 

2. Respect the person, property, and intellectual and creative products of others; 

3. Take responsibility for one’s own behavior; 

4. Use time and other resources responsibly; 

5. Share responsibilities when working with others; 

6. Meet the requirements of each course of study; 

7. Monitor their own progress toward school objectives; and  

8. Communicate with parent(s) or legal guardian(s) and appropriate school staff members. 

 
The Superintendent shall, in consultation with staff members, parent(s) or legal guardian(s), and, where appropriate 
students, develop a statement of specific student behaviors that exemplify these expectations and shall publish both this 
policy and the statement of behaviors to all students, parent(s) or legal guardian(s), and professional staff members.  (See 
BOE Policy 5600) 

 
  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5600%20Conduct-%20Discipline.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5555%20Child%20StudyTeam%20-Disaffected.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5600%20Conduct-%20Discipline.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5600%20Conduct-%20Discipline.pdf
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HIB Procedures – Harassment, Intimidation, and Bullying - The Board of Education prohibits acts of harassment, 
intimidation, or bullying of a student. A safe and civil environment in school is necessary for students to learn and achieve 
high academic standards. Harassment, intimidation, or bullying, like other disruptive or violent behaviors, is conduct that 
disrupts both a student’s ability to learn and a school’s ability to educate its students in a safe and disciplined environment. 
Since students learn by example, school administrators, faculty, staff and volunteers should be commended for 
demonstrating appropriate behavior, treating others with civility and respect, and refusing to tolerate harassment, 
intimidation, or bullying.  (See BOE Policy 5512.) 

 

 
District Anti-Bullying Coordinator  

Mrs. Melissa Goad 

Spruce Run School 

27 Belvidere Ave., Clinton, NJ 08809 

908-735-7916 x 9209 

 mgoad@ctsdnj.org  

 
 
Anti-Bullying Specialist: Spruce Run School  

Mr. Alex Ruttenberg 

27 Belvidere Ave., Clinton, NJ 08809  

908-735-7916 x 9209 

aruttenberg@ctsdnj.org  

 
 
Anti-Bullying Specialist: Patrick McGaheran School  

Mrs. Carole Frey 

63 Allerton Rd., Lebanon, NJ 08833  

908-735-5151 x 9201 

cfrey@ctsdnj.org  

 
 
Anti-Bullying Specialists: Round Valley School  

Mr. Greg James, Mrs. Christina Giordano 

128 Cokesbury Rd., Lebanon, NJ 08833  

908-236-6341 x 9303 

gjames@ctsdnj.org   
cgiordano@ctsdnj.org  
 

 

Anti-Bullying Specialists: Clinton Township Middle School  

Mrs. Kerry Mueller and Mrs. Kendra Squindo 

34 Grayrock Rd., Clinton, NJ 08809  

908-238-9141 x 201 

kmueller@ctsdnj.org   
ksquindo@ctsdnj.org  
 
 
 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5512%20Harassment%20IntmidBullying.pdf
mailto:mgoad@ctsdnj.org
mailto:aruttenberg@ctsdnj.org
mailto:cfrey@ctsdnj.org
mailto:gjames@ctsd.k12.nj.us
mailto:cgiordano@ctsdnj.org
mailto:kmueller@ctsdnj.org
mailto:ksquindo@ctsdnj.org
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Plagiarism – Students are expected to be honest in all of their academic work.  This means that they will not engage in 
any of the following acts: 
 

1. Cheating on examinations, including but not limited to, the non-authorized use of books or notes, the 
use of crib sheets, copying from other students’ papers, exchanging information with other students 
orally, in writing, or by signals, obtaining copies of the examination illegally and other similar activities. 

 
2. Plagiarism is not permitted in term papers, themes, essays, reports, images, take-home examinations, 

and other academic work.  Plagiarism is defined as stealing or use without acknowledgment of the 
ideas, words, formulas, textual materials, on line services, computer programs, etc. of another person, 
or in any way presenting the work of another person as one’s own. 

 
3. Falsifications, including forging signatures, altering answers after they have been graded, the insertion 

of answers after the fact, the erasure of grader’s markings, and other acts that allow for falsely taking 
credit. (See BOE Policy 5600.) 

 
 
Student Grievance – The Board of Education believes that students are citizens who possess the right to request redress 
of grievances and that students should be encouraged to respect lawful procedures for the resolution of disputes.  
Accordingly, the Board will establish and observe procedures by which the grievances of students will be heard. (See BOE 
Policy 5710.) 
 
 
Student Code of Conduct - The Board of Education adopts this Student Discipline/Code of Conduct Policy to establish 
standards, policies, and procedures for positive student development and student behavioral expectations on school 
grounds and, as appropriate, for conduct away from school grounds.  Every student enrolled in this district shall observe 
promulgated rules and regulations and the discipline imposed for infraction of those rules. (See BOE Policy 5600.)  
 

 

Suspensions - There are times, although infrequent, where students may be suspended from school. As they are 

required to complete all assignments, teachers are asked to gather all assignments that the student is required to 

complete. 

 
The Board of Education recognizes that even the temporary exclusion of a student from the educational program of this 
district is a severe sanction and one that cannot be imposed without due process. (See BOE Policy 5610.) 
 

 
  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5600%20Conduct-%20Discipline.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5710%20Student%20Grievance%20Procedure.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5710%20Student%20Grievance%20Procedure.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5600%20Conduct-%20Discipline.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5610%20Suspensions%20Expulsions.pdf
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CURRICULUM CORNER 
 

 
Let no one ever come to you  

without leaving better and happier.  
 

* Mother Teresa 
 

 

Assemblies - Assemblies are a part of the curriculum designed to be educational, as well as 

entertaining experiences. They provide an opportunity in school for students to learn formal 

audience behavior. Regardless of the program, courtesy demands that the student body be 

respectful and appreciative. In live entertainment, unlike radio, television, or movies, the 

performers are very conscious of the audience. It is the individual teacher’s responsibility to instruct 

students that talking, whispering, whistling, stamping of feet and booing are discourteous. 

Teachers are to escort their individual classes to the assembly site. All teachers should be seated 

with their classes and help supervise all students. Teachers should check role at each assembly and 

upon returning to the classroom. Unified Arts teachers are responsible for the class attending the 

assembly if the assembly takes place during their scheduled time. 

 

 
Athletic Competition - The Board of Education recognizes the value of a program of athletic competition for both boys and 
girls as an integral part of the total school experience.  Game activities and practice sessions provide opportunities to learn 
the values of competition and good sportsmanship.  Programs of athletic competition, both intrascholastic and 
interscholastic, offer students the opportunity to exercise and test their athletic abilities in a context greater and more varied 
than that offered by the class or school or school district alone, and an opportunity for career and educational development. 
(See BOE Policy 2431.) 

 

Bilingual and ESL Education - The Board of Education will provide programs of bilingual education, English as a second 
language (ESL), and English language services for students of Limited English Proficiency (LEP) as required by law and rules 
of the State Board of Education.  Students of LEP are those students whose native language is other than English and who 
have sufficient difficulty speaking, reading, writing, or understanding the English language as measured by an English 
language proficiency test, so as to be denied the opportunity to learn successfully in the classrooms where the language of 
instruction is English. (See BOE Policy 2423.) 

 

Bulletin Boards - Educational bulletin boards reinforce learning (particularly for the visually inclined) and acknowledgement 

of student work.  They should be maintained within the classroom and hallways. Please change your bulletin board 

periodically, including student work. Classroom bulletin boards should be maintained with current, attractive, and 

instructional displays. 

 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2431Intramural%20Competition%20-%20IInterscholastice%20Competition.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2423%20Bilingual-ESL%20Education.pdf
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Co-Curricular / Extra-Curricular Activities - The Board believes that the educational goals and objectives of the district are 
best achieved by a diversity of learning experiences, some of which are more appropriately conducted outside the regular 
classroom program. The purpose of extracurricular activities shall be: 
 

A. To develop useful new capabilities in students that can lead to extension of career opportunities; 
B. To develop student initiative and provide for the exercise of responsibility; 
C. To develop leadership capabilities and good organizational skills; 
D. To aid students in the social skills; 
E. To enable students to explore a wider range of individual interests than might be available in the regular program. 

(See BOE Policy 2430.) 
 
 
Controversial Issues - Any discussion of controversial issues in the classroom shall be conducted in an unprejudiced and 
dispassionate manner designed to foster a spirit of inquiry.  Such discussion shall not: 
 

A. Disrupt the educational process; 
B. Fail to match the maturity level of the students; 
C. Be unrelated to the goals of the Board and the appropriate curriculum guide; and 
D. Present any one opinion as definitive. 

 
If teachers wish to supplement the course guide with material that may be of a controversial nature, i.e., subject to 
interpretation as obscene, profane, doctrinaire or inappropriate, each in relation to the maturity level of the class, they 
should review the material with the school Principal first.  In doubtful cases, the Superintendent may present the matter for 
Board consideration. In determining speakers to be invited for a class or school-wide program, the school Principal must 
consider whether: 
 

A. The speaker is controversial for any reason; 
B. The topic is controversial, or sensitive, or known to arouse strong community feelings; and 
C. The proposed speaker would gain an advantage by having a "captive" audience. (BOE Policy 2240.) 

 
 
Copyright Materials - Copyright materials, whether printed or not, will not be duplicated unless such reproduction meets 
“fair use” standards, or unless written permission from the copyright holder has been obtained. The board does not sanction 
illegal duplication in any form. Employees who choose to disregard district’s copyright position are in violation of board 
policy, and they do so at their own risk and assume all responsibility. (BOE Policy 2520.) 
 

 

Curriculum Content - The Board of Education will provide the instruction and services mandated by law and rules as 
necessary for the implementation of a thorough and efficient system of free public education and such other instruction and 
services as the Board deems appropriate for the thorough and efficient education of the students of this district.  The Board 
shall annually approve a list of all programs and courses that comprise the district's curriculum and shall approve any 
subsequent changes in the curriculum in accordance with Policy 2221.  
 
 
Daily Schedule – A classroom schedule should be posted in each classroom and submitted to each building 
principal. 
 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2430%20Extracurricular-CoCurricularActivities.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2240%20Controversial%20Issues.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2520%20Instructional%20Materials,Equip,Copyright.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2221%20Curriculum%20Adoption.pdf
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Field Trips - All off-campus field trips must be approved in advance by the principal and the Board of Education. Each grade 
level is encouraged to design a grade level field trip. The trip must be educational and tied to the curriculum. Trips should be 
taken in as large a group as possible. Staff can secure field trip request forms from the front office.  
A copy of the form should be submitted to the principal for approval at least two (2) weeks in advance. The Transportation 
Liaison will determine final availability of busses. Teachers should have a complete itinerary to be sent home with students 
with a permission form. No student may leave campus without a signed permission slip. A note signed by the parent will 
suffice as a permission slip as long as it has the date, parent signature and states that the parent gives permission for the 
child to go to the specified location. Any money collected for field trips must be handed in to the main office for deposit 
within 48 hours of collection. (See BOE Regulation 2340.) 
 
 
Report Cards - A main goal for each teacher is ensuring that each student masters the content for that grade by the end of 

the school year. Focus is on student learning, not on “covering” or “teaching” the content. With that in mind, it does not 

matter if students learn material the first time or a subsequent time. Students should be allowed to retake tests/revise 

assignments to increase their learning, and grade, when appropriate. (See BOE Regulation 2624.) 

 
Parent Portal - All grades and reporting will be completed through PowerGrade and available to parents through Parent 
Portal. Scores for all assignments and work, and for all subject areas and grade levels must be entered and available to 
parents within two weeks of due dates. Using an electronic reporting system necessitates that an accurate and complete 
recording of student progress be maintained electronically and can easily follow each student throughout the 
educational process. Grades will be available through parent portal to all parents starting with the first marking period. 
Detailed comments can be entered in PowerGrade and will replace parent conference forms. There is ample space for 
detailed, meaningful comments, so teachers can include all of the information from the conference sheets, and use that 
for parent conferences in November. Comments should indicate the student’s progress, not a synopsis of the class 
syllabus. 
 

 
Health Education - The Board of Education will provide a comprehensive health education program aligned with the New 
Jersey Student Learning Standards.  This program will be a coordinated sequential curriculum at all grade levels, with 
instructional units appropriate to the age, growth and development, and maturity of students. (See BOE Policy 2422.) 
 
 

Homework – The Clinton Township Board of Education believes that homework relevant to material presented in class 

provides an opportunity to broaden, deepen or reinforce the student's knowledge. Teachers must use discretion in deciding 

the number and length of assignments. The Board encourages the use of interrelated major homework assignments such as 

term papers, themes and creative art projects. Assignments shall be communicated orally and in writing, preferably on the 

teacher’s webpage/wiki sites. Students shall be expected to complete assignments. (See BOE Policy 2230.) 

 

 

Instructional Strategies - If you determine that an instructional strategy you used was ineffective, change it. If it was 

effective, please share it! Re-teach essential skills, share instructional strategies, and re-assess. Collaborating with colleagues 

helps each of us to grow. Grade levels meet together to discuss student performance on assessments and to plan 

interventions for those students who are not yet achieving as would be expected. 

 
 
Lesson Planning - Planning is an essential part of the instructional process, and staff members must 
write and submit weekly lesson plans via Oncourse Lesson Planner. Lesson plans should be 
consistent with the learning-focused pieces of a lesson and should contain essential questions, 
activities/activators/procedures, materials/resources, time, evaluation/ systematic review, and 
homework assignments, if applicable. (See BOE Policy 3270 and BOE Reg. 3270) 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2340%20Field%20Trips.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2624R%20Grading%20System.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2422%20Phys.Ed%20and%20Health-Dating%20violence.pdf
The%20Clinton%20Township%20Board%20of%20Education%20believes%20that%20homework%20relevant%20to%20material
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3270%20Lesson%20Plans.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3270R%20Lesson%20Plans.pdf
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Daily Lesson Plans - Lesson plans are constructed in the Oncourse Lesson Planner.  Lesson plans must follow an approved 
template in the system and GE plans are due every Mondays and the SE plans are due on Wednesdays to allow time for 
modifications. 

 
Inclusion Lesson Plans: These should also illustrate a synergy of effective collaborative partnerships. 

 
 
Live Animals in School - The Board of Education recognizes the appropriate use of live animals as instructional resources 
can enrich the educational program.  The observation and nurture of live animals can help children learn specific biological 
and behavioral principles and gain respect for all living things.  A staff member who uses live animals shall observe proper 
precautions for the safety of students and the animals.  The Principal or designee must approve a live animal being brought 
into the school building and the use of any animal in a course of instruction or the establishment of an animal habitat in a 
classroom. Any animal used in school must have been lawfully acquired in accordance with applicable State law and local 
ordinance.  An animal susceptible to rabies must have been vaccinated against rabies and proof of such vaccination must be 
included with the request to bring a live animal into the school submitted to the Principal or designee before a live animal is 
brought onto school grounds or into a school building.  No animal shall be permitted in any area of the school where a 
student who is allergic to the animal might be exposed to the animal.  (See BOE Policy 2560.) 

 
 
Physical Education - The Board of Education recognizes the value of physical activity in the development and maintenance 
of sound physical and mental health.  Accordingly, the Board directs the establishment, in accordance with law, and the New 
Jersey Student Learning Standards of a program of physical education and the enrollment therein of every student in 
attendance in the schools of this district, insofar as each is physically capable of participation.  Each course will provide 
students with a regimen of physical exercise and activity, assist students in the development of physical skills and 
achievements, encourage students in a spirit of sharing and cooperation, and instill in students a life-long appreciation for 
physical activity.  The successive courses of physical education will be so designed as to provide students with exposure to a 
variety of athletic and physical activities. (BOE Policy 2422) 
 
 
Religion in the Schools - The Board of Education recognizes that religious belief and disbelief are matters of personal 
conviction rather than governmental authority and the students of this district are protected by the First Amendment of the 
United States Constitution and by Article I, Paragraph 4 of the New Jersey State Constitution from the establishment of 
religion in the schools.  School officials will be neutral in their treatment of religion in the school district, showing neither 
favoritism toward nor hostility against religious expression.  Accordingly, devotional exercises will be permitted in this 
district.  The following activities will be permitted in the school district provided the activity is consistent with current United 
States Supreme Court decisions regarding the relationship between government and religion: prayer during instructional 
time; organized prayer groups and activities; religious expression and prayer in classroom assignments; student assemblies 
and extra-curricular events; prayer at graduation; baccalaureate ceremonies; devotional exercises; and other prayer and/or 
religion related activities.  The school district will not permit an activity if the activity advances or inhibits any particular 
religious expression that is protected by the First Amendment of the United States Constitution. (See BOE Policy 2270.) 
 
 
Special Education - School district officials and staff shall adhere to all regulations included in N.J.A.C. 6A: 14-1.1 et seq. and 
the special education regulation (BOE Regulation 2460.) 
 
 
Standards-Based Instruction - The school district shall implement a coherent curriculum for all students, including English 
language learners (ELLs), gifted and talented students, and students with disabilities, that is content-rich and aligned to the 
NJ Student Learning Standards.  The curriculum shall guide instruction to ensure every student masters the NJ Student 
Learning Standards. (See BOE Policy 2200.) 

https://app.oncoursesystems.com/account/login?ReturnUrl=%2f
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2560%20Live%20Animals%20in%20School.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2422%20Phys.Ed%20and%20Health-Dating%20violence.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2270%20Recognition%20of%20Religious%20Beliefs%20and%20Customs.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2460%20Special%20Education.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2200%20CurriculumDesign-Development.pdf
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Literacy and Math Support - The data from the NJ State Assessments and/or other standardized tests and assessments 

need to be recorded, analyzed, and used to drive instruction. Documentation of planning, instruction, and assessment 

needs to be kept throughout the academic year. For thorough planning and instruction, support teachers should 

collaborate with the classroom teachers. 

 

 

Make-Up Work - Please assist students in gathering any work missed due to absences. Missed work must be made 
up within a reasonable amount of time depending on the length and cause of the absence. A general rule, students should 
be allowed two days for each day they are absent. (See BOE Policy 2330) 

 

 
Student Use of Privately Owned Technology - The Board of Education recognizes that there are personal electronic 
devices that have educational applications, such as calculator, voice recorders, digital cameras, music listening devices.  
Multipurpose devices may now incorporate these and a wide range of other functions in smart phones and tablets.  
These devices also present significant challenges in terms of security, privacy, liability and integrity of testing.  In addition, 
the display and/or use of such devices can cause disruption to the educational process. Therefore, the display and/or use by 
students of personal educational devices – including phones, tablets, e-readers, music players, pagers and multifunction 
devices – shall be prohibited from the time student arrive at school until the end of the regular school.  At all times when use 
is not permitted such devices must be turned off and stored out of sight.  The District is not responsible for stolen, lost or 
damaged personal electronic devices. (See BOE Policy 2363.) 
 
 

Responsive Classroom – K-5 - The Responsive Classroom is an approach to elementary teaching that 

emphasizes social, emotional, and academic growth in a strong and safe school community. This is a 

program that has been adopted by the district and is used in grades K - 5. Ten approaches used, include: 

 

• Morning Meeting: Gathering as a whole class each morning to greet one another, share news, and plan for the day 

ahead. 

• Rule Creation: Helping students create classroom rules to ensure an environment that allows all class members to 

meet their learning goals. 

• Interactive Modeling: Teaching children to notice and internalize expected behaviors through a unique modeling 

technique 

• Positive Teacher Language: Using words and tone as a tool to promote children’s active learning, sense of community, 

and self-discipline. 

• Logical Consequences: Responding to misbehavior in a way that allows children to fix and learn from their mistakes 

while preserving their dignity. 

• Guided Discovery: Introducing classroom materials using a format that encourages independence, creativity, and 

responsibility. 

• Academic Choice: Increasing student learning by allowing students teacher-structured choices in their work. 

• Classroom Organization: Setting up the physical room in ways that encourage students’ independence, cooperation, 

and productivity. 

• Working with Families: Creating avenues for hearing parent’s insights and helping them understand the schools’ 

teaching approaches. 

• Collaborative Problem Solving: Using conferencing, role-playing, and other strategies to resolve problems with 

students. 

 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2330%20Homework-MakeUpWork.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2363%20Student%20Use%20of%20Privately%20Owned%20Technolog.pdf
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Substitute Plans – As a proactive measure, emergency substitute plans need to be completed and submitted in to 
the Main Office in early September. Upon returning to school, emergency sub plans or folders must be updated 
immediately.) These plans should include (See BOE Policy 3270): 
 

· Current and accurate class list and seating chart 

· Current and accurate school schedule including lunch/recess duty assignment  
· Classroom procedures and routines 
· Any pertinent medical information on students  
· Identify the location of sub plans in classroom 
· Identify location of materials and the teacher’s editions 

 

 

Technology - Technology resources are available in each building. Standard software packages include OS X, iLife, and 

iWork suites. Specific instruction on usage can be found on the Technology Wiki, In addition, users can contact the 

Technology Department by emailing: tech@ctsdnj.org.  All staff members will be issued logins and passwords to access the 

network and related services (email, Internet, etc.). Note that users are responsible for activity on their accounts and all 

staff must have a signed Acceptable Use Policy (AUP) on file. (See BOE Policy 2360.) 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3270%20Lesson%20Plans.pdf
http://wiki.ctsd.k12.nj.us/groups/wikitechnology.
mailto:tech@ctsdnj.org
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2360%20Internet%20Safety%20-%20Technology.pdf
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HEALTH MATTERS 
 
 

Fear less, hope more; eat less, chew more; whine less, breathe more;  
talk less, say more; love more, and all good things will be yours. 

 
                                                              *Swedish Proverb 

 
 

Administration of Medication - The Board disclaims any and all responsibility for the diagnosis and treatment of an illness of 
any student.  However, in order for many students with chronic health conditions and disabilities to remain in school, 
medication may have to be administered during school hours.  Parents are encouraged to administer medications to children 
at home whenever possible as medication should be administered in school only when necessary for the health and safety of 
students.  The Board will permit the administration of medication in school in accordance with applicable law. Medication 
will only be administered to students in school by the school physician, a certified or non-certified school nurse, a substitute 
school nurse employed by the district, the student’s parent, a student who is approved to self-administer in accordance with 
N.J.S.A. 18A: 40-12.3 and 12.4, and school employees who have been trained and designated by the certified school nurse to 
administer epinephrine in an emergency pursuant to N.J.S.A. 18A: 40-12.5 and 12.6. (See BOE Policy 5330). 

 

 
Diabetes Management – Diabetes is a serious chronic disease and must be managed twenty-four hours a day in order to 
avoid the potentially life-threatening short-term consequences of blood sugar levels that are either too high or too low and 
the serious long-term complications of high blood sugar levels.  In order to manage their diabetes, students must have access 
to the means to balance food, medications, and physical activity level while at school and at school-related activities. The 
parent or legal guardian of a student with diabetes who seeks diabetes care for the student while at school shall inform the 
school nurse who shall develop an individualized health care plan and an individualized emergency health care plan for the 
student.  The individualized health care plan and individualized emergency health care plan shall be updated by the school 
nurse prior to the beginning of each school year and as necessary in the event there is a change in the health status of the 
student. (See BOE Regulation 5310R.) 

 

 

Emergency Procedures for Athletic Practices and Competitions –  
1. All coaches, including assistant coaches, will be trained in first aid to include sports-related concussions and head 

injuries, the identification of injured and disabled student athletes, and any other first aid procedures required by 
statute, administrative code, or by the Superintendent. 

2. Athletic coaches are responsible at all times for the supervision of students to whom they have been assigned.  
Students shall not be left unattended at any time.   

3. Students who participate in athletic competition shall be trained in proper athletic procedures, in the proper use of 
athletic equipment, and in the proper use of protective equipment and clothing. 

4. Student athletes shall be required to report promptly to the athletic coach any injury or 
disability occurring to the student himself/herself or to another student. 

5. First aid supplies and equipment shall be readily available at all athletic activities and shall be 
maintained in proper condition. 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5330%20%20Administering%20Medicine.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5310.1R%20Use%20ofAEDs.pdf
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6. First aid and emergency medical procedures will utilize universal precautions in handling blood and body fluids as 
indicated in Policy and Regulation 7430 and Regulation 7430.1. 

7. Health personnel, including but not limited to, the athletic trainer, school/team physician, and ambulance/first aid 
squad may be present at athletic activities and events as determined by the Superintendent. (See BOE Regulation 
2431.) 

 

 

Eye Protection - Each student, staff member, and visitor exposed to a condition identified as hazardous to the eyes must 

wear an eye protective device appropriate to the activity and certified to meet the standards established by the State Board 

of Education, the American National Standard Practice for Occupational and Educational Eye and Face Protection, ANSI 

Z87.1-1979, and American National Standard Practice for the Safe Use of Lasers, ANSI Z136.1-1986 and the New Jersey 

Administrative Code.  The Board shall supply the eye protective device, except that the student, staff member, or visitor may 

wear personal eye wear that is appropriate to the activity and certified, in writing, by a licensed optician or other qualified 

licensed eye professional to meet or exceed those standards.  District owned eye protective devices, shall be inspected 

regularly by the appropriate staff member, and defective or poorly fitting devices shall be returned to the Principal for repair 

or discard.  Any shared eye protective devices shall be disinfected between uses by the method prescribed by the school 

medical inspector. Each classroom, shop, laboratory, and other area of the school in which students or staff members are 

exposed to caustic materials that can cause damage to the eyes shall be equipped with an emergency eye wash fountain in 

accordance with standards established by the Department of Education. (See BOE Policy 7432.) 

 

 

Health Office Procedures - It is the responsibility of the classroom teacher to speak with the school nurse at the beginning 

of the school year (or upon the arrival of a new student) to identify students in their classes with medical conditions 

such as asthma, diabetes, seizures, food allergies, etc. and to note any accommodations which must be made. 
 

Home Instruction Due to Health Condition - The Board of Education shall provide instructional services to an enrolled 
student whether a general education student in Kindergarten through grade twelve or special education student, age three 
to twenty-one, when the student is confined to the home or another out-of-school setting due to a temporary or chronic 
health condition or a need for treatment that precludes participation in their usual education setting, whether general 
education or special education. (See BOE Policy 2412.) 

 

Injured or Ill - If a child is too sick or injured to leave an area, call the health office and the nurse will come to you. Spruce Run 

School: Students in preschool should be accompanied by an adult. Students in grades K-1 should have a “Buddy” accompany 

them. (See BOE Policy 8441.) 
 
 
Management of Life-Threatening Allergies in Schools - The Board of Education recognizes students may have allergies to 
certain foods and other substances and may be at risk for anaphylaxis.  Anaphylaxis is a sudden, severe, serious, systemic 
allergic reaction that can involve various areas of the body (such as the skin, respiratory tract, gastrointestinal tract, and 
cardiovascular system).  Anaphylaxis is a serious allergic reaction that may be rapid in onset and may cause death.  Policy 
5331 has been developed in accordance with the Guidelines for the Management of Life-Threatening Food Allergies in 
Schools developed by the New Jersey Department of Education. (See BOE Policy 5331.) 
 

 

Medication - If a child brings medication to school, it must immediately be sent to the Health Office by an adult, if possible. 

Medication can only be administered by the school nurse or parent, not the classroom teacher. (See BOE Policy 5330.) 

 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2431R%20Emerg.%20ProceduresPrac-Compet.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2431R%20Emerg.%20ProceduresPrac-Compet.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/7000%20-%20Property/7432%20Employee%20Safety.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2412_HomeInstruction.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/8000%20-%20Operations/8441%20Accidents-Illness.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5331%20LifeThreateningAllergies.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5330%20%20Administering%20Medicine.pdf
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Prevention and Treatment of Concussions and Head Injuries - A concussion is a traumatic brain injury caused by a direct or 
indirect blow to the head or body.  In order to ensure the safety of students, it is imperative that students and parents are 
educated about the nature and treatment of concussions and other head injuries.  Allowing a student to return to school 
before recovering from a concussion increases the chance of a more serious brain injury.  
 

Every school district that participates in interscholastic athletics or cheerleading programs is required to adopt a policy 
concerning the prevention and treatment of sports-related concussions and other head injuries among student-athletes 
and cheerleaders in accordance with the provisions of N.J.S.A. 18A: 40-41.1 et seq.  
 
 For the purpose of this Policy, “interscholastic athletics” shall be kindergarten through 12th grade school-sponsored 
athletic programs where teams or individuals compete against teams or individuals from other schools or school 
districts. For the purpose of this Policy, “cheerleading program” shall be middle school sponsored cheerleading 
programs. (See BOE Policy 2431.4.) 

 
 
Student Suicide Prevention – The Board of Education recognizes that depression and self-destruction are problems of 
increasing severity among children and adolescents.  A student under severe stress cannot benefit fully from the educational 
program and may pose a threat to him or herself or others. The Board directs all school personnel to be alert to the student 
who exhibits behavioral warning signs of potential self-destruction or who threatens or attempts suicide.  Any such signs or 
the report of such signs from another student or staff member should be taken with the utmost seriousness and reported 
immediately to the Building Principal, who shall notify the student's parent(s) or legal guardian(s) and other professional 
staff members in accordance with administrative regulations. (See BOE Policy 5350). 
 
 
Screening for Dyslexia - In accordance with the provisions of N.J.S.A. 18A: 40-5.1 et seq., the Board of Education shall 
ensure each student enrolled in the school district who has exhibited one or more potential indicators of dyslexia or other 
reading disabilities is screened for dyslexia and other reading disabilities using a screening instrument selected pursuant to 
the provisions of N.J.S.A. 18A: 40-5.2.  This screening shall be administered no later than the student’s completion of the first 
semester of the second grade. (See BOE Policy 5339). 
 
 

Student Smoking - The Board prohibits smoking by students at any time in school buildings and on any school grounds, at 
events sponsored by the Board away from school, and on any transportation vehicle supplied by the Board. (See BOE Policy 
5530). 
 
 

Substance Abuse - The Board of Education recognizes that a student’s abuse of harmful substances seriously impedes that 
student’s education and threatens the welfare of the entire school community.  The Board is committed to the prevention of 
substance abuse and the rehabilitation of substance abusers by educational means, but will take the necessary and 
appropriate steps to protect the school community from harm and from exposure to harmful substances.  Accordingly, the 
Board will establish and maintain a comprehensive substance abuse intervention, prevention, and treatment referral 
program in the schools of this district. (See BOE Policy 5530). 
 

 

Substitute Planning - All teachers need to state medical information in sub plans for students in their class regarding any 

food allergies, current restrictions for PE/recess, etc. (See BOE Regulation 3270R.) 

 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2431.4%20Sports%20Related%20Concussions.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5350%20Suicide%20and%20Self-Destructive%20Behavior.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5339_Assessmnt_of_Individ.Needs_.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5530%20SubstanceAbuse.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5530%20SubstanceAbuse.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5530%20SubstanceAbuse.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3270R%20Lesson%20Plans.pdf
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Treatment of Asthma - The Board of Education recognizes the primary goal for children with asthma is to allow the child to 
live as normal a life as possible.  The child should be able to participate in normal childhood activities, experience exercise 
tolerance similar to peers, and attend school to grow intellectually and develop socially.  In accordance with N.J.A.C. 6A: 16-
2.1(a) 5, the Board adopts this Policy that includes procedures for the treatment of asthma in the school setting.  
 
Every school in the district shall have and maintain for the use of students at least one nebulizer in the office of the school 
nurse or a similar location.  Each school nurse in the district shall receive training in airway management and in the use of 
nebulizers and inhalers consistent with nationally recognized standards including, but not limited to, those of the National 
Institutes of Health and the American Academy of Allergy, Asthma and Immunology pursuant to N.J.S.A. 18A: 40-12.8(a).  
The school nurse, upon receiving this training, is authorized to administer asthma medication through the use of a nebulizer 
pursuant to N.J.S.A. 18A: 40-12.8(a). (See BOE Policy 5330). 
 

 
Use of Physical Restraint - The Board of Education strives to provide a safe, caring atmosphere that supports all learners in 
the least restrictive environment.  On occasion, during an emergency, a situation may arise making it necessary to 
temporarily restrain a student.  An emergency is defined as a situation in which the student’s behavior poses a threat of 
imminent, serious physical harm to the student or others or imminent, serious property destruction. (See BOE Policy 5561). 
  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5330%20%20Administering%20Medicine.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/Policy/5000/New%205000/5561%20Physical%20Restraint.pdf
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POLICIES 
 
 

Your real performance standards are not the  
behaviors you expect, but rather the behaviors you accept. 

 
                                                                                                   ~BJ Gallagher 

 
 
Academic Freedom - The curriculum adopted by the Board of Education is designed to address the educational goals 
established for this school district and to meet the needs of students.  The course guides describe the material to be covered 
in each course and, in general, the approach to be employed by the teaching staff member responsible for the course. The 
Board recognizes that some deviation from the course guide is necessary to the free exchange of ideas within the classroom.  
Exposure to a wide range of ideas encourages the spirit of inquiry that is essential to the learning process; the thorough 
examination of those ideas aids students in developing powers of reasoning and in acquiring habits of academic discipline. 
The Board directs that the discussion of any issue not specifically covered by the course guide be conducted in an 
unprejudiced and dispassionate manner.  The Board will not condone classroom discussion that is unrelated to the 
educational goals of this district or to the subject of the course of study, disrupts the educational process, does not match the 
maturity level of the students, neglects to inform students of various responsible points of view on the subject under 
discussion, or fails to take into account the sensibilities of the community. (See BOE Policy 3310.) 
 
 
Acceptable Use of Computer Network(s) / Computers and Resources by Teaching Staff Members - The Board recognizes 
that as telecommunications and other new technologies shift the manner in which information is accessed, communicated 
and transferred that those changes will alter the nature of teaching and learning. Access to telecommunications will allow 
teaching staff members to explore databases, libraries, Internet sites, bulletin boards and the like while exchanging 
information with individuals throughout the world. The Board supports access by teaching staff members to information 
sources but reserves the right to limit in-school use to materials appropriate to educational purposes.  
 
The Board also recognizes that telecommunications will allow teaching staff members access to information sources that 
have not been pre-screened using Board approved standards. The Board therefore adopts the following standards of 
conduct for the use of computer network(s) and declares unethical, unacceptable, inappropriate or illegal behavior as just 
cause for taking disciplinary action, limiting or revoking network access privileges, instituting legal action or taking any other 
appropriate action as deemed necessary.  
 
The Board provides access to computer network(s)/computers for administrative and educational purposes only. The Board 
retains the right to restrict or terminate teaching staff member’s access to the computer network(s)/computers at any time, 
for any reason. The Board retains the right to have the Superintendent or designee monitor network activity, in any form 
necessary, to maintain the integrity of the network(s) and ensure its proper use.  
 
Standards for Use of Computer Network(s) - Any individual engaging in the following actions declared unethical, 
unacceptable or illegal when using computer network(s)/computers shall be subject to discipline or legal action: 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3310%20Academic%20Freedom.pdf
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1. Using the computer network(s)/computers for illegal, inappropriate or obscene purposes, or in support of 

such activities. Illegal activities are defined as activities which violate Federal, State, local laws and 
regulations. Inappropriate activities are defined as those that violate the intended use of the network(s). 
Obscene activities shall be defined as a violation of generally accepted social standards for use of publicly 
owned and operated communication vehicles. 

2. Using the computer network(s)/computers to violate copyrights, institutional or third party copyrights, 
license agreements or other contracts. 

3.  Using the computer network(s) in a manner that: 
a.    Intentionally disrupts network traffic or crashes the network; 
b. Degrades or disrupts equipment or system performance; 
c. Uses the computing resources of the school district for commercial purposes, financial gain or fraud;  
d. Steals data or other intellectual property; 
e.   Gains or seeks unauthorized access to the files of others or vandalizes the data of another user; 
f. Gains or seeks unauthorized access to resources or entities; 
g. Forges electronic mail messages or uses an account owned by others; 
h. Invades privacy of others; 
i. Posts anonymous messages; 
j. Possesses any data which is a violation of this policy; and/or 
k. Engages in other activities that do not advance the educational purposes for which computer 

network(s)/computers are provided. 
 
Violations - Individuals violating this policy shall be subject to appropriate disciplinary actions as defined by Policy 3150, 
Discipline which includes but are not limited to: 

1. Use of the network(s)/computers only under direct supervision; 
2. Suspension of network privileges; 
3. Revocation of network privileges; 
4. Suspension of computer privileges; 
5. Revocation of computer privileges; 
6. Suspension; 
7. Dismissal; 
8. Legal action and prosecution by the authorities; and/or 
9. Any appropriate action that may be deemed necessary as determined by the Superintendent and approved 

by the Board of Education. (See BOE Policy 3283.) 
 
 
Affirmative Action Program for Employment and Contract Complaint Procedure - The purpose of this procedure is to give 
any district employee or candidate for district employment the opportunity to appeal an alleged violation of the district’s 
Affirmative Action Plan for employment and contract practices, in a plan formally adopted by the Board of Education and 
approved by the Commissioner.  
 
 
Alcoholic Beverages on School Premises - The knowing possession, without legal authority, or knowing consumption of 
any alcoholic beverage by any person on school premises is a disorderly person’s offense. The Board of Education prohibits 
the possession and consumption of an alcoholic beverage, without the express written permission of the Superintendent, by 
any person in any school building and on school property or at any school sponsored activity. (See BOE Policy 3218 
/Regulation 7510.)  
 
 
  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3150%20Discipline.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3283Electronic%20CommunicationbySchlStaff.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3218%20Employee%20Substance%20Abuse.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/7000%20-%20Property/7510R%20Use%20of%20School%20Facilities.pdf
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Assignment of Additional Duties - The professional responsibilities of teaching staff members include such extra duties as 
may be recommended by the Superintendent and assigned by the Board of Education. The Board will appoint teaching staff 
members to extra duty positions including, but not necessarily limited to, the positions of department chairperson, account 
treasurer, co-curricular activity advisor, athletic coach, monitor, and chaperone. A teaching staff member who requests 
appointment to an extra duty position may be given preference over other candidates for the position.  Wherever possible, 
the District will fill athletic coaching positions with physical education teachers. Any teaching staff member appointed to an 
extra duty position is expected to serve unless excused for extenuating circumstances.  A member's refusal to serve or 
resignation from extra duty service without permission may constitute an act of insubordination subject to discipline. (See 
BOE Policy 3134.) 
 
 
Automated External Defibrillators (AEDS) - The American Heart Association estimates many lives could be saved if 
defibrillators were more widely available.  Due to technological advances, automated external defibrillators (AEDs) may be 
used by laypersons without any training to provide defibrillation within the first minutes of cardiac arrest thereby increasing 
the victim’s chances of survival.   
 
In accordance with the N.J.S.A. 18A: 40-41.a, the Board of Education shall ensure every school in the school district has an 
AED as defined in N.J.S.A. 2A: 62A-24.  The AED shall be made available in an unlocked location on school property with an 
appropriate identifying sign.  The AED shall be accessible during the school day and any other time when a school-sponsored 
athletic event or team practice is taking place in which students of the school district are participating.  The AED shall be 
within reasonable proximity of the school athletic field or gymnasium, as applicable. (See BOE Policy 5310.1R.)  
 
 
Code of Ethics - The Board of Education endorses the code of ethics for professional educators published by the National 
Education Association: Preamble - The educator, believing in the worth and dignity of each human being, recognizes the 
supreme importance of the pursuit of truth, devotion to excellence, and the nature of democratic principles.  Essential to 
these goals is the protection of freedom to learn and to teach and the guarantee of equal educational opportunity for all.  
The educator accepts the responsibility to adhere to the highest ethical standards. The educator recognizes the magnitude 
of the responsibility inherent in the teaching process.  The desire for the respect and confidence of one's colleagues, of 
students, of parent(s) or legal guardian(s), and of the members of the community provides the incentive to attain and 
maintain the highest possible degree of ethical conduct.  The Code of Ethics of the Education Profession indicates the 
aspiration of all educators and provides standards by which to judge conduct. (See BOE Policy 3211.) 
 
 
Conflict of Interest – No teaching staff member of the Board of Education shall have any interest, financial or otherwise, 
direct or indirect, or engage in any business or transaction or professional activity which is in conflict with the proper 
discharge of the teaching staff member’s duties. No teaching staff member shall use or attempt to use his/her position to 
secure unwarranted privileges or advantages. No teaching staff member of the Board shall act in his/her official capacity in 
any matter wherein he/she has a direct or indirect personal financial interest. No teaching staff member of the Board shall 
accept any gift, favor, service or other thing of value under circumstances from which it might be reasonably inferred that 
such gift, service or other thing of value was given or offered for the purpose of influencing the teaching staff member in the 
discharge of his/her duties. The Board of Education discourages the presentation of gifts to teaching staff members by 
students and their parent(s) or legal guardian(s), because it may embarrass students with limited means and give the 
appearance of currying favor. The Board directs that teaching staff members instruct their students to express their 
appreciation by means other than gifts. Teaching staff members may receive gifts of only nominal value from students or 
their parent(s) or legal guardian(s). The Superintendent may approve an act or gift of appreciation to an individual teaching 
staff member when special circumstances warrant. (See BOE Policy 3214.) 
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3134%20Professional%20Responsibilities.pdf
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Consulting Outside the District - The Board of Education recognizes that teaching staff members will have expertise and 
knowledge in areas that other school districts, agencies, and other entities may desire.  Recognizing that the school district 
will request the expertise from teaching staff members from other school districts, agencies and other entities, the Board 
supports sharing of its teaching staff members with other school districts, agencies, and other entities to the extent it does 
not interfere with the efficient operation of the school district. The Superintendent may recommend to the Board a teaching 
staff member’s attendance in another school district, agency or other entity without additional remuneration to the 
teaching staff member or school district, upon a written request from the agency or from the teaching staff member. The 
Board of Education recognizes teaching staff members will have expertise and knowledge in areas that other school 
districts, public and private agencies, and private business organizations may desire to compensate as a paid consultant.  
When a teaching staff member serves as a paid consultant, the teaching staff member is not permitted to use normal work 
hours for any paid consulting activities.  The teaching staff member must complete any paid consulting activities on their 
own time to include vacation days, evenings, weekends, and/or school holidays. (See BOE Policy 3211.3.) 
 
 
Dress and Grooming - The Board of Education believes that the appearance and dress of 
teaching staff members is an important component of the educational program of this 
school district.  The attitude of teaching staff members about their professional 
responsibilities and the importance of education in the lives of their students are reflected in 
their dress and appearance.  Accordingly, in order to create an atmosphere of respect for 
teachers and an environment conducive to discipline and learning, the Board establishes the 
following rules for the dress of teaching staff members in the performance of their 
professional duties: 
 

1. The clothing and appearance of all teaching staff members shall be clean and neat; 
2. No clothing may be worn that constitutes a danger to health or safety to the wearer or to others, and no 

clothing may be worn that interferes with the instructional program; 
3. A teaching staff member may request a waiver of this dress code for the performance of particular duties; 

such waivers may be granted by the Building Principal or designee; 
4. Dress in a manner reflecting his/her assignment; and 
5. The Building Principal or the teaching staff member's supervisor, as appropriate, shall determine whether a 

violation of this dress code has occurred and shall discuss the violation with the teaching staff member 
concerned.  Where a single violation so warrants or violations recur, the Principal or supervisor may enter a 
reprimand in the teaching staff member's file and may recommend more stringent disciplinary measures. 
(See BOE Policy 3216.) 

 
 
Drug Free Workplace - The Board of Education prohibits the unlawful manufacture, distribution, dispensing, possession or 
use of any controlled dangerous substance by any person in any school building, on school grounds, or during any activity or 
event sponsored by the Board. (See BOE Policy 3218.) 
 
 
Electronic Communications Between Teaching Staff Members and Students – The Board of Education recognizes 
electronic communications and the use of social media outlets create new options for extending and enhancing the 
educational program of the school district.  Electronic communications and the use of social media can help students and 
teaching staff members communicate regarding:  questions during non-school hours regarding homework or other 
assignments; scheduling issues for school-related co-curricular and interscholastic athletic activities; school work to be 
completed during a student’s extended absence; distance learning opportunities; and other professional communications 
that can enhance teaching and learning opportunities between teaching staff members and students.  However, the Board of 
Education recognizes teaching staff members can be vulnerable in electronic communications with students.  (See BOE 
Policy 3283.) 
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Equal Employment Opportunity Complaint Procedure - The purpose of this procedure is to give any district employee or 
candidate for employment the opportunity to appeal an alleged denial of equal employment opportunity in violation of State 
statutes and administrative codes, and Federal laws and Policy 1530, guaranteeing “equal access to all categories of 
employment without regard to the candidate’s race, color, creed, religion, national origin, ancestry, age, marital status, 
affectional or sexual orientation, gender, socioeconomic status, or disability.”  
 
 
EVALUATION 
 

Evaluation of Administrators - The Board of Education recognizes that the continuing evaluation of administrators is 
essential to the achievement of the educational goals of this district.  In order to ensure the greatest benefit to the 
district of a program of administrator evaluation, the Board shall provide adequate resources for supervision and 
professional development, time for the proper conduct of evaluations, and time for in-service training to encourage 
improvement in job performance. (See BOE Policy 3223.) 
 
 
Evaluation of Principals, Vice Principals, and Supervisors – The Board of Education recognizes the importance of 
Principal, Vice Principal, and Assistant Principal effectiveness to further the development of a professional corps of 
educators and to increase student achievement.  The Board of Education adopts Policy and Regulation 3224 for the 
evaluation of Principals, Vice Principals, and Assistant Principals consistent with the Teacher Effectiveness and 
Accountability for the Children of New Jersey Act (TEACHNJ) and the Achieve NJ administrative codes.  This Policy and 
Regulation provides the provisions and requirements for Principal, Vice Principal, and Assistant Principal evaluations 
consistent with TEACHNJ and Achieve NJ. (See BOE Policy 3224.) 
 
 
Evaluation of Teachers - The Board of Education recognizes the importance of teacher effectiveness to further the 
development of a professional corps of educators and to increase student achievement.  The Board of Education adopts 
Policy and Regulation 3221 for the evaluation of teachers consistent with the Teacher Effectiveness and Accountability 
for the Children of New Jersey Act (TEACHNJ) and the Achieve NJ administrative codes.  This Policy and Regulation 
provides the provisions and requirements for teacher evaluations consistent with TEACHNJ and Achieve NJ.  (See BOE 
Policy 3221.) 
 
 
Evaluation of Teaching Staff Members, Excluding Teachers and Administrators - The Board of Education recognizes 
the importance of teaching staff member effectiveness to further the development of a professional corps of educators 
and to increase student achievement.  The Board of Education adopts Policy and Regulation 3222 for the evaluation of 
teaching staff members consistent with the Teacher Effectiveness and Accountability for the Children of New Jersey Act 
(TEACHNJ) and the Achieve NJ administrative codes.  This Policy and Regulation provides the provisions and 
requirements for teaching staff member evaluations consistent with TEACHNJ and Achieve NJ.  (See BOE Policy 3221.) 

 
 
Grievance – The Board of Education shall develop and practice reasonable and effective means for the resolution of disputes 
that may arise in the employment of teaching staff members not covered by the terms of a negotiated agreement. The 
Board directs that any grievance not provided for by negotiated agreement be resolved by submission to the following 
grievance procedure, which is designed to promote proper and equitable settlement of grievances at the lowest appropriate 
level and to facilitate an orderly process for the resolution of grievances.  
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For the purposes of this policy, "grievance" means an unresolved problem concerning the application or interpretation by an 
officer or employee of this district of law, regulations of the State Board of Education, the bylaws or policies of the Board, or 
the administrative regulations of the Superintendent; "grievant" is a district employee who alleges a grievance or the 
employee's representative; "party" means the grievant or any person named in the grievance as allegedly having violated a 
law, bylaw, policy, or regulation; and "day" means a school day. (See BOE Policy 3340.) 
 
 
Healthy Workplace Environment –The Board of Education recognizes a healthy workplace environment enables school 
district administrative and teaching staff members to fully contribute their expertise and skills to their school district 
responsibilities.  A healthy workplace environment can improve productivity, reduce absenteeism, and reduce staff turnover 
while having a positive impact on the school district’s programs provided to students in the school district.  
 
A significant characteristic of a healthy workplace environment is that employees interact with each other with dignity and 
respect regardless of an employee’s work assignment or position in the school district.  Repeated malicious conduct of an 
employee or group of employees directed toward another employee or group of employees in the workplace that a 
reasonable person would find hostile or offensive is unacceptable and is not conducive to establishing or maintaining a 
healthy workplace environment.  This unacceptable conduct may include, but is not limited to, repeated infliction of verbal 
abuse such as the use of derogatory remarks; insults; verbal or physical conduct that a reasonable person would find 
threatening, intimidating, or humiliating; or the gratuitous sabotage or undermining of a person’s work performance.  A 
single act of such conduct shall not constitute the unacceptable conduct prohibited by this policy unless it is especially severe 
and egregious.  
 
Unacceptable conduct, for the purposes of this policy, is not conduct toward an employee of a protected class or because of 
the employee’s protected activity.  These employees and activities are afforded the legal protections under various Federal 
and State anti-discrimination laws.  In addition, unacceptable conduct for the purposes of this policy shall not be confused 
with conduct of management employees exercising management rights including, but not limited to, assigning tasks, 
reprimanding, assigning discipline, or directing.  
 
Employees who believe the conduct prohibited by this policy has been directed toward them or to another employee of the 
school district shall submit a written report to the Superintendent of Schools.  The written report shall provide specific details 
supporting the claim including, but not limited to, the specific conduct; the names of witnesses (if any) who may have 
observed such conduct; dates or times when such conduct occurred; and any other information the person(s) making the 
report believes will be informative and helpful to an investigation of the allegations.   
 
Upon receipt of a report, the Superintendent or designee will conduct an investigation and upon completion of the 
investigation will inform the person(s) who made the report such an investigation was completed.  The amount of 
investigation information shared with the person(s) making the report will be at the discretion of the Superintendent or 
designee and may vary depending on whether the conduct reported was directed to the person(s) making the report, 
confidential personnel matters, and/or other issues as determined by the Superintendent or designee. If the investigation 
determines conduct prohibited by this policy has taken place, the Superintendent or designee will meet with the offender(s) 
and the victim(s) to review the investigation results and to implement remedial measures to ensure such conduct does not 
continue or reoccur.  Appropriate disciplinary action may be taken depending on the severity of conduct. There shall be no 
reprisals or retaliation against any person(s) who reports conduct prohibited by this policy. (See BOE Policy 3351.)  
 
 
Highly Qualified Teachers – The Every Student Succeeds Act (ESSA), which replaces No Child Left Behind Act (NCLB) 
requires all teachers be or become highly qualified in the core academic content area(s) they teach in accordance with the 
United States Department of Education and the New Jersey Department of Education highly qualified teacher requirements.  
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Inappropriate Staff Conduct – The Board of Education recognizes its responsibility to protect the health, safety and welfare 
of all students within this school district.  Furthermore, the Board recognizes there exists a professional responsibility for all 
school staff to protect a student’s health, safety and welfare.  The Board strongly believes that school staff members have 
the public’s trust and confidence to protect the well-being of all students attending the school district. In support of this 
Board’s strong commitment to the public’s trust and confidence of school staff, the Board of Education holds all school staff  
to the highest level of professional responsibility in their conduct with all students.  Inappropriate conduct and conduct 
unbecoming a school staff member will not be tolerated in this school district. (See BOE Policy 3211.) 
 
 
In-service Training – The District believes that the continuing improvement of the professional skills of teaching staff 
members is essential to the provision of a thorough and efficient system of education.  The District accepts the responsibility 
for providing training for staff members in order to encourage and foster their professional growth and improve the 
instructional and support services of this district.  Staff training shall include district-wide and school-wide programs, as well 
as individual personal improvement programs. 
 
 
Liability for Student Welfare – Teaching staff members are responsible for supervision of students and must discharge that 
responsibility with the highest levels of care and prudent conduct.  All teaching staff members of this district shall be 
governed by the following rules in order to protect the well-being of students and to avoid any assignment of liability to this 
Board of Education or to a staff member personally in the event a student is injured. The Superintendent shall prepare such 
regulations as may be required to enforce the following rules: 
 

1. Each teaching staff member must maintain a standard of care for supervision, control, and protection of 
students commensurate with the member's assigned duties and responsibilities; 

2. A teaching staff member should not voluntarily assume responsibility for duties he/she cannot reasonably 
perform. Such assumed responsibilities carry the same potential for liability, as do assigned responsibilities; 

3. A teaching staff member must provide proper instruction in safety wherever course guides so provide; 
4. A teaching staff member must report immediately to the Building Principal any accident or safety hazard 

the member detects; 
5. A teaching staff member must not send students on personal errands; 
6. A teaching staff member must never transport students in a personal vehicle without the approval of the 

Building Principal; 
7. A teaching staff member must not require a student to perform tasks that may be detrimental to the health 

or well-being of the student or other students; 
8. A teaching staff member will refrain from the use of personal furnishings and equipment in the classroom 

without the express permission of the Principal; 
9. A teaching staff member must immediately report any instance of substance abuse, violence, vandalism, 

accidents, or suspected child abuse in accordance with Policy Nos. 8441, 5612, and 8462. (BOE Policy 3211) 
 
 
Outside Activities - The Board of Education recognizes that teaching staff members enjoy a private life outside their job 
responsibilities in the school district. The Board believes the role of the teaching profession is such that teachers exert a 
continuing influence away from the school district. Accordingly, the Board reserves the right to determine if activities outside 
the teaching staff member’s job responsibilities interfere with his/her professional performance. (See BOE Policy 3211.3.) 
 
Outside Employment as an Athletic Coach - The Board of Education will permit, in accordance with this Policy; staff 
members of this school district to serve as an athletic coach in another school district providing the responsibilities in the 
other district do not interfere with the performance of the staff member’s professional responsibilities in this district.  
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A staff member who wishes to accept employment as an athletic coach in another school district must request and receive 
permission to do so from the Superintendent of this district if the staff member may need to request any special 
accommodation(s) from this school district to fulfill their coaching responsibilities in another school district.   
 
A special accommodation may be consideration for a requested duty assignment(s), a temporary work schedule adjustment 
and/or other considerations.  A special accommodation will not be considered if it would violate any provisions of any 
collective bargaining agreement within the district.  The staff member’s request to the Superintendent must be in writing 
and must indicate with specificity the accommodation(s) that may be required.  The Superintendent, in consultation with the 
staff member’s Building Principal and/or immediate supervisor, will evaluate each request on a case-by-case basis. (BOE 
Policy 3211.3) 
 
 
Physical Examination - The Board of Education requires each newly employed teaching staff member undergo a physical 
examination.  The physical examination shall include, but is not limited to, a health history to include past serious illnesses 
and injuries; current health problems; allergies; and a record of immunizations.  The physical examination shall also include a 
health screening to include height and weight; blood pressure; pulse and respiratory rate; vision screening; hearing 
screening; and Mantoux test for tuberculosis. A teaching staff member may provide health status information, including 
medications, which may be of value to medical personnel in the event of an emergency requiring treatment.  The staff 
member may also choose to share with the Principal and, if desired, with the certified school nurse, information regarding 
current health status to assure ready access in a medical emergency. (See BOE Policy 3160.) 
 
 
Political Activities - The Board of Education recognizes and encourages the right of all citizens, including teaching staff 
members, to engage in political activity.  The Board prohibits the use of school premises and school time, however, for 
partisan political purposes. The Board establishes the following guidelines to govern teaching staff members in their political 
activities: 
 

1. A teaching staff member shall not engage in political activity on school premises unless permitted in 
accordance with Board Policy 7510 - Use of School Facilities and/or applicable Federal and State laws; 

2. A teaching staff member shall not post political circulars or petitions on school premises, nor distributes 
such circulars or petitions to students nor solicit campaign funds or campaign workers on school premises; 

3. A teaching staff member shall not display any material that would tend to promote any candidate for office 
on an election day in a school facility that is used as a polling place; 

4. A teaching staff member shall not engage in any activity in the presence of students while on school 
property, which activity is intended and/or designed to promote, further or assert a position(s) on labor 
relations issues. (See BOE Policy 3233.) 

 
 
Professional Development for Teachers and School Leaders - The Board of Education encourages all teaching staff 
members to pursue a program of continuing professional development by course work or matriculation in institutions of 
higher learning, participation in workshops and conferences, membership in professional organizations, and/or independent 
scholarship. Teaching staff members may be permitted to: visit other schools and classrooms; attend local, regional, or 
national conferences; participate in committees, workshops, and panels, both within and outside the district.   
 
Requests for participation in such professional development activities must be submitted in writing to the Superintendent or 
designee for approval.  In addition, the Board of Education must approve all travel expenditures in accordance with N.J.S.A. 
18A: 11-12 and the State of New Jersey Department of the Treasury, Office of Management and Budget Circulars 08-19-OMB 
and 06-14-OMB (OMB Circulars) and any superseding circulars and any additional requirements set forth in N.J.A.C. 6A: 23A-
7 et seq. (See BOE Policy 3240.) 
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Professional Responsibilities – The Board of Education will establish and enforce rules for the assignment of specific duties 
to teaching staff members and for the conduct of teaching staff members during the workday. The Board directs the 
Superintendent to require the preparation of lesson plans by each teacher that implement the goals and objectives of the 
educational program.  Teachers shall also be responsible for providing adequate direction and guidance to substitutes.  
Lesson plans will be subject to periodic review by the Building Principal. The Superintendent shall apply uniformly 
throughout the district, except as may otherwise be provided in this policy, the following additional rules for teaching staff 
member conduct: 
 

1. During the work day, teaching staff members may be assigned extra or alternative duties by the Building 
Principal in accordance with Board Policy 3134; 

2. Teaching staff members are expected to attend every faculty meeting unless expressly excused by the 
Building Principal; 

3. A teaching staff member who is excused from attending a faculty meeting must meet with the Building 
Principal the following day to review the topics covered at the meeting; 

4. Teaching staff shall maintain a current age-appropriate classroom webpage according to building 
guidelines; and 

5. Teaching staff members are expected to acknowledge parent messages within 24 hours. (See BOE Policy 
3134.)  

 
 
Protection Against Retaliation – The Board of Education will take no retaliatory action, by discharge, demotion, 
suspension, or any other adverse action, against an employee because that employee has conscientiously: 
 

1. Disclosed or threatened to disclose to a supervisor or public body an activity, policy, or practice of this 
Board or any district officer that the employee reasonably believes to be in violation of law or rule; 

2. Provided information to a public body conducting an investigation, hearing, or inquiry into any alleged 
violation of law by the Board or an officer of this district; or 

3. Objected to or refused to participate in an activity, policy, or practice of this district that the employee 
reasonably believes to be in violation of law or rule, fraudulent, criminal, or incompatible with a clear 
mandate of public policy concerning the public health, safety, or welfare or protection of the environment. 

 
An employee who has reason to believe that the Board has engaged in an illegal activity or an activity contrary to public 
policy must report that belief in writing to the Superintendent before notice is given to a supervisor or a public body.  The 
Superintendent shall promptly report the same to the Board and institute an investigation of the reported activity.   
 
The findings of the investigation will be reported in writing to the Board and to the employee. The protection of law and this 
policy apply only to employees who have given notice in accordance with this policy and have afforded the Board a 
reasonable period of time to take any corrective action that may be required or have acted in circumstances that the 
employee believes in good faith constitute an emergency.  
 
The Superintendent shall post notice of this policy and inform employees of their rights under the New Jersey Conscientious 
Employee Protection Act. (See BOE Policy 3351.)  
 
 
Research Projects by Staff Members - The Board of Education encourages the participation of teaching staff members in 
research projects that are soundly designed and professionally conducted. Teaching staff members may seek funding from 
local, State, and Federal sources, public and private, for locally conducted research projects.  The Board must approve any 
research project involving students; all other research projects involving district personnel, and facilities. The Superintendent 
may approve resources. (See BOE Policy 3245.) 
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Right of Privacy - The Board of Education will provide facilities and school district-owned property to assist staff members in 
their job responsibilities or for the staff members’ convenience.  These facilities or district-owned property may include, but 
are not limited to, an office, a storage closet, a filing cabinet, a locker, and/or a desk.  The Principal or designee may provide a 
staff member with exclusive use and access to such facilities or school district-owned property or may require the facility or 
school district-owned property be shared with other staff members.  The staff member may be provided a lock or key by the 
school district or may secure the facility or school district-owned property using their own locking device with permission 
from the Principal or designee.  School staff members should be aware their expectation of privacy in these facilities and/or 
the school district-owned property provided by the Board of Education is reduced by virtue of actual office practices and 
procedures, for searches conducted pursuant to an investigation of work-related employee misconduct, or by legitimate 
school district policies or regulations. In addition, staff members shall have a reduced expectation of privacy in these facilities 
and school district-owned property if there is reasonable suspicion the staff member is violating a law or school policy.  
School staff members shall be on notice this reduced expectation of privacy may result in such facilities and/or school 
district-owned property being searched without a search warrant.  In order to avoid exposing personal belongings to such a 
search, school staff members are discouraged from storing personal papers and effects in these facilities or school district-
owned property. (See BOE Policy 3324.) 
 
 
Rights of Persons with Handicaps or Disabilities / Non-Discrimination - It is the policy of the Board of Education that no 
qualified handicapped/disabled person shall, on the basis of handicap/disability, be excluded from participation in, be denied 
the benefits of, or be subjected to discrimination in employment or under any program, activity or vocational opportunities 
sponsored by this Board.  The Board shall comply with §504 of the Rehabilitation Act of 1973 and the Americans with 
Disabilities Act of 1990.  The Board shall also comply with the Individuals with Disabilities Education Act through the 
implementation of Policy 2460. 
 
 
School District Provided Technology Devices to Staff Members - The Board of Education may provide technology devices 
to staff members for the express purpose of enhancing productivity and improving operational efficiency.  The purpose of 
this Policy is to establish general guidelines for the issuance and utilization of any school district technology device provided 
to staff members. For the purposes of this Policy, "technology device" or "device" shall include, but not be limited to, 
portable devices such as computers, laptops, tablets, cellular telephones, or any other computing or electronic devices the 
school district provides to staff members to be used in their school business related responsibilities.  (See BOE Policy 7522.) 
 
 
School District Travel – The Board of Education shall ensure the effective and efficient use of funds by adopting and 
implementing policies and procedures that are in accordance with N.J.S.A. 18A: 11-12 and State of New Jersey Department 
of the Treasury, Office of Management and Budget (NJOMB) Circulars 08-19-OMB and 06-14-OMB (OMB Circulars) and any 
superseding circulars pertaining to travel, meals, events and entertainment, and the additional 
requirements set forth in N.J.A.C. 6A: 23A-7. If any superseding circulars of the Office of 
Management and Budget conflict with the provisions of N.J.A.C. 6A: 23A-7, the provisions of the 
superseding circulars shall govern. (See BOE Policy 6471.) 
 
 
Sexual Harassment - The Board of Education recognizes that an employee's right to freedom from employment 
discrimination includes the opportunity to work in an environment untainted by sexual harassment.  Sexually offensive 
speech and conduct are wholly inappropriate to the harmonious employment relationships necessary to the operation of the 
school district and intolerable in a workplace to which the children of this district are exposed. Sexual harassment includes all 
unwelcome sexual advances, requests for sexual favors, and verbal or physical contacts of a sexual nature that would not 
have happened but for the employee's gender.   
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/Policy/3000/Old/P3324.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2460%20Special%20Education.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/7000%20-%20Property/7522%20SchoolFurnished%20ElectronDevice.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/6000%20-%20Finances/6471%20Scnool%20District%20Travel%20-%20Expenses%20and%20Reimbursement.pdf
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Whenever submission to such conduct is made a condition of employment or a basis for an employment decision, or when 
such conduct is severe and pervasive and has the purpose or effect of unreasonably altering or interfering with work 
performance or creating an intimidating, hostile, or offensive working environment, the employee shall have cause for 
complaint. The sexual harassment of any employee of this district is strictly forbidden.   
 
Any employee or agent of this Board who is found to have sexually harassed an employee of this district will be subject to 
discipline, which may include termination of employment.  Any employee who has been exposed to sexual harassment by 
any employee or agent of this Board is encouraged to report the harassment to an appropriate supervisor.  An employee may 
complain of any failure of the Board to take corrective action by recourse to the procedure by which a discrimination 
complaint is processed.  The employee may appeal the Board's action or inaction to the United States Equal Employment 
Opportunity Commission or the New Jersey Division of Civil Rights. Complaints regarding sexual harassment shall be 
submitted following the procedures outlined in Regulation 1530, Equal Employment Opportunity. The Affirmative Action 
Officer shall instruct all employees and agents of this Board to recognize and correct speech and behavior patterns that may 
be sexually offensive with or without the intent to offend. (See BOE Policy 3351.) 
 
 
Smoking - The Board prohibits smoking at all times anywhere in school buildings or on school grounds. (See BOE Policy 
7510.) 
 
 
Staff Member’s Use of Cellular Telephones - The Clinton Township Board of Education recognizes a school teaching staff 
member may need to make a personal telephone call during their workday when the telephone call cannot be made before 
the staff member reports to work and/or after the staff member’s workday has concluded. In the event the staff member has 
an occasion to make a personal telephone call during their workday, the school staff member may make a personal 
telephone call using their personal cellular telephone during the workday provided it is made during the staff member’s duty 
free lunch or break periods and is made outside the presence of students either in an area inside or outside the school 
building designated by the staff member’s Building Principal or immediate supervisor. 
 
 A personal telephone call by a school staff member on their personal cellular telephone shall not be made while the staff 
member is performing assigned school district responsibilities. In the event the staff member has an emergency requiring 
immediate attention that requires the personal use of their personal cellular telephone, the teaching staff member shall 
inform their Building Principal or immediate supervisor before or immediately after using the cellular telephone, depending 
on the nature of the emergency.  
 
 
Substance Abuse - The Board clearly prohibits the unlawful possession, use, or distribution of illicit substances, drugs, 
alcohol, and/or anabolic steroids on school premises or as part of any of its activities by any employee of the district as well as 
reporting to the workplace under the influence of any illicit substances, drugs, alcohol, and/or anabolic steroids.  Compliance 
with this standard of behavior is mandatory. The Board will make every effort to educate its employees regarding the misuse 
of illegal substances, alcohol, drugs, and anabolic steroids.  Further, the Board will assist and provide guidance to an 
employee who is having a problem concerning the abuse of these substances on how to receive additional help and 
counseling. (See BOE Policy 3218.) 
 
 
Teaching Staff Member Tenure - The Board of Education recognizes that the benefit of tenure is conferred by law on 
teaching staff members who have completed the requisite period of probationary service in this school district.  The Board 
also recognizes that certain service does not qualify the teaching staff member who performs that service for the grant of 
tenure. Tenure in any administrative or supervisory position as listed in N.J.S.A. 18A: 28-5 shall accrue only by employment in 
that administrative or supervisory position.  
 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3351%20Nondiscrimination-Affirmative%20Action.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/7000%20-%20Property/7510%20Use%20of%20School%20Facilities.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/7000%20-%20Property/7510%20Use%20of%20School%20Facilities.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3218%20Employee%20Substance%20Abuse.pdf
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Tenure so accrued will not extend to any other administrative or supervisory position and nothing shall limit or restrict tenure 
rights which were or may be acquired pursuant to N.J.S.A. 18A: 28-6.  The Board specifically directs that service in the 
following positions will not accrue toward the tenure status and will be performed only under contract renewable at the 
discretion of the Board: 
 

1. Substitute teacher acting in the absence of another employee; 
2. Summer school teacher; 
3. Co-curricular advisor; 
4. Athletic coach; and 
5. Department chairperson other than a supervisor. 

 
Nothing in this policy will be deemed to confer tenure on any employee whom serves in a position not listed above and for 
whom tenure is not provided by law. (See BOE Policy 3144.)   
 
 
Texting – Faculty and staff members are to refrain from texting when they are in the presence of and responsible for 
supervising students.  
 
 

 
Use of Copyrighted Materials - The Board of Education encourages teaching staff members to 
make judicious use of appropriate printed materials, sound recording, televised programs, and 
computer software in the curriculum but recognizes that Federal law, applicable to public school 
districts, protects the originators of those materials from the unauthorized use of their 
copyrighted works.  The Board expressly forbids the use of school equipment for the illegal 
reproduction of copyrighted materials. (See BOE Policy 2520.) 
 

 
Use of Corporal Punishment - Teaching staff members shall not use physical force or the threat of physical force to maintain 
discipline or compel obedience except as permitted by law, but may remove students from the classroom or school by the 
lawful procedures established for the suspension and expulsion of students. (See BOE Policy 3211.) 
 

  

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3144%20Tenure%20Charges%20and%20Suspensions.pd
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2520%20Instructional%20Materials,Equip,Copyright.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3211%20Code%20of%20Ethics.pdf
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PROCEDURES 
 

We are what we repeatedly do.  
Excellence, then, is not an act, but a habit. 

 
*Aristotle 

 
 

Bus Procedures 

 

RVS and CTMS  

Arrival: 7:40 a.m. 

Departure: 2:20 p.m. 

 

SRS and PMG:  

Arrival: 8:30 a.m. 
Departure: 3:10 p.m. 
 

 

 

Bus Rules: 

1) Be respectful - Respect and follow the driver's instructions. 
2) Be safe - Remain seated and buckled, facing forward. 
3) Be kind - Keep hands, feet, and objects to yourself. 
4) Be polite - Be polite and talk quietly, and use appropriate language. 

 
 
Cafeteria - The efficiency of our lunchroom schedule depends on following a schedule. Do not alter the time schedule, as 

it will affect everyone. If for some reason your class is not going to eat in the cafeteria (field trip, reward, etc.),  

p l e a s e  notify the cafeteria and principal at least 1 week in advance. Students should be escorted to and from lunch 

by the classroom teacher. Do not leave students unattended in the cafeteria. Be sure that the supervising teacher and/or 

the principal are present to oversee activities. Students are required to sign out of the cafeteria and sign in upon 

their return. If students are going to a classroom teacher during lunch/recess, the teacher needs to provide a pass. 

 
 
Classroom & School Safety: 

· All electrical appliances must be UL rated and approved by principals 
· Extension cords are a temporary solution and must be disconnected after each use  
· Any items hanging from the ceiling need to be approved by the principal. 
· No items may be stored on a wall- a n c h o r e d  cabinet, items may be stored on cabinets that are anchored and 

extend to the floor. 
· Refrigerators, microwaves, and hot pots are only allowed in the faculty lounge or approved designated areas. 

· Doors should not be propped opened. 

· All exterior doors are to be closed for school security 
· Adults should only use designated faculty restrooms 
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Cleaning Supplies - We are required to use only district approved cleaning supplies in the classroom. Do not use any 

outside chemicals. If you need supplies to clean, please ask the custodial staff. 
 
 

Custodial Duties - Custodians empty trash, sweep and vacuum rooms, clean sinks and desktops, and spot mop. Special 

needs can be handled by writing your request on the “Custodial Maintenance Log” located in the main office. 
 
 
Duties - (Morning ~ Lunch ~ Afternoon)  

 

Morning Bus Duty: 

· RVS & CTMS teachers assigned to bus or hall duty should arrive at their post by 7:40 a.m. 

· SRS & PMG teachers assigned to bus or hall duty should arrive at their post by 8:30 a.m. 

 

Afternoon Bus Duty: 

· Teachers are to arrive to their post when the dismissal bell rings, or at their school’s designated time.  

· Teachers are to remain on duty until the busses have departed. 

 

Lunch/Recess Duty: 

·  Please be prompt for your assigned lunch/recess duty. When a teacher is absent the substitute teacher will 

assume the responsibilities.  

·  Please be sure to include procedures in your substitute folder. (See RECESS ~ Procedures ~ Playground Rules.) 
 
 
Emergency Drills - Every teacher must have a copy of the school exit routes for fire and emergency evacuations posted in 

their classrooms. Teachers are to explain emergency drill procedures on the first day of school. During the first week of 

school, necessary time should be taken in each class to go over rules, practice escape routes, and special procedures.  

 

These drills are very important, and teachers and students should act accordingly. Remember to take your attendance book 

with you during all drills, take attendance, and report any missing students immediately. 

 

Each school must conduct one fire drill and one emergency drill each month. The following drills are required to take place 

two times per year: 

1. Lockdown: Active Shooter Drill  

2. Lockdown Drill 

3. Evacuation Drill  

4. Bomb Threat 

 
Alternate drills (not required, but may be practiced):  

· Shelter in Place Drill 
· Reverse Evacuation Drill 

·  Evacuation to Relocation Sight Drill  
· Table Top Activity 
·  Full Scale Exercise   

· Weather Drill 

·  

(See Appendix for Emergency Drill Procedures.) 
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End-of-Year Procedures - Teachers are responsible for completing the End of the Year Checklist in June. 

 

 

Fundraisers - Any money collected for school sponsored fundraising activities, or other activities, must be handed 
in to the main office for deposit within 48 hours of collection. Students may solicit and collect money on behalf of 
approved school organizations, provided the fundraising has been approved by the principal for school-based activities, or 
approved by the Superintendent for district-wide activities. The Board prohibits the collection of money in school or 
on school property or at any school-sponsored event by a student for personal benefit. Collections by 
organizations outside of the schools or by students on behalf of such organizations, for Board approved charitable 
causes, shall be approved by the Superintendent. 
 
 
Integrated Pest Management (IPM Integrated Pest Management) - Each school has an Integrated Pest Management Plan, 
which specifies the building's Integrated Pest Management Coordinator, as well as the appropriate responses to pests, based 
on the quantity observed. Included in the plan document are the appropriate forms to be used to report building pests. The 
plan is stored in the front office of each school. Teachers should not attempt to remedy any pest problems on their own. At 
no time should products be applied. Proactive measures need to be taken to prevent problems. IE: Food in closed containers. 

 

 

Keys - Teachers are responsible for all keys issued. Labeled keys are to be handed in at the end of the school year. 

 

 

Lost & Found - Articles of clothing, lunch boxes, and other items that are found should be taken to the Lost and Found 
located in your designated location. If items are not claimed during a one-month period, they will be donated to charity. 
 
 

Lunch Orders - A paper submission must be completed and submitted to the cafeteria to ensure an accurate lunch count. 
Please instruct your students that they must purchase what they have ordered. 
 
 

Mentoring Program - First year teachers will be assigned a mentor by the building principal.  
 
 

Moving Classroom Location - Teachers are expected to inform the office if they temporarily take their class to another 
location, including going outside. Finding students and teachers is facilitated by this simple communication. 
 
 
Parking 

SRS: Teacher parking is in the lot in the front of the school. There may be times when teachers use the alternate parking 
due to special school functions to provide ample parking for community members/guests in the front of the building lot. 

  
PMG: Teacher parking is in the front of the school. There may be times when teachers use the alternate parking area 
behind the school to provide ample parking for community members and/or guests in the lot in front of the building. 
 
RVS: Teacher parking is in the front of the school and along the west side of the building by the All Purpose Room. There 
may be times when teachers need to use alternate parking. In this case teachers will park on the back basketball black 
top and/or the grass space above the football/soccer field by the 6th grade wing to provide ample parking for community 
members and/or guests in the lot in front of the building. 
 
CTMS: Teacher parking is in front of the building and in the lot on the side of the building.  
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Post Travel Reimbursement - A post travel report needs to be completed upon return from approved Professional 

Development workshop. (See Appendix and also BOE Policy 6471.) 

 

 

Professionalism - Staff Ethics and Conduct:  

• Please remember that the welfare of the students is the first concern of the school district. It is the responsibility of 

the staff members to support programs and activities when in public.  

• Please be sure to follow the Chain of Command, which first includes addressing your concerns with whom you have 

a concern.  

• Staff members are to be prompt in attendance, support and enforce board and building policies and regulations, 

turn reports in on time, attend meetings as scheduled by the administration, and look out for the safety and welfare 

of all students.  

• Professional attire is expected throughout the school year. On “Spirit Days,” a more casual, while still professional 

attire, is expected. (See BOE Policy 3211.) 

 

 

Purchasing & Reimbursement - Prior to ANY purchases teachers should check in with the principal about exempt forms that 
can be obtained through the main office.  (See Appendix.) 

 

Staff ID Tags - All staff should wear their district ID tags, and new staff will have ID pictures taken the first day of school. 

 

 
Student Handbooks - Each student attending PMG, RVS, and CTMS have an agenda that includes a “Student Handbook” 
section. It is your responsibility to become familiar with the information in the Student Handbook. 
 

 

Tuition Reimbursement - Staff members are entitled to be reimbursed for two graduate courses each school year in 

accordance with the rate per credit not to exceed the in-state tuition cost charged by Rutgers University during the same 

semester in which the course is taken. (See Appendix.) 

 

 

Volunteers – Visitors – Guest Speakers - Guests are welcome in our schools, please make every effort to invite community 

members into your classrooms. In order for these guests to be received properly, the office and building principal should be 

informed in advance. All guests are required to sign in the office and receive a visitor’s pass before reporting to the 

classroom. Be nice and welcome parents to our building. If parents want to volunteer, please consider letting them. (See BOE 

Policy 9150 and Regulation 9180.)   

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/6000%20-%20Finances/6471%20Scnool%20District%20Travel%20-%20Expenses%20and%20Reimbursement.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/3000%20-%20Teaching%20Staff%20Members/3211%20Code%20of%20Ethics.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/9000%20-%20Community/9150%20Visitors.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/9000%20-%20Community/9180%20Participation%20by%20the%20Public%20-%20Volunteers.pdf
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SERVICES FOR STUDENTS 
 

Nothing we do for children is ever wasted. 
 

                                     *Garrison Keillor 

 
 
Child Study Team - It is a state mandate that all teachers read their students’ IEPs. Students’ IEPs 

are located in PowerSchool through IEP Direct. To view a student’s special education record you 

need to make an appointment with the CST. Prior to reading any student’s record you must record 

that you are viewing the documentation. The sign in sheet is located in the front of the file. 

Students’ records are confidential and may not be removed from the CST Office. Classified 

students are assigned a Case Manager who will oversee their progress. It is imperative to maintain 

an open and consistent line of communication with the Case Managers so that we can stay abreast of any new 

developments and closely monitor the students’ progress. In addition, all staff members are encouraged to seek out CST 

members to discuss concerns and strategies for any CTSD student. All certificated staff that provides instruction to a 

student with an IEP must read the documentation and verify, by signing off in the CST office, that they are familiar 

with the educational and behavioral plans. (See BOE Policy 5555.)  (F or   

 

 

Child Study Team Referral Process - The “referral process” is regulated under the Individuals with Disabilities Education 

Act (IDEA) of 1997. The referral of a student to the CST is a joint-decision making process, which follows a protocol 

mandated by the NJDOE-SOEP. The referral process determines eligibility for special education and related services. 

The referral process begins after all other education interventions have been exhausted.  When referring a student to the 

CST team, it is the team that will determine whether or not the student should be evaluated in order to determine 

eligibility. A referral is not a guarantee that the student is in need of an educational evaluation. (See BOE Policy 2417.) 

 

 

DCP+P: Division of Child and Protective Permanency (Formerly DYFS) - The NJ Department of Education (NJDOE) 

requires that all employees must notify the Division of Youth and Family Services (DYFS), law enforcement agencies, and 

the Superintendent of Schools in all instances of potentially missing, abused or neglected child situations. The building 

principal must also be informed of any notifications.  DCP+P: 1-877-652-2873. 

 
 
District & School Resource Officer – Clinton Township Police Department Detective Thomas Hash is the district’s contact 
and should be reached through the building principal. 

 

 
Guidance Counseling - The Board of Education requires that a planned program of guidance and counseling be an integral 
part of the educational program of the schools to assist students in making and implementing informed educational and 
occupational choices including academic, career and personal/social development. (See BOE Policy 2411.) 

 

 

http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/5000%20-%20Students/5555%20Child%20StudyTeam%20-Disaffected.pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2417%20Intervention%20and%20Referral%20Services%20-%20General%20Ed%20Students%20(M).pdf
http://ctsdnj.org/UserFiles/Servers/Server_324588/File/Board%20of%20Education/AAA%20-%20%20POLICY%20-%20New/2000%20-%20Program/2411%20Guidance%20Services.pdf
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All schools have at least one full time counselor. Counselor services include, but are not limited to: 

• HIB School Anti-Bullying Specialist 

• Individual and group counseling 

• Peer conflict resolution strategies 

• I&RS (Intervention and Referral Service) participation/ coordination  

• 504 Coordinator 

• Parent/Teacher Liaison Academic monitoring 

• School Character Education Programs 
 

Please call the guidance office to see if the counselor(s) is available prior to sending students. All students must have 

permission to go to the Guidance Office. 

 

 

NJ Tiered System of Supports – NJTSS 
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PARENT-TEACHER ASSOCIATION 
 

 
It is one of the most beautiful compensations in life that  

no man can sincerely try to help another without helping himself. 
                                   

                                                          *Ralph Waldo Emerson 

 
 

PTA (PARENT ~ TEACHER ASSOCIATION) 
 

The PTA helps provide enrichment activities in all schools. These events are funded through PTA dues and other various 

fundraising events. The PTA is always looking for input from teachers and they strive to have a collaborative relationship to 

help enrich each child's academic experience. If you are interested in becoming a member of the PTA team, contact your 

building principal or one of the Executive Board or Board of Coordinator members. Their names are listed in the PTA 

section on the CTSD website and can be found in the district calendar handbook. Staff is highly encouraged to join the 

Clinton Township Parent Teacher Association. PTA Board of Coordinator meetings are usually held on the second Tuesday 

of the month. They are held at all schools during the year beginning at 9:00 a.m., so be sure to check the schedule. 
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Clinton Township Foundation for 
Educational Excellence 

 

 

 

Peace is joy at rest and joy is peace on its feet. 
*Anne Lamott 

 

 

The Foundation is a non-profit organization whose mission is to provide unique 

educational enrichment opportunities for all students in the Clinton Township school 

district. The Foundation is operated by a Board of Trustees, working in conjunction with 

the Board of Education and school district representatives. The Foundation is 

committed to funding innovative educational programs, services and 

material/equipment purchases initiated through grants from teachers and 

administrators in the Clinton Township school district. It is important to note that these 

programs and services would not otherwise be funded through the regular school 

budget. In this way, the Foundation truly enhances the education of every student in the 

Clinton Township school district -- providing enrichment beyond everyday education!   

 

For more information and application forms, go to the CTSD website, “Staff Resources.” 

 

 
 

 

 

  

http://ctsdnj.org/cms/One.aspx?portalId=324672&pageId=527796
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APPENDIX 
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 CLINTON TOWNSHIP SCHOOL DISTRICT 
 

Tuition Reimbursement Information 
(Page 24/25 or CTEA Contract) 

 
 
 
Staff members are entitled to be reimbursed for two graduate courses each school year in accordance with the rate per 
credit not to exceed the in-state tuition cost charged by Rutgers University during the same semester in which the course is 
taken. If the course you take is less than the Rutgers rate per credit, you will be reimbursed for the actual amount you are 
charged by the college or university at which you are taking the course. If the course you take is higher than the Rutgers rate 
per credit, you will be reimbursed at the Rutgers rate. CTSD BOE only reimburses for tuition costs. Fees, books, etc. are not 
reimbursable. Please note that the Rutgers rate changes every July 1ST. 
 

 

1. Submit a completed CLINTON TOWNSHIP SCHOOL DISTRICT GRADUATE COURSE APPROVAL REQUEST FORM 
to your principal for signature. It will then be forwarded to the Curriculum Office and Superintendent’s office for 
signature. (See Appendix) 

 

2. This form must be submitted before you take the class. 
 

3.   Pay close attention to the Application Deadline dates that are noted on the Request Form. 
Fall Courses - August 1 
Winter Courses - October 1 
Spring Courses - December 1 Summer Courses- May 1 

 

4. You should check the Board meeting minutes to see if your application has been approved. Reimbursement to staff 
members whose course application has been approved will be made in accordance with the terms and conditions of the 
Agreement by and between the Clinton Township Board of Education and Clinton Township Education Association. 
Approval by the Superintendent does not guarantee tuition reimbursement. 

 

5. Approved Course Reimbursement will be made upon submission of the following documentation to the Business office: 
 

a. Evidence of Tuition Payment (i.e. cancelled check, credit card statement, copy of Promissory Note deferred 
payment) 
 

b. *An Itemized bill. *The Business Office needs to differentiate between tuition and all associated fees.  This 
itemized bill can usually be printed from your college or university’s website.  
 

c. Official transcript showing a minimum grade of "B" 
 

d. Signed Reimbursement Form (obtain a form from the Teacher Handbook, school secretary or from the CTSD 
district website) 

 

6. In order to receive reimbursement, the above listed documents must be submitted to the Business Office within 90  
     days of course completion.
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CLINTON TOWNSHIP SCHOOL DISTRICT 
Tuition Reimbursement and Movement on the Salary Guide 

(Page 24 of CTEA Agreement) 
 

 

1. The credits earned must be from a “duly authorized institution of higher education”. The Director of Curriculum 
and Instruction will review all tuition reimbursement requests to confirm that the request meets this requirement. 
The decision will be in accordance with institutions approved by the State of New Jersey as identified on their 
website. The Board shall reimburse Teachers, Teacher Assistants, Secretaries, Custodians, and Maintenance 
workers an amount of money, not to exceed the in-state tuition cost charged by Rutgers, the State University for up 
to two graduate courses, for graduate and/or, or technical/craft courses taken in any school year under this 
agreement. 
 

2. All graduate courses must be approved in advance, by the Superintendent of Schools.  Applicants for course 
reimbursement shall be notified within 14 days from receipt of same by the Superintendent of Schools whether 
approval has been granted. 
 

3. Application may be made to the Superintendent of Schools to substitute two certification courses for two graduate 
courses. 

 
4. The employee must obtain the approval of the Superintendent for any course reimbursements. If the 

Superintendent denies the reimbursement request, the employee may appeal to the Board of Education. The 
Director of Curriculum and Instruction and the Business Office will provide tuition reimbursement requests to the 
superintendent for consideration. The Business Office will manage any appeal processes. 
 

5. Reimbursement will be made one month after submission of a transcript indicating the course has been completed 
with a minimum grade of B and evidence of the tuition paid. The transcript shall be submitted within 30 days of the 
course completion. 

 
6. The course or degree must be related to the employee’s current and/or future job responsibilities. The Director 

of Curriculum and Instruction, in conjunction with the Superintendent, will ensure the employee’s course or degree 
is aligned to their current or future job responsibilities. This will be accomplished when the request is approved or 
denied. Sample Scenarios: 

 

• An English Teacher (6-8) takes a course on Shakespeare’s Works while working on an advanced English 
or literature degree. The request would be approved as the teacher currently or may in the future 
teach Shakespeare. 

• A K-5 or math (6-8) teacher takes a course in mathematics to deepen his/her understanding of 
teaching mathematics. The request would be approved as the teacher currently or may in the future 
teach mathematics. 

• A teacher takes an accounting course as part of an MBA program. The course request would not be 
approved, as it is not related to a current or future job responsibility. 

 

7. Additionally, requests for additional compensation for additional academic credits (guide movement) fall under 
the new requirements. In order for an employee to move across the salary schedule, the credits must be earned at a 
“duly authorized institution of higher education”. CEU credits can no longer be applied to movement on the salary 
guide.
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CLINTON TOWNSHIP SCHOOLS 

Anecdotal Record Parent Contact Log 

 
Student: ___________________________________ Grade: _________ Homeroom 

Teacher: __________________________________ 

Parent: ___________________________________ 

Phone #: __________________         E-mail:____________________ 
 

Date Type of 
Contact 

Concern Conference Result 

 E-Mail 
Phone 
In person 
Written 

Academic 

Discipline 

Attendance 

Other: 

Explain Below 

 

  

E-Mail 
Phone  
In Person 
Written 

 

Academic 

Discipline 

Attendance 

Other: 

Explain Below 
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Discipline Notice Form 
 

This form is to be completed by the teacher who has encountered a severe disciplinary action. 
The teacher should note corrective action taken and log parental contact. 
Completed forms should be placed in the Principal’s mailbox. 
Teachers will be informed of administrative action taken. 
Severe acts of aggression are immediately referred to administration. 

Student Name: Grade / 
Teacher 

Date of 
Incident 

Date Reported 

Reported By: Notes 

 

 Time of Incident: 

Place of Incident 

Hallway 

Classroom _________ 

Lunch Room 

Bus # ________ 

Recess  

Unified Arts ________ 

Bathroom 
Other ________ 

Behavior 

Threatening 

Hitting/Punching/Kicking 

Inappropriate Language 

Annoying Classmates 

Disruptive / Uncooperative 

Destructive to School Property 

Rude/Discourteous 

Excessive Talking 
Other (please be specific) 

Action Taken 
Conference with student  

Called parent 

Consulted guidance counselor 

Detained student (recess/after 

school)  

Scheduled conference with parent 

 
Consequence of Action / Follow Up/ Parent Communication 

 
EMERGENCY DRILL PROCEDURES 
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FIRE DRILL 

(1x monthly) 

 

1. Fire alarm will sound 

2. Evacuate the building using the safest 

route, teacher will close windows, 

doors, and shut off lights 

3. Go to designated site  

4. Take attendance 

5. Do not reenter building until the “All 

Clear” is given 

6. If the building cannot be reentered, the 

decision will be made to go to a 

designated shelter 

 

Locks, Lights, Out of Sight  

(MANDATORY) 

(Intruder in building, Active shooter) 

1.Initial PA Announcement: “This is an 

emergency lockdown, this is an 

emergency lockdown.” 
2. Lock doors 

3. Cover windows  

4. Turn off all lights 

5. Move to safest area of the room, 

away from doors and out of view 

6. No one leaves the room  

7. Silent 

8. Ignore all bells until further notice 

9. Take attendance, prepare list of 

students present and those out of the 

classroom. 

10. Final PA Announcement: “Today is 

actual date, it is, actual time, the 

emergency lockdown is now over.” 

Real lockdown, you will not get this 

message, police or administration will 

open your door with a key. 

11. SEND attendance to office 

immediately after the lockdown has ended. 

• Notifications for staff:  

“Teachers look at your e-mail now!” This 

means there will be important directions regarding 

the situation. 

• If a student or teacher is caught in the bathroom 

during a lockdown drill, they should remain in the 

bathroom, hiding, and silent. 

• If caught in a hallway, enter the nearest room. 

• PA Announcement to END a lockdown drill 

WILL ALWAYS BE, “Today is actual date, it 

is, actual time, the emergency lockdown in 

now over.” 

 

CAFETERIA PROCEDURES: Students and 
teachers should be 
directed to the safest part of the room, on the floor, 
and out of sight. If possible, lay the tables across the 
cafeteria doors to act as a barrier. The cafeteria will 
be one of the most vulnerable areas in the school. 

EVACUATION  

(MANDATORY) 

(Fire, Hazmat Spill, Explosion) 

1. Take the closest and safest way out as 

posted 

2. Do not stop for belongings unless 

there is time to grab a coat 

3. Take emergency backpack 4. Take 

attendance at 

designated evacuation location. Report 

any missing students to the principal 

5. Wait for further instructions  

6. SEND attendance to office 

 

IMPORTANT INFORMATION 

 

In an actual lockdown, the police would 

come and we would be following their 

directives. 

• DO NOT attempt to contact 

anyone outside the classroom 

• All phones switched to vibrate 

• Have laptops available for 

messages.  

• Listen for further instruction, via 
the PA system from the principal, 
or any other administrator. 

LOCKOUT: Secure the  

Perimeter  

(SHELTER IN PLACE: Extreme  

Weather, Animal, Fire) 

1. Over PA System: “LOCKOUT: Secure the 

Perimeter. Teachers check your e-mail” 

2. E-mail message: “Teachers we are practicing a 

ʻLockout, Secure the Perimeterʼ drill. The daily 

schedule will continue as normal. All windows 

should be shut and outside doors secured. No 

student or adult should leave the building until 

notified by a building administrator.” 

3. The drill will end with the same lockdown 
message: “Today is actual date, it is, actual time, 
the emergency lockdown in now over.” 

LOCKOUT:  

REVERSE EVACUATION 

( Extreme Weather, Animal, Fire, 

Gunfire) 

 1. Outside announcement will 

take place 

 

2. Move inside as quickly as possible 

3. Report to assigned class 

4. Take attendance. Use phone to report 

any missing students 

5. Wait for further instructions 
6. SEND attendance to office 
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CLINTON TOWNSCHIP SCHOOL DISTRICT 
Professional Learning Communities 

 
 
What is a PLC? 

• PROFESSIONAL – Teachers deepening their 
professional understandings and practice 

• LEARNING - Through close examination of their 
effect on student achievement and subsequent 
actions (changes) 

• COMMUNITIES – With a group of colleagues  
 
 
Establishing norms for PLC work: 

• How will we best use our time? 

• How will we encourage responsibility and 
respectful interactions?  

• How will we encourage listening and 
engagement? 

• How will we ensure confidentiality? 

• How will we make decisions and deal with 
conflicts?  

• How will we guarantee that everyone 
participates? 

• What do we expect of each other? 

 

 

Critical questions to guide PLC work (and ALL 
teaching): 

• What do you expect your students to learn or be 
able to do?  

• How will you know when/if they have learned it? 

• What will you do to help (teach) those students 
who have not learned it?  

• (This question might be asked and answered 
more than once.) 

• What will you do to challenge those students 
who already know it or learn it very quickly?  

• What do you do to provide enrichment in your 
classroom? 

 
 
Where do we begin and what continues to drive our 

work?  
Analyzing ASK scores – particularly in comparing: 

• Cluster scores 

• Multiple Choice scores 

• Constructed Response scores 

• Your studentsʼ scores compared to building, 
district, and DFG means  

• Your studentsʼ scores at the end of the year that 
you teach them 

• Analyzing student work samples 

• Teacher gut – 

• What’s hard for kids? 

• What do many students seem not to get? 

• Other? 

• Driven by SMART Goals  
 
 
SMART Goals for PLCs: 

• Clear 

• Help you to think deeper 

• About your practice 

• About your impact on student achievement 

• Based on (self) honesty 

• Based on a sense of urgency 

• “This is something all kids in my class MUST 
know or be able to do!”  

• Add value to what you are teaching 

• Based on a strong sense of your starting point 

• What students already know about what you 
are teaching . . .  

• What students can already do before you start 
teaching . . . 

• Aligned with school and district goals 

• Contain a specific and aligned action plan 

• Include evidence of achievement; how you will 
know if: 

• The goal was effective 

• You will need to extend or rework it 

• Address all the components the acronym 
implies: 

o Strategic and Specific     
o Measureable 
o Attainable 
o Results-based, Relevant, Rigorous 
o Timely and Time-bound 

 
 
Defining Direction: What do we want? 

• Addresses 1st critical question: What do you 
expect your students to learn or be able to do? 
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• Sets foundation for SMART goal 

• What will our measurement tools be? 

• Addresses 2nd critical question: How will you 
know when/if they have learned it? Common 
assessments 

• Increases teacher efficiency 

• Builds PLCʼs capacity to improve instruction 

• Develops collective responses to students who 
struggle  

• What actions will we take for all students? 

• SMaRT goal  

• Action Plan 

• Instruction that engages all students 

• Homework that leads to long-term learning 

• Differentiating that allows all students to learn, 
not that ensures every student a grade o 

• How will we proceed? 

• Addresses 3rd, 4th, and 5th critical questions:  
  What will you do to help (teach) those students 
who have not learned it? 

What will you do to challenge those students 
who already know it or learn it very quickly?  

What do you do to provide enrichment in your 
classroom? 

• Guided by formative assessments  
 

 
Evaluating effectiveness 

• Teaching that will follow the post-teaching 
assessment:]Re-teaching for students who do 
not meet our stated goal (3rd critical question) 

• Extension and enrichment for students who do 
meet the goal (4th critical question) 

• Final assessment and grading 

• Writing assignment (follows writing 
expectations) 

• Self-assessment 

• Open-ended questions 

• Differentiated assessments (project/re-test) 

 

Helpful websites: 

http://www.lasw.org/ 

http://www.successatthecore.com/  

http://www.solution-tree.com/ 
http://www.allthingsplc.info/ 
Rubicon Atlas 

 

Reference: 

DuFour, R., DuFour, R., Eaker, R., and Many, T. (2006). 
Learning by doing: A handbook for professional learning 
communities at work. Bloomington, IN: Solution Tree. 

http://www.successatthecore.com/
http://www.allthingsplc.info/
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Professional Learning Community Record Form 

Refer to Google Docs 
 

Please name this file:  

Building PLC Last Names (you may replace last names with grade level if full grade level) 

 Professional Learning Community Record Form 
Members:      

XX XXXXX 
XX XXXXX 
XX XXXXX 
XX XXXXX 
 

Norms:      

1. Facilitator will rotate.  

2. Recorder will rotate. 

3. Time will be kept on iPad. 

4. Show respect by being professional, on time, prepared, staying task.  

5. Define an objective and follow the agenda. 

(SMART) Goal:  

Strategic and Specific, Measurable, Ambitious and Achievable, Results Informed, Time Bound 
Action Plan:      

Strategies and Action 
Steps 

Responsibil
ity 

Timeline Resources Evidence of 
Success 

Reflection 
      
      
      
      
      
      
      

Date 3/12/20
14 

Start 
Time 

3:00:0
0 

End Time 3:30:00 
Present:  
Roles:  

Facilitator  Timekeeper Alarm clock on 
iPad 

Recorder Chuck Wagon 
Discussion Notes 

- The student data showed weaknesses in spelling and pronunciation.  

- We have determined that students need to 

- Strategies…….. 
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CLINTON TOWNSHIP SCHOOL DISTRICT 
 

PURCHASE REQUISITION FORM 
 
 
Purchase Order #:____________________   Date:_____________ 
 
 
Vendor Name: _______________________________________ 
 
 

_______________________________________ 
 
 

_______________________________________ 
 
 
Phone #: ______________________  
 
Fax#__________________________ 
 
 
Ship to: __________________________________ 

 

                __________________________________ 

 

               ___________________________________ 

 

Attention: __________________________________ 

 
 
ITEM(S)/SERVICE(S) ORDERED:  

 

_________________________________________________________________  

 

________________________________________________________________  

 

_________________________________________________________________  

 

_________________________________________________________________  

 

________________________________________________________________ 

 
 
TOTAL: ______________________ 
 
 
Expense Account #: _____________________________________ 
 
 
PRINCIPAL’S/ADMINISTRATOR’S APPROVAL:__________________________________________ 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 

CLINTON TOWNSHIP SCHOOL DISTRICT 
REQUEST FOR WORKSHOP/CONFERENCE ABSENCE FORM 

 
Name of Employee:              ______Date:     _______  
 

School:  ☐ SRS   ☐ PMG  ☐ RVS   ☐ CTMS 

 
I hereby request to be absent on:            ____________________________ 

          Month/Day(s)/Year  ☐ AM  ☐ PM  ☐ FULL 

For the following reason(s):  
 

☐ Professional Day*  ☐ Workshop/Conference*  ☐ Other*:             

 

Check One:    ☐ SUBSTITUTE IS NEEDED  ☐ SUBSTITUTE IS NOT NEEDED 

 

Employee Signature:             Date:           

 (If Board approval is required, please allow 6 WEEKS)* 

Title of Workshop/Conference:                      

Location:                          

Rationale for Attending:                       

 

TRAVEL EXPENSES: REQUIRES BOARD OF EDUCATION  
APPROVAL* PRIOR TO TRAVEL DATE(S) 

 
REGISTRATION: $       MISCELLANEOUS (TOLLS, PARKING) $     
MILEAGE (IRS RATES):   YES   NO 

 
OVERNIGHT TRAVEL ONLY:PLEASE CONTACT THE BUSINESS ADMINISTRATOR FOR ADDITIONAL 

EXPENSE INFORMATION 
 

MEALS: $     LODGING: $     TRANSPORTATION: $    
A post travel report must be submitted to the Business Administrator within one week of travel. For additional travel 

expense information, please refer to Board of Education Policy #6471 “School District Travel” 

 
WORKSHOP/CONFERENCE APPROVAL SIGNATURES:  
 
______________________________________________________________________________________________ 
(1) Principal/Supervisor        Date  
   
______________________________________________________________________________________________ 
(2) Director of Special Services, (if applicable)    Date 
 
______________________________________________________________________________________________ 
 (3) Director of Curriculum        Date   
   
______________________________________________________________________________________________ 
(4) Superintendent         Date    
 
Travel Expenses Only ~ BOE Approval Date:         
______________________________________________________________________________________________ 
Business Administrator        Date 
           



 

 

 

 
CLINTON TOWNSHIP SCHOOL DISTRICT 

 
REQUEST FOR ABSENCE FORM 

(Not for Professional Development) 

 
I. EMPLOYEE REQUEST 
 
Name:           Date:        School: ___________ 
 
I hereby request to be absent on                   

          Month  Day(s)  Year     ☐ AM     ☐ PM     ☐ FULL 

For the following reason(s): 
 

o Personal Day* 
o Vacation* 
o Bereavement: Family 
o Bereavement: Other 
o Jury Duty* 
o Sick Day(s)  
o Other:               

 
o Substitute is needed 

Signature:           
 

•Must be submitted in writing at least three days in advance. 
 
II. ADMINISTRATOR’S ACTION 

o Approve 
o Do Not Approve 

Reason(s) for non-approval:                   

                          
 
          Signature:              
 

III. SUPERINTENDENT’S ACTION 
o Approve 
o Do Not Approve 
Reason(s) for non-approval:                  

                         

Signature:              



 

 

 

 
CLINTON TOWNSHIP BOARD OF EDUCATION 

 
Post Travel Report 

Pursuant to Policy #6471 “School District Travel” 
 

 
Employee Name:   
 
Date(s) of Travel Event:   
 
Type of Travel Event:       Training and/or Seminar 
Select one. 
         Convention or Conference 
 
         Retreat 
 
Location:   
  
Name or Title of Event:   
 
 
Date of Board Approval:  
 
 
Identify Primary Purpose of Travel: 
 
 
 
Identify Goals and Key Issues Addressed: 
 
 
 
Describe Relevance to Improving Instruction or Operation of the District: 
 
   
 
 
Signed_______________________________________        Date:        
 
 
 

This report shall be completed in its entirety and submitted to the Board Secretary within one 
week of travel. Incomplete forms will be returned to the employee or member. 

 
 



 

 

 

Clinton Township School District 

 

 
 

Employee Handbook Review 
2017-2018 

 
 

 
I, ____________________________________, attest that I have read and agree to abide 

by the policies, procedures, and processes outlined in the CTSD Employee Handbook 2017-

2018.   

 

I further acknowledge that if I have questions, need more information, or have suggestions 

about the handbook or any of its contents, I will contact my building principal or the 

school superintendent for clarification. 

 
_________________________     _________________________ 
Employee’s Signature           Date 
 
 
 

Please print, sign, and return this form to  
Human Resources Coordinator. 

 
 
 
 
 
 
PLEASE NOTE: All personnel employed by the Clinton Township School District are asked to read 
the handbook and submit this document as evidence of understanding.  Thank you! 


