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2131 - EDUCATIONAL GOALS (Regulation) 

M 
 

The Board of Education, under the direction of the Superintendent, has consulted with teaching 

staff members, pupils, parents, and other residents in the formulation of the educational goals of 

this district and has invited comment on those goals at a public meeting.  The educational goals 

thereafter adopted by the Board and listed in this policy address the needs of the pupils of this 

district and constitute the base to which the instructional program shall be anchored. 

 

The district educational goals shall be reviewed, updated, and adopted at least once every five 

years in a process that insures appropriate consultation and opportunity for public comment. 

 

The educational program of this district shall help each pupil 

 

1. Acquire basic skills in obtaining information, solving problems, thinking critically, 

and communicating effectively; 

 

2. Acquire a stock of basic information concerning the principles of the physical, 

biological, and social sciences, the historical record of human achievements and 

failures, and current social issues; 

 

3. Become an effective and responsible contributor to the decision-making processes 

of the political and other institutions of the community, state, country, and world; 

 

4. Acquire the knowledge, skills, and understanding that permit the pupil to play a 

satisfying and responsible role as both producer and consumer; 

 

5. Acquire job entry level skills and the knowledge and skills necessary for further 

education; 

 

6. Acquire the understanding of and the ability to form responsible relationships with 

a wide range of other people, including those with social and cultural characteristics 

different from the pupil's own; 

 

7. Acquire the capacities for playing satisfying and responsible roles in family life; 

 

8. Acquire the knowledge, habits, and attitudes that promote personal and public 

health, both physical and mental; 

 

9. Acquire the ability and the desire for creative expression in one or more of the arts 

and learn to appreciate the aesthetic expressions of other people; 

 

10. Acquire an understanding of ethical principles and values and the ability to apply 

them to the pupil's own life; 

 



11. Develop an understanding of the pupil's own worth, abilities, potentials, and 

limitations; and 

 

12. Learn to enjoy the process of learning and to acquire the skills necessary for a 

lifetime of continuous learning and adaptation to change. 

 

 

N.J.S.A. 18A:7A-7 

N.J.A.C. 6:8-2.1 

 

 

Adopted:  21 December 1995 

 

 

  



2200 - CURRICULUM CONTENT (Regulation) 

M 
 

In order to eliminate possible bias in the curriculum, staff shall use the following criteria: 

 

A. When reading material contains stereotypes or discriminatory statements, staff should help 

pupils identify the stereotypes or discriminatory statement(s) and discuss with pupils the 

consequences of repeated stereotyping and discriminatory statements.  It is recommended 

that pupils suggest changes that could have been made in the story or worksheet so it would 

not be discriminatory.  N.J.A.C. 6:4-1.3(e) (f) 

 

B. If a particular reading material is highly objectionable, staff should not use it, N.J.A.C. 6:4-

1.3(f); such material should be brought to the attention of the building principal so that the 

Affirmative Action Officer can evaluate the objectionable material.  Alternatively, another 

teacher might discuss the questionable material instead of eliminating it, depending on the 

makeup and maturity of the class. 

 

C. Another recommended technique for handling materials that contain biases or stereotypes 

is to offset it by reading unbiased supplementary materials, N.J.A.C. 6:4-1.3(f).  This can 

be done in cases such as these: 

 

1. When there is clearly an unequal number of stories about boys and girls as central 

characters; 

 

2. When girls and boys do not participate equally in outdoor or indoor activities; 

 

3. When women are shown only as mothers and homemakers; 

 

4. When working women hold no other jobs but teacher, nurse, secretary, or librarian; 

 

5. When only male/female Caucasians hold white-collar jobs; 

 

6. When boys, girls, or certain minorities are not shown to be self-reliant, intelligent, 

and respectful toward one another; 

 

7. When boys, girls, or certain minorities are shown to be helpless, timid, and passive; 

 

8. When boys, girls, senior citizens, or other minorities are shown to look silly, 

unintelligent, foolish, or clumsy; or 

 

9. When there are very few stories with minority group members as main characters. 

 

D. If a teacher is using any reading materials that have one or more of the above weaknesses, 

they shall bring it to the attention of the building principal so that it can be considered by 

the Affirmative Action Officer for appropriate action. 



 

 

Adopted:  21 December 1995 

 

 

  



2230 - COURSE GUIDES (Regulation) 

A course guide will be prepared for each course of study to be taught in this district.  Course guides 

should be planned and organized to provide sequential learning experiences in the grade levels 

concerned. 

 

A. Preparation 

 

1. The preparation of course guides is the responsibility of departmental supervisors 

at the secondary level and of the Principal at the elementary level. 

2. Course guides are best developed with the assistance of the teaching staff members 

who will use them. Accordingly, appropriate staff representatives will be appointed 

to committees to study, revise, and/or develop course guides. 

3. In grades 9-12, pupils may be asked to participate in the development and revision 

of course guides. 

 

B. Content 

 

1. Course objectives should be broad statements related to district educational goals 

and arising from the philosophy of the course. 

2. Performance goals should be specific statements of behavioral objectives, that is, 

the concepts, skills, attitudes, and appreciations to be achieved.  The degree of 

specificity should be consistent with the nature of the course. 

3. Teaching strategies should include, where appropriate, specific instructional 

tactics, the time to be spent on tasks, recommended pupil activities, and resources. 

4. Evaluation techniques should include such specific techniques as sample tests, 

suggested projects, and individual study. 

 

C. Implementation 

 

Teachers will adhere to the content of course guides in accordance with Policy No. 2230. 

 

 

Adopted:  21 December 1995 

 

  



2260 - AFFIRMATIVE ACTION PROGRAM FOR SCHOOL AND CLASSROOM 

PRACTICES COMPLAINT PROCEDURE (Regulation) 

M 
 

A. Purpose and application 

 

1. The purpose of this procedure is to give any pupil or the parent of a pupil the 

opportunity to appeal an alleged violation of the district's affirmation action plan 

for school and classroom practices, as set forth in Policy No. 2260. 

2. This procedure is intended to facilitate an equitable and just resolution of a dispute 

at the most immediate level and will be implemented in an informal manner. 

3. Every reasonable effort will be made to expedite the process in the interest of a 

prompt resolution.  Time limits may, however, be extended with the consent of all 

parties. 

4. All participants in the procedure will respect the confidentiality that this district 

accords to information about individual pupils. 

 

B. Definitions 

 

1. "Affirmative action officer" means the district official responsible for the 

coordination of activities relating to compliance with the affirmative action plan. 

2. "Affirmative action plan" means the affirmative action plan for school and 

classroom practices adopted by the Board. 

3. "Board of Education" means the Board of Education of the City of Passaic School 

District. 

4. "Complainant" means a pupil or parent who believes that he or she has been harmed 

or adversely affected by a failure to enforce the district's affirmative action plan. 

5. "Complaint" means an unresolved problem concerning the interpretation or 

application by an officer or employee of this school district of law and regulations 

regarding the affirmative action plan. 

6. "Day" means calendar day. 

7. "Pupil" means an individual enrolled in any formal educational program provided 

by the school district. 

 

8. "School district" means the City of Passaic School District. 

 

9. "Violation" means the failure of a district official or employee to take the positive 

steps outlined in Policy No. 2260 and/or included in the affirmative action plan. 

 

C. Procedure 

 

1. A complainant shall discuss his or her complaint with the staff member most closely 

involved in an attempt to resolve the matter informally. 

 



2. If the matter is not resolved to the satisfaction of the complainant within ten days, 

the complainant may submit a written complaint to the affirmative action officer.  

The complaint will include 

 

a. The pupil's name and, in the complaint of a person acting on behalf of the 

pupil, the name and address of the complainant; 

 

b. The specific failure to act that the complainant complains of; 

 

c. The school employee, if any, responsible for the alleged violation of the 

affirmative action plan; 

 

d. The results of discussions conducted in accordance with paragraph B1; and 

 

e. The reasons why those results are not satisfactory. 

 

3. The affirmative action officer will investigate the matter informally and will 

respond to the complaint in writing no later than ten days after receipt of the written 

complaint.  A copy of the complaint and the response will be forwarded to the 

Superintendent. 

 

4. The response of the affirmative action officer may be appealed to the 

Superintendent in writing within ten days after it has been received by the 

complainant.  The appeal will include the original complaint, the response to the 

complaint, and the complainant's reason for rejecting the response.  A copy of the 

appeal must be given to the staff member alleged to have violated the affirmative 

action plan. 

 

5. On his or her timely request (that is, submitted before the expiration of the time 

within which the Superintendent must render a decision), the complainant will be 

given an informal hearing before the Superintendent, at a time and place convenient 

to the parties, but no later than ten days after the request for a hearing has been 

submitted.  The Superintendent may also require the presence at the hearing of the 

staff member charged with violation of the affirmative action plan and any other 

person with knowledge of the violation complained of. 

 

6. The Superintendent will render a written decision in the matter no later than ten 

days after the appeal was filed or the hearing was held, whichever occurred later. 

Copies of the decision will be given to all parties and to the Board. 

 

7. The complainant may appeal the Superintendent's decision to the Board by filing a 

written appeal with the Board Secretary/School Business Administrator no later 

than ten days after receipt of the Superintendent's decision.  The appeal shall 

include 

 

a. The original complaint; 



 

b. The response to the complaint; 

 

c. The Superintendent's decision; 

 

d. A transcript of the hearing, if one has been made, or a summary of the 

hearing to which all parties have consented; and 

 

e. The complainant's reason for believing the Superintendent's decision should 

be changed. 

 

8. A copy of the appeal to the Board must be given to the staff member, if any, charged 

with a violation of the affirmative action plan. 

 

9. The Board will review all papers submitted and may render a decision on the basis 

of the proceedings below.  If the complainant so requests, the Board may convene 

a hearing, at which all parties may be represented by counsel and may present and 

examine witnesses, who will testify under oath. 

 

10. The Board will render a written decision no later than 30 days after the appeal was 

filed or the hearing held, whichever occurred later.  Copies of the decision will be 

given to all parties. 

 

11. The complainant will be informed of his or her right to appeal the Board's decision 

to the Commissioner of Education or to the New Jersey Division on Civil Rights. 

 

D. Record 

 

The records of any complaint processed in accordance with this procedure shall be 

maintained in a file separate from the pupil's cumulative file.  A notation shall be made in 

the pupil's file of the presence of the record in the separate file. 

 

 

Adopted:  21 December 1995 

 

 

  



2310 - REMOVING A STUDENT FROM A PROGRAM (Regulation) 

For those instances when a parent, legal guardian, or adult student requests a change in the student's 

program (such as At Risk, Title I or Bilingual), he/she should be given an opportunity to make 

statements in support of removal from the program. 

 

The following procedure is to be used in the event such a request is made. 

 

Step I: 

 

A. The appeal must be made in writing to the building administrator. 

 

B. The building administrator will then inform the appropriate staff member and/or guidance 

counselor who will then arrange a meeting with the parent. 

 

C. During this meeting the appeal process will be explained. 

 

D. The staff member and/or guidance counselor will report back to the building administrator. 

 

E. The parent will receive a letter explaining the disposition of the request, with a copy to the 

assistant superintendent. 

 

Step II: 

 

A. Assistant Superintendent of Schools. 

 

B. Superintendent of Schools 

 

C. Board of Education 

 

D. County Superintendent of Schools 

 

E. Commissioner of Education 

 

 

Adopted:  21 December 1995 

 

 

  



2330 – HOMEWORK (Regulation) 

A. Content of homework 

 

1. Any homework assigned to pupils must be closely integrated with the curriculum.  

There should be a direct relationship between classroom studies and assigned 

homework.  Homework should reinforce and extend the lessons learned in school. 

 

2. Homework should help pupils learn by providing practice in the mastery of skills, 

experience in gathering information and integrating knowledge, and an opportunity 

to remediate learning problems. 

 

3. Homework should help develop the pupil's responsibility and provide an 

opportunity for the pupil to exercise independent work and judgment. 

 

4. The concepts on which a homework assignment is based should have been 

thoroughly taught and reviewed in class.  Homework assignments should include 

only those exercises and activities that a pupil can accomplish independently. 

 

5. Homework assignments should not require the use of research or resource tools that 

are not readily available in the pupils' homes or in sufficient quantity in the public 

or school library, or available for borrowing from the classroom. 

 

6. Homework assignments should not require extensive copy work unless the writing 

of numbers or script is the skill being taught. 

 

7. Homework must never serve a punitive or disciplinary function; learning, in school 

or at home, must always be a positive experience, rewarding for its own sake. 

 

B. Assignment of homework 

 

1. The number, frequency, and degree of difficulty of homework assignments should 

be based on the ability and needs of the individual pupil. 

 

2. Homework should be assigned with clarity so that pupils know precisely what is 

expected of them.  It may be helpful for teachers to post the homework assignment 

at the beginning of the class period and to encourage pupils to ask questions about 

any aspect of the assignment they do not fully understand. Homework should never 

be assigned hurriedly or in a confused manner. 

 

3. Teachers should observe the following guidelines for the introduction and 

assignment of homework.  Time allotments include all aspects of the homework 

assignment--outside reading, research, drill work, and the like. 

 

a. Kindergarten 

 



Home experiences related to classroom lessons should be assigned to pupils 

when appropriate. 

 

b. Grades 1, 2, and 3 

 

Formal homework assignments should be introduced in grade one.  Lessons 

should be geared to the needs and abilities of individual pupils.  The amount 

of time allocated should increase through the grades from five to thirty 

minutes several times a week. 

 

c. Grades 4 and 5 

 

Homework should be regularly scheduled, should require no more than 60 

minutes of preparation daily, and should be based on the needs and abilities 

of individual pupils. 

 

d. Grades 6, 7, and 8 

 

Homework should be regularly scheduled, should require no more than 120 

minutes of preparation daily, and should be based on the needs and abilities 

of individual pupils. 

 

In departmentalized junior high or elementary grades, pupils' total daily 

homework load and out-of-school responsibilities should be considered in 

determining the amount of homework to be assigned.  Teachers on each 

grade level or team will meet once a week or as required to review time 

estimates of homework to be assigned.  Major tests that require substantial 

periods of study will be taken into consideration in determining the total 

estimated homework load. 

 

e. Grades 9 through 12 

 

High school pupils should be assigned homework in each major academic 

subject on a regular basis. Periodic assignments should be given in art and 

music courses.  Both long and short term assignments should be given in all 

courses.  A high school pupil should typically devote at least 180 minutes 

to home study on school nights.  Pupils may choose to spend time during 

weekends and vacation periods on long term assignments. 

 

4. To the degree reasonably possible, teachers should plan and announce homework 

assignments, especially long term assignments, well in advance so that pupils can 

adjust their schedules appropriately. 

 

5. Pupils in all grades should be encouraged or required to maintain a homework 

assignment book, in which the pupil records his or her daily assignment.  Pupils 

and parents may be asked to record the time necessary to complete each assignment; 



this information will assist teachers in verifying their estimates of the length of time 

a given assignment will require. 

 

6. A teacher may accede to a parent's request for additional homework assignments 

for a pupil, provided the teacher, in his or her discretion, believes that the pupil will 

benefit from the assignment. 

 

7. A pupil who has been absent from school will be given an opportunity to make up 

homework assignments, provided the assignments are completed during a period 

equal to the length of his or her absence.  That period may be extended for the 

completion of long term assignments. 

 

8. The parent of an absent pupil may request homework assignments to be completed 

during the pupil's absence.  Teachers are expected to comply with any such request. 

 

C. Evaluation of homework 

 

1. All homework must be evaluated by the teacher and the teacher's evaluation must 

be communicated to the pupil.  Homework is not a learning activity if the pupil 

receives no acknowledgment of his or her work and no appraisal or criticism of it. 

 

2. Teachers should insist on high standards of quality in homework.  The homework 

lesson should teach the values of thorough preparation, careful research, neat 

execution, thoughtful work, and prompt submission. 

 

D. Checklist for teachers 

 

Teachers should be able to answer affirmatively the following questions about a homework 

assignment. 

 

1. Does the homework serve a valid purpose? 

 

2. It is well within the capacities of the pupil? 

 

3. Has the class been thoughtfully motivated for the work? 

 

4. Does the assignment grow out of school experience? 

 

5. Is the work related to pupils' interests?  Is it interesting? 

 

6. Does the assignment extend pupils' fund of information? 

 

7. Is the work adapted to individual needs, interests, and capacities? 

 

8. Are pupils entirely clear about what they are to do? 

 



9. Can the pupils do the work without the assistance of parents or others? 

 

10. Is the assignment a reasonable one and evenly scheduled in view of the pupil's home 

conditions? 

 

11. Does the assignment minimize the temptation merely to copy information? 

 

12. Can the homework be evaluated fairly and/or be used in the daily program? 

 

 

Adopted:  21 December 1995 

 

 

  



2340 - FIELD TRIPS (Regulation) 

A. Definition 

 

A "field trip" is any journey by a group of pupils away from the school premises that has 

been duly approved in accordance with Policy No. 2340.  A school sponsored trip taken by 

pupils as part of a co-curricular activity or a class trip is not a field trip and is governed 

instead by Regulation No. 5850. 

 

B. Approval of trips 

 

1. A list of field trips considered appropriate for each grade level or subject area will 

be prepared cooperatively by teaching staff members and approved by the Assistant 

Superintendent.  The approved list will be reviewed annually for additions, 

deletions, and revisions and will be distributed to teachers as a suggested guideline.  

In addition, the curriculum guide for a specific course of study may include 

suggested field trips. 

 

2. A teacher shall request approval of a specific field trip by submitting a written 

application to the Assistant Superintendent no less than one week prior to the date 

of the anticipated trip.  Field trip application forms are available in the office of the 

Assistant Superintendent. 

 

3. The field trip application will include 

 

a. Proposed date of the trip (which should be checked in advance against the 

school calendar) and any alternate date(s); 

 

b. The proposed destination and, if the destination is not generally known, its 

description and the reason it is selected by the teacher; 

 

c. The relationship of the trip to curriculum goals and objectives; 

 

d. The location of the destination and the route that will be taken to it; 

 

e. Transportation arrangements, the estimated cost of transportation, and the 

provision of safe and adequate loading and unloading areas for bus-borne 

pupils; 

 

f. The time of departure and the estimated time of return to the school; 

 

g. Provisions for emergency and sanitation facilities; 

 

h. Admission fees and tolls, if any; and 

 

i. Provisions for meals, if any are required. 



 

4. The Assistant Superintendent may deny a field trip request when 

 

a. The application is incomplete; 

 

b. The anticipated cost is excessive; 

 

c. The proposed trip bears insufficient relationship to the curriculum; 

 

d. The pupils involved will have been taken from the class for the trip and 

other activities for an excessive amount of time; 

 

e. The trip conflicts with other scheduled events or with other demands on 

school buses; 

 

f. The class has exceeded its equitable allocation of field trips; 

 

g. The trip will occur during an exam period or immediately before the end of 

a marking period; or 

 

h. The destination and trip activity are inappropriate choices for pupils of the 

age and maturity typical of the class. 

 

5. A request for an overnight field trip must receive the preliminary approval of the 

Assistant Superintendent before it is submitted to the Board of Education for final 

approval. 

 

6. The teacher will be given written approval or denial of the teacher's request for a 

field trip.  A denial of approval will include the reason(s) for the denial. 

 

C. Planning and preparation 

 

1. Each teacher who plans a field trip should take the following preliminary steps. 

 

a. Determine that the proposed trip is the best method available for achieving 

the desired learning outcomes.  Consult the list of approved field trip 

destinations for alternatives. 

 

b. Consult the school calendar for any conflicts with the projected date of the 

field trip and for any clusters of field trips on or about that date. 

 

c. Determine whether classes can be combined in a joint field trip for 

maximum economy. 

 

d. Gather the information necessary to fill out the field trip application form; 

complete and submit the form. 



 

2. If the field trip is approved, the teacher should take the following preparatory steps. 

 

a. Discuss the proposed trip with pupils, giving particular attention to 

 

(1) The purpose of the trip and its relationship to the course of study; 

 

(2) What in the trip the pupils should give particular attention to and ask 

questions about; 

 

(3) Any reports, note taking, sketching, or the like pupils should 

accomplish on the trip; 

 

(4) The assignment of background materials and research to enhance 

the value of the trip, and 

 

(5) Rules of conduct and expected behaviors, both at the trip destination 

and in transit to and from the destination. 

 

b. Distribute and collect a permission slip for each pupil who will participate 

in the trip.  The slip must be signed by the pupil's parent or guardian.  The 

slip will include notice of 

 

(1) The date, departure time, and return time; 

 

(2) The destination and its location; 

 

(3) The name of the teacher in charge; 

 

(4) The means of transportation; and 

 

(5) The purpose of the trip. 

 

Signed permission slips will be filed with the Principal, who will file them 

until the end of the school year. 

 

c. Make arrangements for travel and inform the Assistant Superintendent of 

those arrangements in writing no later than one week before the trip. 

 

(1) District-owned buses may be reserved with the Assistant 

Superintendent. 

 

d. Arrange with officials at the point of destination for 

 

(1) The pupils' admission; 

 



(2) The provision of any materials that will enhance the trip; 

 

(3) The services of guides, if necessary; and 

 

(4) The provision of meals, if necessary. 

 

e. Arrange for chaperones, who may be other teaching staff members or 

volunteer parents, and apprise them of their responsibilities (see paragraph 

D below).  The number of chaperones appointed will be as indicated in the 

following chart: 

 

Grade levels Number of chaperones per pupil 

 

PreK-12 1-8 Ratio Recommended 

 

f. If unfamiliar with trip destination, make a reasonable effort to visit the 

premises to become acquainted with points of interest, special features, 

potential problem areas, and the food and restroom accommodations. 

 

g. Notify other teachers or departments, as appropriate, of the nature of the 

field trip and the pupils involved in the trips 

 

(1) To permit other teachers to plan for the absences and 

 

(2) To encourage other teachers to incorporate the field trip experience 

in their lesson plans. 

 

h. Notify the cafeteria manager, no later than two weeks in advance, of the 

number of pupils who will miss lunch on the day of the field trip. 

 

i. Prepare a roster of pupils who will participate in the field trip. 

 

j. Make alternate educational arrangements for any pupils who will not 

participate in the field trip. 

 

k. Ascertain whether any pupil participating in the field trip will or may 

require medication in the course of the trip and arrange for the presence of 

the school nurse or the pupil's parent to administer the medication.  If neither 

can be present, report the matter to the principal who may deny the pupil's 

participation. 

 

3. On the day of the field trip, the teacher will 

 

a. If the weather is inclement and the trip is to take place out of doors or 

involves transportation that might be made hazardous by the weather, check 



with the Principal who may determine to cancel or postpone the trip.  If the 

trip is canceled or postponed, promptly inform chaperones. 

 

b. Take attendance and deliver to the Principal a roster of the pupils who are 

actually leaving on the field trip. 

 

c. Ascertain that the full complement of assigned chaperones is present and 

prepared. 

 

d. Ascertain that all pupils participating in the field trip have left the school by 

the arranged method of transportation.  Only in exceptional circumstances, 

approved in advance by the Principal, may pupils be delivered directly to 

the destination by means other than those arranged by the teacher. 

 

e. Take all reasonable steps to assure that pupils profit educationally from the 

trip. 

 

f. Make no change or substitutions in the trip itinerary unless an emergency 

has occurred (see paragraph E following). 

 

g. Ascertain that all pupils participating in the field trip have left the 

destination by the arranged method of transportation.  Only in exceptional 

circumstances, approved in advance by the Principal, or in an emergency 

may pupils be taken from the destination by means other than those 

arranged by the teacher. 

 

h. If the trip will bring pupils back to school after the end of the school day, 

ascertain that the principal will remain on the premises until the pupils' 

return or has appointed an emergency coordinator to remain on school 

premises.  Plan to stay at the school or assign a chaperone to stay at the 

school until the last pupil has been picked up or has departed for home by 

his or her regular transportation. 

 

D. Chaperones 

 

1. The teacher in charge of the trip is responsible for appointing and training 

chaperones.  Chaperones should be persons known to the teacher to be responsible, 

dependable, and comfortable with children of the pupils' age and maturity. 

 

2. The Board will pay the expenses of chaperones to the extent that the expenses of 

pupils and teachers are paid. 

 

3. Chaperones will be assigned a specific group of pupils and are accountable for the 

welfare of those pupils. Pupils must not be left unattended; if the chaperone must 

briefly leave his or her assigned pupils, the chaperone should ask the teacher or 

another chaperone to take his or her place for the absence. 



 

4. Smoking and the use of alcohol is prohibited for both pupils and chaperones. 

 

5. Prior to their arrival at the destination, chaperones should inform the pupils in their 

charge of 

 

a. The conduct expected of them; 

 

b. The time and place of departure; and 

 

c. Any other information necessary to the conduct of the trip, such as meal 

arrangements and the location of restrooms. 

 

6. Chaperones should attempt to regulate pupil conduct. Any significant or persistent 

disciplinary problem should be reported to the teacher for appropriate action. 

 

E. Emergencies 

 

The following guidelines will be followed in the event of an emergency during a field trip. 

 

1. An emergency on a school bus will be governed by the procedures set forth in 

Regulation No. 8630. 

 

2. In the event a pupil is lost or missing, and all reasonable efforts to find him or her 

have failed, the teacher shall, immediately after the pupil is first found missing, call 

the principal.  If the principal is not immediately available, the teacher shall call the 

Assistant Superintendent at 201-470-5520 for further instructions. 

 

3. In the event of a medical emergency, the teacher shall summon first aid and/or 

ambulance services.  Any medical emergency shall be immediately reported to the 

principal.  Within three days of the trip, the teacher shall file with the principal a 

full written report of the emergency and the steps taken to protect the victim's health 

and safety. 

 

4. In the event of a delay that will bring pupils back to school later than anticipated 

and after the end of the school day, the teacher will, as soon as he or she can estimate 

the actual time of arrival, call the principal or a person designated by the principal 

to remain at the school as emergency coordinator.  The principal or emergency 

coordinator will 

 

a. Inform parents of the delay by telephone, 

 

b. Make the school facilities available to waiting parents, 

 

c. Remain at the telephone to answer incoming calls, and 

 



d. Confer with the teacher to be certain all pupils have been safely dispatched. 

 

F. Overnight trips 

 

1. A field trip that will remove pupils from the district overnight must be specifically 

approved by the Board. The request and approval procedures outlined in paragraph 

B6 above must be followed. 

 

2. All of the provisions of this regulation are applicable to overnight field trips. 

 

3. Pupils and their parents may be required, as a condition of their participation in the 

trip, to attend a meeting at which they will be informed of the 

 

a. Purpose of the trip; 

 

b. The particulars of the trip such as itinerary, departure and return times, 

duration, overnight accommodations, and points of interest; 

 

c. Rules of conduct and behavior expectations, both on the trip and at the 

destination; 

 

d. Need, if any, for special clothing, supplies, apparatus, or equipment; and 

 

e. Costs, if any, of the trip. 

 

G. Follow-up and evaluation 

 

1. The teacher in charge of the field trip should express his or her appreciation to 

 

a. The chaperones, both lay and professional, 

 

b. The officials and guides at the destination, and 

 

c. Any other persons or representatives who assisted in the conduct of the trip. 

 

2. The teacher in charge should incorporate the field trip experience into pupils' 

learning by 

 

a. Conducting a discussion and a critical evaluation of the experience; 

 

b. Encouraging creative projects on themes experienced on the field trip; 

 

c. Testing pupils on information gained and attitudes formed; and/or 

 

d. Assigning pupils written reports or presentations on the experience. 

 



3. The teacher will assist the principal in a critical evaluation of the trip by filing a 

written report of the trip that includes its benefits and drawbacks.  The report should 

address these questions, as appropriate to the trip: 

 

a. Was the destination the best choice for the teaching purpose served? 

 

b. Were there sufficient materials available to pupils as background for the 

trip? 

 

c. Did the trip experiences encourage new understandings, impart new 

knowledge, or stimulate pupils to new activity? 

 

d. Did the trip experience relate to other school learning experiences? 

 

e. Did the trip impart accurate information and a truthful picture? 

 

f. Were the pupils exposed to any hazard to their physical or emotional well-

being? 

 

g. Was the trip worth the time and expense? 

 

h. Were there any serious problems with pupil conduct and management? 

 

i. To what extent, if any, did the trip generate cooperation and a positive 

relationship between the school and the community? 

 

 

Adopted:  21 December 1995 

 

 

  



 

2411 - GUIDANCE AND COUNSELING (Regulation) 

M 
 

A. Counseling services 

 

1. The purpose of counseling services is to train pupils in self-examination, self-

evaluation, and analysis of alternatives so that each pupil can benefit most fully 

from his or her education and life experiences. 

 

2. Counseling services will include 

 

a. Career and academic planning through consideration of personal interests, 

past and potential performance, and present opportunities; 

 

b. Personal development including adjustment to situational problems, 

understanding of the consequences of personal behavior, and referral to 

assistance where appropriate; and 

 

c. Crisis counseling to assist pupils undergoing extreme emotional reactions 

that disrupt immediate functioning, including post-crisis planning and 

referral for treatment as necessary. 

 

3. All counseling services shall be free of bias on the basis of race, color, creed, 

religion, gender, ancestry, national origin, or social or economic status. 

 

B. Consulting services 

 

1. The purpose of consulting services is the improvement of the instructional program 

and the delivery of educational services by the collaboration of those staff members 

responsible for the instructional program and the development of individual pupils. 

 

2. Consulting services will include 

 

a. Identification of the needs of pupils; 

 

b. Identification, evaluation, and program implementation of pupils with 

special needs; 

 

c. Development and implementation of preventive and supportive programs 

to address such problems as pupil attendance, violence, and suicide; 

 

d. Alerting professional staff to the purposes, functions, and availability of 

guidance and counseling services; 



 

e. Encouragement of cooperation among teaching staff members and parents 

in resolving individual pupil problems and addressing pupil needs; 

 

f. Establishment and maintenance of fruitful relationships with state and local 

agencies for the purpose of professional referral and the sharing of 

experiences; 

 

g. Cooperation with business and industry to facilitate pupil job placement and 

vocational training; and 

 

h. Maintenance of a library of occupational and educational information. 

 

C. Evaluation 

 

The program of guidance and counseling will be reviewed annually to determine its 

strengths and weaknesses.  The following information may be gathered and analyzed in 

that review: 

 

1. Annual record of graduate placements in post-secondary situations; 

 

2. Assessments of past graduates as to the effectiveness of guidance services received 

in the high school; 

 

3. Results of surveys of parent and staff evaluations of guidance services; 

 

4. Analysis of the efficacy of outside referrals; 

 

5. Assessments by persons not employed in the school district and expert in the field 

of guidance and counseling; and 

 

6. The personal evaluations of the guidance and counseling staff members to identify 

weaknesses in the administration of the program. 

 

 

Adopted:  21 December 1995 

 

 

  



 

2414 - AT RISK STUDENTS (Regulation) 

 

M 
 

A. Assessment 

 

1. Each pupil will be assessed, upon entrance into the educational system and annually 

thereafter, to identify pupils who do not meet minimum state and local standards 

for proficiency in the basic skills of communication and computation.  Pupils so 

identified will be provided with an individual comprehensive assessment.  This 

regulation does not apply to an educationally disabled pupil whose individualized 

educational program specifically exempts him or her from the district's assessment 

program. 

 

2. Proficiency levels in the third and sixth grades will be assessed by administration 

of a standardized Test of Basic Skills.  The attainment of proficiency levels by 

secondary pupils will be assessed by the administration of the state mandated high 

school proficiency test.  The assessment records of a pupil who transfers to this 

district will be obtained, and assessment records of pupils who transfer from this 

district will be forwarded to the school in which the pupil enrolls. 

 

3. Information regarding the district's assessment program, along with interpretive 

materials, will be released to the public as required by rules of the State Board of 

Education. 

 

B. Skills Improvement Plan 

 

The basic skills improvement plan to be prepared and recommended to the Board for 

submission to the CountySuperintendent will provide for: 

 

1. The enrollment in preventive and remedial programs of compensatory education of 

pupils in grades kindergarten through 3 who do not meet locally established state 

approved standards of proficiency in communications and/or computation, pupils 

in grades 4 through 9 who do not meet state minimum levels of proficiency in 

communications and/or computation, and pupils in grades 10 through 12 who have 

not passed the high school proficiency test; 

 

2. The screening of pupils, within one month of enrollment, to determine whether they 

should be enrolled in preventive and remedial programs; 

 

3. Supplemental instructional and related activities and services responsive to 

identified deficiencies and designed to meet the academic, social, economic, and 

environmental needs of pupils; 



 

4. Continuing communication between teaching staff members and the parents of 

pupils receiving compensatory education; 

 

5. Evaluation of the progress of pupils toward proficiency in basic skills; 

 

6. Evaluation of the effectiveness of the district compensatory education program, in 

terms of pupil gains and other relevant factors; and 

 

7. A detailed budget for the administration, personnel, supplies, equipment, training 

of staff, and health and community services required for the compensatory 

education program. 

 

C. ISIP 

 

1. A pupil who has completed three academic years beyond kindergarten and performs 

below state minimum levels of proficiency will be provided with an individual 

student improvement plan (ISIP).  The ISIP will be developed and implemented by 

the Director of Federal and State Programs, and the classroom teacher will be 

responsible for monitoring its development, implementation, and evaluation. 

 

2. Both the pupil and the pupil's parent will be notified of the pupil's need for 

compensatory education and the content of the pupil's ISIP.  Notification will be 

made in writing in the language or mode of communication that is understood by 

the pupil and the parent. 

 

3. Evaluation and remediation of pupils who demonstrate deficiencies at the end of 

the eleventh grade and during the twelfth grade will be conducted in accordance 

with Policy No. 5460 on high school graduation. 

Adopted:  21 December 1995 

  



 

2423 - LANGUAGE ACQUISITION SERVICES EDUCATION PROGRAM (Regulation) 

M 
 

I. English Language Development Programs 

 

The Passaic School District’s Language Acquisition Services Education Program shall 

provide all kindergarten to 12th grade English Language Learners (ELLs) enrolled in the 

district pursuant to N.J.S.A. 18A:7F-4 with all required courses and support services to 

prepare ELLs to meet all of the state adopted Core Curriculum Content Standards (CCCS) 

for high school graduation, and Teachers of English to Speakers of Other Languages 

(TESOL) Standards.  (N.J.S.A. 18A:35-15 to 26) 

 

II. Identification Of English Language Learners (Ells) 

 

The Board directs the screening of all kindergarten to 12th grade students entering the 

District to determine the native language of each student.  The LP Coordinator shall 

maintain a census card for students whose native language is other than English.  English 

language proficiency will be determined using a state approved English language 

proficiency test. The Board shall also provide appropriate instructional programs to eligible 

pre-kindergarten English language learners based on need. (N.J.A.C. 6A:15-1.3) 

 

III. Bilingual And English Language Development Programs 

 

The Board of Education will provide programs of Bilingual Education, and English 

Language Development (ELD) for English Language Learners (ELLs) as required by law 

and rules of the State Board of Education.  English language learners are those students 

whose native language is other than English and who have difficulty speaking, reading, 

writing, and/or understanding the English language as to be denied the opportunity to learn 

successfully in classrooms where the language of instruction is English. (N.J.A.C. 6A:15-

1.4) 

 

IV. Approval Procedures 

 

The District shall provide Bilingual/ English Language Development programs and submit 

a plan every three years to the Department of Education for approval, (6A:15-1.6a) 

including information on the following: 

 

1. Identification of students; 

 

2. Program description; 

 

3. Bilingual and ESL curriculum development 

 



4. Evaluation design; and 

 

5. Review process for exit. 

 

The District shall submit annually the following data on ELLs (6A:15-1.6b): 

 

1. Number of students served 

 

2. Number of certified staff in the program 

 

3. Evaluation data 

 

4. Exit data 

 

5. Bilingual/ English Language Development budget 

 

V. Supportive Services 

 

The District shall provide ELLs full access to educational services available to other 

students.  (6A:15-1.7a)  The District will use certified bilingual personnel to provide 

supportive services, such as counseling, tutoring and career guidance for English Language 

Learners (6A:15-1.7b) 

 

VI. Professional Development 

 

The District’s Curriculum and Instruction Department, the Language/ Literacy Department 

and the Human Resources Office work in collaboration to provide on-going professional 

development opportunities to all administrators, teachers and staff working with English 

language learners.  The goal of training is to help educators acquire specific skills needed 

to work with English language learners in the areas of ELD instruction, comprehensible 

core content instruction, District program designs, District curriculum expectations, 

District processes and services for English language learners, and multiculturalism. 

(6A:15-1.8a) 

 

VII. Certification 

 

All Bilingual/English Language Development teachers must have the following 

certification to instruct ELLs: 

 

1. All teachers delivering primary language instruction must be appropriately 

certified, i.e. Bilingual Education. (N.J.S.A. 18A:6-38 et seq. and 18A:35-15 to 26) 

(6A:15-1.9a) 

 

2. Teachers providing instruction in English as a Second Language must be 

appropriately certified, 1.e. English as a Second Language.(N.J.S.A. 18A:6-38 et 

seq. and N.J.A.C. 6:11-6.2) (6A:15.1.9b) 



 

3. All teachers providing English language services must hold a valid New Jersey 

instructional certificate. (6A15-1.9c) 

 

VIII. Bilingual, ESL and Language Acquisition Services Education Program Enrollment, 

Assessment, Exit and Reentry 

 

All English language learners from pre-kindergarten through grade 12 shall be enrolled in 

the English Language Development Education Program established by the school district 

board of education. (N.J.A.C. 6A:15-1.4 b through e and 1.5a, and P.L. 1995, c.59 and 

c.327) (6A:15-1.10a) 

 

Students enrolled in the Language Acquisition Services Education Program shall be placed 

in a monolingual English program when they have demonstrated readiness to function 

successfully in an English only program.  The process shall be initiated by the student’s 

level of English proficiency, as measured by a Department established standard on an 

English language proficiency test, and the readiness of the student shall be further assessed 

on the basis of multiple indicators which shall, at a minimum, include classroom 

performance, the student’s reading level in English, the judgment of the teaching staff 

member or members responsible for the educational program of the student, and 

performance on achievement tests in English according to P.L. 1991, c.12. (6A:15-1.10b) 

 

A parent or guardian may remove a student who is enrolled in a bilingual education 

program pursuant to provisions in P.L. 1995 c.327. (6A:15-1.10c) 

 

Students enrolled in the bilingual, English Language Development program shall be 

assessed annually to determine their progress in achieving English language proficiency 

goals and readiness for exiting the program. (6A:15-1.10d) 

 

Newly exited students who are not progressing in the mainstream English program may be 

considered for reentry into the bilingual English Language Development program. (6A:15-

1.10e) 

 

The District shall notify by mail, the student’s parent(s) or legal guardian of the 

determination of placement when the review process for exiting a student has been 

completed. (6A:15-1.10f) 

 

IX. Graduation Requirements For English Language Learners 

 

All English Language Learners must satisfy requirements for high school graduation 

according to N.J.A.C. 6A:8-5.1(a) (6A:15-1.11) except English Language Learners who 

enter the district in grades nine or later.  These students may be eligible for a State-endorsed 

high school diploma, may demonstrate they have attained minimum levels of proficiency 

established by the Department of Education through the Special Review Assessment in 

their native language, and by attaining a passing score on a language proficiency test 

approved by the New Jersey Department of Education. 



 

X. Location 

 

All bilingual, English language development education programs shall be conducted within 

classrooms approved by the county superintendent of schools within the regular school 

buildings of the district per N.J.S.A. 18A:35-20. (6A:15-1.12) 

 

XI. Notification 

 

The District shall notify by mail the parents of English Language Learners of the fact that 

their child has been identified as eligible for enrollment in a Language Acquisition Services 

Education Program.  Such notice shall include the information that the parents have the 

option of declining enrollment of their child in a bilingual program, and they shall be given 

an opportunity to decline enrollment if they so choose.  The notice shall be in writing and 

in the language of which the child of the parents so notified possesses a primary speaking 

ability, and in English.  In addition, whenever the district determines, on the basis of a 

student’s level of English proficiency, that a student should exit from the Language 

Acquisition Services Education Program, the district shall notify the parent(s) of the 

student by mail. (6A:15-1.13a) 

 

The District shall send progress reports to parent(s) of students enrolled in a Language 

Acquisition Services Education Program in the same manner and frequency as progress 

reports are sent to parent(s) of other students enrolled in the school district.(6A:15-1.13b) 

 

Progress reports shall be written in English and in the native language of the parent(s) of 

students enrolled in the Language Acquisition Services Education Program unless it can 

be demonstrated and documented in the annual plan required in N.J.A.C. 6A:15-1.6(c) that 

this requirement would place an unreasonable burden on the district board of education. 

(6A:15-1.13c) 

 

The District shall notify the parent(s) when students meet the exit criteria and are placed in 

a monolingual English program. The notice shall be in English and in the language in which 

the parent(s) possesses a primary speaking ability. (6A:15-1.13d) 

 

XII. Joint Programs 

 

The District may join with any other district with the approval of the county superintendent 

of schools on a case by case basis to provide Language Acquisition Services Education 

Programs. (6A:15-1.14) 

 

XIII. Parental Involvement 

 

The District shall provide for the maximum practicable involvement of parent(s) of English 

Language Learners in the development and review of program objectives and 

dissemination of information to and from the Board of Education and communities served 

by Language Acquisition Services Education Program. (6A:15-1.15a) 



 

The District Board of Education implementing Language Acquisition Services Education 

Program shall establish a parent advisory committee on language acquisition on which the 

majority will be parent(s) of English language learners, (6A:15-1.15b) 

 

XIV. State Advisory Committee On Bilingual Education 

 

The State Board of Education shall establish a State advisory committee on bilingual 

education.  The Commissioner of Education shall appoint the members of the committee 

with representation from parents, institutions of higher education, bilingual and ESL 

teachers, school board members, school administrators and lay persons. (6A:15-1.16a) 

 

The committee shall advise the Department of Education in the formulation of policies and 

procedures relating to the Act. (6A:15-1.16b) 

 

 

Adopted:  21 December 1995 

Revised:  1 June 2006 

 

 

 

  



*2430 - CO-CURRICULAR ACTIVITIES 

 

A. Definition 

 

"Co-curricular activities" means activities conducted on or off school premises by clubs, 

associations, and organizations of pupils sponsored by the Board of Education; "co-

curricular activities" also includes the pupil clubs, associations, and organizations that 

conduct those activities.  "Co-curricular activities" does not include athletic competitions 

or practices or athletic teams or organizations. 

 

B. Recognition 

 

1. All co-curricular activities must be approved by the Board.  An organization of 

pupils or an activity conducted by and for pupils becomes a co-curricular activity 

only when it has been duly approved by the Board. 

 

2. The Board will approve annually and maintain a list of approved co-curricular 

activities, which will be distributed to principals.  The list will include 

 

a. Those co-curricular activities that have been in operation and have been 

found to address satisfactorily a continuing need; 

 

b. Newly approved co-curricular activities; 

 

c. A brief description of each approved activity; 

 

d. The name of the advisor of each activity; and 

 

e. The name of the custodian of the activity's fund. 

 

3. A new co-curricular activity may be initiated in accordance with the following 

procedures. 

 

a. A written proposal for the new activity must be submitted to the Principal.  

The proposal will include: 

 

(1) The name and purpose of the proposed activity; 

 

(2) The name of a faculty member who has agreed to be its advisor; 

 

(3) A plan for the use of school facilities, including the facility required, 

the times and frequency of use, and the portion of the school year 

the facility will be used; 

 

(4) The need, if any, for support personnel or services; 



 

(5) A description of the activities that participating pupils will conduct; 

 

(6) An estimation of the costs, if any, that the activity will incur; 

 

(7) A statement as to whether or not the proposed activity will involve 

fund raising and, if fund raising will be involved, the use that will 

be made of those funds; 

 

(8) The manner in which pupil leaders will be chosen and organizational 

decisions will be made; 

 

(9) The number of pupils who intend to participate in the activity; and 

 

(10) Qualifications for participation, if any, and, if pupils must qualify 

on a basis other than interest and availability, the rationale for that 

qualification. 

 

b. A duly submitted proposal for a new co-curricular activity will be approved 

if 

 

(1) Its objectives are in harmony with the educational goals adopted by 

the Board; 

 

(2) It is designed to meet assessed pupil needs and interests; 

 

(3) At least ten pupils have expressed an intention to participate in the 

activity; 

 

(4) Participation is open to all interested pupils available for 

participation or, if participation is limited, any qualifications for 

participation are reasonably justified by the purpose of the activity; 

 

(5) The proposed use of school facilities does not interfere with the 

instructional program or the conduct of established co-curricular 

activities; and 

 

(6) The proposed activity will be properly supervised. 

 

C. Pupil participation 

 

1. The program of co-curricular activities should be sufficiently varied to meet the 

wide range of pupils' vocational, recreational, social, and cultural needs and 

interests. 

 



2. All pupils will be provided with information on co-curricular activities at the start 

of the school year and will be invited to participate in one or more activities. 

 

3. Eligibility standards are set forth in Policy No. 2430. 

 

4. When a pupil becomes ineligible for participation in co-curricular activities by 

reason of poor attendance or poor academic performance, his or her teacher will so 

inform the advisors of the co-curricular activities in which the pupil participates.  

The advisor will suspend the pupil's participation, except as exempted by Policy 

No. 2430. 

 

5. A pupil who has been suspended from participation in co-curricular activities for 

reason of poor attendance will be offered an opportunity to work out a plan for 

improved attendance with the Principal.  If the pupil adheres to the plan and 

demonstrates his or her improved attendance within a period of not less than 30 

days, the pupil may be reinstated to participation in co-curricular activities. 

 

6. A pupil who has been suspended from participation in co-curricular activities for 

reason of poor academic performance will be offered an opportunity to establish 

with the Principal performance goals in the subject(s) in which he or she is 

performing below expectation.  The performance goals should include concrete 

objectives and timelines for improvement.  When the pupil meets the agreed upon 

performance goals, he or she may be reinstated to participation in co-curricular 

activities. 

 

D. Supervision 

 

1. Each co-curricular activity must be supervised by at least one staff member 

appointed by the Board as advisor. 

 

2. The Superintendent will provide appropriate in-service training for co-curricular 

advisors. 

 

3. Co-curricular advisors will be provided with an advisors' handbook that includes, 

as a minimum, these regulations and detailed school procedures for the conduct of 

co-curricular activities. 

 

4. Each co-curricular advisor shall 

 

a. Meet regularly and promptly with participating pupils at the assigned time 

and place of the activity and insure an orderly environment appropriate to 

the purpose of the activity; 

 

b. Instruct participating pupils in the purpose and conduct of the activity and 

explain any rules and/or standards to be observed in the conduct of the 

activity; 



 

c. Encourage participating pupils to take appropriate responsibility for the 

conduct and leadership of the activity; 

 

d. Prepare and submit to the Assistant Superintendent a calendar of activities 

for the school year; 

 

e. Prepare and maintain a membership list of participating pupils, keep an 

attendance record, and submit the membership list to the Principal; 

 

f. Ascertain that each participating pupil is involved in the activity to the 

extent commensurate with his or her interests and abilities; 

 

g. Report periodically or as required to the Superintendent on the conduct 

and/or achievements of the activity; 

 

h. Take all reasonable and necessary steps to safeguard the health and safety 

of participating pupils, including the prohibition of hazing and similar 

initiation rites; 

 

i. Insure the proper accounting and deposit of any funds raised or collected by 

the activity, in accordance with Policy No. 6660; and 

 

j. Cooperate with the principal in a year-end evaluation of the activity. 

 

5. The advisor responsible for an activity scheduled for an evening or a weekend (such 

as a performance or social event) should consult Regulation No. 5850 and No. 9161 

and should 

 

a. Request permission for the activity from the Principal and for the use of the 

facility from the Principal; 

 

b. Provide publicity and advertising information to the Superintendent at least 

one week in advance of the event; 

 

c. Order any necessary tickets and/or program, correct proofs, and print; 

 

d. Provide for any music required by hiring musicians and/or collecting 

records and tapes; 

 

e. Arrange with the principal for the provision of any additional security 

and/or traffic services, in accordance with Regulation No. 9320; 

 

f. Arrange for any required audio or lighting equipment and supplies; 

 

g. Provide for the checking of participants' and spectators' outerwear; 



 

h. Provide for any food services that will be required; 

 

i. Arrange for ushers and chaperones; 

 

j. Provide for the prompt deposit of any moneys collected; and 

 

k. After the event, report to the Principal 

 

(1) The number of tickets sold, 

 

(2) The number of persons who attended the event, 

 

(3) The amount of money collected and deposited, and 

 

(4) An evaluation of the event, including an account of any unusual 

incidents. 

 

6. Staff members other than the activity advisor should attend activities as follows. 

 

a. An administrator should be assigned to attend each evening and each 

weekend co-curricular activity. 

 

b. Teachers are encouraged to support and attend a function that has been 

planned and prepared by a significant proportion of the pupils assigned to 

them. 

 

c. All faculty members are encouraged to support and attend special co-

curricular events that involve a significant degree of pupil planning and 

preparation such as plays, concerts, and dances. 

 

E. Evaluation 

 

1. An evaluation of each co-curricular activity will be conducted by the principal and 

the advisor at the end of the school year or the conclusion of the activity. 

 

2. The evaluation will measure the activity against its stated objectives to determine 

if the objectives were met.  Criteria may include 

 

a. Membership and attendance records, 

 

b. Regularity of meetings, 

 

c. The planning and execution of special events, 

 

d. Evidence of pupil leadership and assumption of responsibility, and 



 

e. Such other indicia of pupils' growth and development as the evaluators may 

choose. 

 

3. The evaluation will include recommendations for the improvement of the activity 

or, if so indicated, for the cancellation of the activity. 

 

4. The written evaluation will be signed by the principal and the advisor and sent to 

the Superintendent by a date determined by the Superintendent. 

 

5. The Principal will conduct an annual evaluation of the overall program of co-

curricular activities.  That evaluation should consider whether the program has 

resulted in 

 

a. Improvement in school attendance, 

 

b. Improvement in academic performance, 

 

c. Increased participation in school activities, and 

 

d. Improvement in school morale and pupil behaviors. 

 

F. Records 

 

1. A pupil's participation in co-curricular activities shall be recorded in his or her 

record, will be preserved for the duration of the pupil's enrollment in the school, 

and may be released only in accordance with Policy No. 8330. 

 

2. Records of the conduct of co-curricular activities will be maintained by the Advisor 

and will include, as appropriate to the activity, 

 

a. The period in which the activity occurred; 

 

b. The numbers of participating pupils in each school year and/or present at 

each co-curricular event; 

 

c. The name of the activity advisor; 

 

d. The printed product of the activity, such as copies of the school newspaper 

or literary collection; 

 

e. Copies of reports of the activity in newspapers and/or other public relations 

releases; and 

 

f. The financial records of the activity. 

 



 

Adopted:  21 December 1995 

 

 

  



2431.1 - EMERGENCY PROCEDURES FOR ATHLETIC PRACTICES AND 

COMPETITIONS (Regulation) 

M 
 

A. Precautions 

 

1. "Athletic competition" and "athletic activities" mean all practice sessions and 

competitive contests, games, events, and exhibitions with individual pupils or 

teams of one or more schools of this district or of other districts and include 

cheerleading. 

 

2. "Health personnel" means the school nurse, the school medical inspector, the 

designated team doctor, a licensed physician, and members of the first aid squad or 

ambulance team. 

 

3. "Parent" means the parent or parents or guardian having legal custody and control 

of a pupil. 

 

4. "Pupil" means a pupil enrolled in this district and a pupil enrolled in any district 

who is present in this district for the purpose of participating in an program of 

athletic competition sponsored by the Board of Education. 

 

B. Precautions 

 

1. All athletic coaches, including assistant coaches, will be trained in first aid and in 

the identification of injured and disabled pupil athletes. 

 

2. Athletic coaches are responsible at all times for the supervision of pupils to whom 

they have been assigned.  Pupils shall not be left unattended at any time. 

 

3. Pupils 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. Pupil athletes shall be required to report promptly to the athletic coach any injury 

or disability occurring to the pupil himself or herself or to another pupil. 

 

5. First aid supplies and equipment shall be readily available at all athletic activities 

and shall be maintained in proper condition. 

 

6. Health personnel shall be present at the following athletic activities: 

 

a. The school medical inspector shall be present at all home football games. 

 

b. An ambulance shall be present at all home football games. 



 

C. Emergency procedures 

 

The following procedures shall be implemented whenever a pupil athlete is injured or 

disabled in the course of an athletic practice or competition sponsored by this district. 

 

1. The athletic coach shall immediately notify the health personnel shall assume 

responsibility for the emergency treatment of the pupil. 

 

2. If no health personnel are present, or if none can be immediately summoned to the 

pupil's aid, the athletic coach shall administer such first aid as may be necessary. 

 

3. If the pupil's injury or disability requires more than routine first aid, the athletic 

coach shall 

 

a. Summon an ambulance by calling the Police Department at 201-365-3900. 

 

b. Arrange for the pupil's transportation to the nearest hospital or the office of 

the school medical inspector. 

 

4. The athletic coach or his or her designee shall promptly notify the building 

principal, the Superintendent, and the pupil's parent of the pupil's injury or disability 

and the condition and location of the pupil. 

 

5. An injured or disabled pupil who has been transported away from school premises 

must be accompanied by the athletic coach, a member of the athletic department, a 

health professional, or other responsible adult known to the athletic coach. 

 

6. These procedures shall be followed when the injured or disabled pupil is a member 

of a visiting team or district, and every effort shall be made to cooperate with the 

staff of the district in which the pupil is enrolled. 

 

D. Reports 

 

1. The athletic coach shall complete and file a report of every injury or disability that 

occurs to a pupil in the course of his or her participation in the athletic program of 

this district, regardless of the severity of the injury or disability.  The report shall 

include 

 

a. The date of the incident; 

 

b. The name, age, grade level, and gender of each injured or disabled pupil; 

 

c. The district in which the pupil is enrolled; 

 

d. The name and district of each pupil involved in the incident; 



 

e. A narrative account of the incident; 

 

f. A detailed description of the injury or disability; 

 

g. The treatment given on school premises and the names of the health 

personnel, if any, who treated the pupil; 

 

h. The place, if any, to which the pupil was taken and the persons who 

accompanied the pupil; and 

 

i. A memorandum of the notice given to the pupil's parent. 

 

2. Copies of the report shall be filed with the school nurse and the building principal 

within 48 hours of the incident. 

 

3. The building principal shall report the incident to the Superintendent, who shall 

report to the Board of Education. 

 

4. A copy of each report of an incident of pupil injury or disability that occurs in the 

course of athletic activities shall be maintained by the athletic director, who shall 

analyze reports for patterns that indicate a need for revision of the district's safety 

and/or athletics program.  The athletic director shall report the findings of his or her 

analysis to the Superintendent at the close of each sport season. 

 

5. The parent or guardian of each injured or disabled pupil will be given assistance in 

the completion and filing of insurance claim forms. 

 

E. Readmission to athletic activities 

 

A pupil injured or disabled in the course of an athletic activity will be permitted to 

participate in athletic competition only on the written permission of the school medical 

inspector or designated team doctor, who must first examine the pupil to determine his or 

her fitness to participate in athletics.  Written notice of that determination, signed by the 

school medical inspector or designated team doctor as appropriate, shall be given to the 

pupil's parent. 

 

 

Adopted:  21 December 1995 

 

 

  



 

2431.2 - MEDICAL EXAMINATION TO DETERMINE FITNESS FOR 

PARTICIPATION IN ATHLETICS (Regulation) 

M 
 

The medical examination conducted to determine the fitness of a pupil for participation in athletics 

shall include, as a minimum, the following: 

 

A. Medical history questionnaire 

 

A medical history questionnaire will be completed by the parent or legal guardian of the 

pupil, to determine if the pupil: 

 

1. Has been medically advised not to participate in any sport, and the reason for such 

advice; 

 

2. Is under physician's care and the reasons for such care; 

 

3. Has experienced loss of consciousness after an injury; 

 

4. Has experienced a fracture or dislocation; 

 

5. Has undergone any surgery; 

 

6. Takes any medication on a regular basis, the names of such medication, and the 

reasons for such medication; 

 

7. Has allergies including hives, asthma, and reaction to bee stings; 

 

8. Has experienced frequent chest pains or palpitations; 

 

9. Has a recent history of fatigue and undue tiredness; 

 

10. Has a history of fainting with exercise; and 

 

11. Has a history of a family member experiencing sudden death. 

 

B. Physical examination 

 

A physical examination will be conducted and will include, as a minimum, no less than the 

following: 

 

1. Measurement of weight, height, and blood pressure; 

 



2. Examination of the skin to determine the presence of infection, scars of previous 

surgery or trauma, jaundice, and purpura; 

 

3. Examination of the eyes to determine visual acuity, use of eyeglasses or contact 

lenses and examination of the sclera for the presence of jaundice; 

 

4. Examination of the ears to determine the presence of acute or chronic infection, 

perforation of the eardrum, and gross hearing loss; 

 

5. Examination of the nose to assess the presence of deformity which may affect 

endurance; 

 

6. Assessment of the neck to determine range of motion and the presence of pain 

association with such motion; 

 

7. Examination of chest contour; 

 

8. Ascultation and percussion of the lungs; 

 

9. Assessment of the heart with attention to the presence of murmurs, noting rhythm 

and rate; 

 

10. Assessment of the abdomen with attention to the possible presence of heptamegaly, 

splenomegaly, or abnormal masses; 

 

11. Assessment of the back to determine range of motion and abnormal curvature of 

the spine; 

 

12. Examination of extremities to determine abnormal mobility or immobility, 

deformity, instability, muscle weakness or atrophy, surgical scars, and varicosities; 

 

13. Examination of the testes to determine presence and descent of both testes, 

abnormal masses or configurations, or hernia; 

 

14. Assessment of physiological maturation; 

 

15. Neurological examination to assess balance and coordination and the presence of 

abnormal reflexes; 

 

16. The following tests will be administered to applicants for the football team:  

Urinalysis, Hemoglobin, Hematocrit; and 

 

17. An urinalysis for diabetes will be conducted. 

 

Adopted:  21 December 1995 



2432 - SCHOOL SPONSORED PUBLICATIONS (Regulation) 

A. Objectives 

 

The program of school sponsored publications is intended to 

 

1. Disseminate news to those who are actively interested in the school -- pupils, 

teachers, parents, administrators, alumni/ae, and other members of the school 

community; 

 

2. Provide a means for the expression of thought; 

 

3. Foster a wholesome school spirit and support the best traditions of the school; 

 

4. Promote and encourage other school sponsored activities; 

 

5. Provide training and experience in journalism, graphics, photography, and creative 

writing; 

 

6. Create an appreciation for the best forms of journalism both in and out of school; 

 

7. Record the history of the school; 

 

8. Assist the district's public information program; and 

 

9. Teach pupils the rights and responsibilities of the press in a free society. 

 

B. Guidelines 

 

1. Excellence in writing will be sought, and the ethics of responsible journalism will 

determine what will be printed.  All facts printed will be based on careful research. 

 

2. Pupils will have a right to their views and attitudes on all issues with the proviso 

that the tenor of articles and stories submitted will not violate the prohibitions of 

paragraph C. 

 

3. Constructive criticism is encouraged. 

 

4. A by-line will accompany every printed article or story. 

 

C. Prohibited material 

 

No school sponsored publication may contain materials that 

 

1. Are grossly prejudicial to an ethnic, national, religious, or racial group or to either 

gender; 



 

2. Libel any person or persons; 

 

3. Infringe rights of privacy protected by law or regulation; 

 

4. Seek to establish the supremacy of a particular religious denomination, sect, or 

point of view over any other; 

 

5. Advocate the use or advertise the availability of any substance or material that 

constitutes a direct and substantial danger to the health of pupils; 

 

6. Contain obscenity or material otherwise deemed to be harmful to impressionable 

pupils; 

 

7. Incite violence, advocate the use of force, or urge the violation of law or school 

regulations; 

 

8. Advertise goods or services for the benefit of profitmaking organizations; 

 

9. Solicit funds for nonschool organizations when such solicitations have not been 

approved by the Board; 

 

10. Promote, favor, or oppose any candidate for election to the Board or the adoption 

of any bond issue, proposal, or question submitted at any school election; or 

 

11. Except as may be required for literary purposes, do not conform to acceptable 

standards of grammar, clear expression, and responsible research. 

 

D. Review procedures 

 

1. To insure compliance with these rules, all material intended for publication in a 

school sponsored publication will be reviewed by the advisor. 

 

2. The author of material found unacceptable for publication in a school sponsored 

publication pursuant to paragraph D1 may appeal that decision to the principal. 

 

3. The principal will promptly convene a committee comprised of the advisors of the 

school newspaper, yearbook, and literary magazine and the president of each class. 

 

4. The committee will review the appeal, including the material and the advisor's 

specific reason for rejecting the material, and will render an advisory opinion to the 

principal. 

 

5. The principal will decide whether or not the material may be published and will 

deliver his or her decision to the appellant within two school days of the receipt of 

the appeal. 



 

6. If the principal denies publication, the author may appeal that decision to the 

Superintendent and any adverse decision of the Superintendent may be appealed to 

the Board of Education.  At each level, a decision will be made within three school 

days of the receipt of the appeal. 

 

E. Faculty duties 

 

Faculty advisors to school sponsored publications shall 

 

1. Serve in a liaison capacity between the staff of the publication and the faculty and 

administration; 

 

2. Instruct members of the publication staff in proper journalistic techniques and 

standards; 

 

3. Offer editorial advice and suggestion when necessary; 

 

4. Interpret the publication guidelines set forth in paragraph C; 

 

5. Review material intended for publication; and 

 

6. Proofread each publication before it is printed and distributed. 

 

F. Distribution 

 

1. Distribution of school publications will be limited to those times and places that 

best serve the purpose of reaching the designated audience without disturbing 

normal school building activities. 

 

2. The school newspaper of each school may be distributed in the during school hours. 

 

3. Any materials discarded or not distributed must be retrieved or retained to avoid 

litter. 
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2440 - SUMMER SCHOOL (Regulation) 

A. Definitions 

 

1. "Summer school" means the instructional program operated by this school district 

during the summer months of July and August. 

 

2. "Remedial course" means any course or subject that is a review of a course or 

subject the pupil has already taken and for which credit may be earned. 

 

3. "Advancement course" means any course or subject the pupil has not previously 

taken in his or her approved school program and for which credit may be earned. 

 

4. "Enrichment course" means any course or subject of an avocational nature for 

which no credit may be earned. An enrichment course is unrelated to the 

curriculum, not mandated by New Jersey statute or State Board rule, and not 

required by the Board for promotion or graduation. 

 

B. Instructional program 

 

1. Summer school will be conducted and staffed in accordance with N.J.S.A. 

18A:54B-1. 

 

2. Principals will report annually to the Superintendent the anticipated need for 

summer school remedial and advancement courses. 

 

3. Principals will suggest to the Superintendent topics appropriate for enrichment 

courses. 

 

4. A proposed schedule of courses approved by the Board of Education will be 

forwarded to the CountySuperintendent for approval. 

 

C. Staffing 

 

1. Summer school positions will be posted and filled in accordance with district 

practice and/or the negotiated contract. 

 

2. A member of the administrative, supervisory, or teaching staff who is certified to 

supervise instruction shall be assigned to the position of Summer School Principal 

to administer and supervise the summer school. 

 

3. All summer school teaching staff member positions must be filled with 

appropriately certified persons appointed by the Board of Education. 

 

4. Curriculum enrichment may involve resource persons serving for specific periods 

of time under the supervision of a certified administrator, supervisor, or teacher. 



 

D. Operations 

 

1. The Summer School Principal will submit to the Superintendent for approval a 

calendar of summer school instruction. 

 

2. The calendar will include the daily hours of the summer school session. 

 

3. Summer school teachers will be bound by all Board policies applicable to 

instruction and teacher responsibility. 

 

E. Eligibility of pupils 

 

1. Teaching staff members in the regular school program will be alert to those pupils 

who would profit from attendance at remedial or advancement courses in the 

summer school and will report such pupils to the Principal, who will suggest 

summer school enrollment to the pupil. 

 

2. Pupils may be enrolled in a remedial course only with the permission of the 

principal of the school in which the pupil is enrolled. 

 

3. Pupils may be enrolled in advancement courses only on the recommendation of a 

teacher and with the permission of the principal of the school in which the pupil is 

enrolled.  A pupil may be enrolled in no more than the equivalent of one year's 

work in a subject in an advancement course. 

 

4. Enrichment courses in the summer school are open to all pupils resident in the 

district and to nonresident pupils as space permits.  A pupil may be enrolled in no 

more than the equivalent of one year's work in a subject in an enrichment course. 

 

5. No pupil will be required to attend summer school as a condition of promotion or 

for any other reason. 

 

F. Pupil conduct 

 

1. Summer school pupils will be governed by the rules of conduct established for 

pupils in the regular school session.  Rules regarding substance abuse, smoking, 

and aggressive, assaultive, insulting, and insubordinate behavior, among others, 

will be in full force and effect. 

 

2. Pupils who violate the rules of conduct or disobey persons in authority will be 

subject to discipline, which may include expulsion from the summer school 

program.  A pupil recommended for expulsion from the summer school program 

will be given a brief administrative hearing in which the pupil will be given an 

opportunity to explain his or her conduct.  Summer school is not a part of the 



thorough and efficient system of free education to which the pupil is entitled by 

law, and expulsion from summer school does not involve the deprivation of a right. 

 

3. The summer school staff and pupils may develop a summer school dress code that 

takes into account warmer temperatures.  No dress code, however, will be so 

relaxed as to permit bare feet, scanty clothing, or clothing inappropriate to the 

school setting. 

 

G. Attendance 

 

1. Although the compulsory attendance statutes do not apply to summer school, 

summer school pupils are expected to attend school sessions regularly and 

promptly. 

 

2. In general, no pupil will receive credit for a remedial or advancement course if he 

or she has missed more than four classes in the subject.  The pupil's parent will be 

notified after the second absence. 

 

H. Grading and credit 

 

1. Work in remedial and advancement courses will be evaluated and graded, in 

accordance with Policy No. 2624 for grading in the regular program. 

 

2. A narrative report of each pupil's attitude, strengths, and weaknesses will be given 

to the pupil's parent at the end of the summer session. 

 

I. Records 

 

The permanent record of each pupil who completes a program of study in the summer 

school will include 

 

1. The amount of time the pupil spent in receiving class instruction in summer school 

and 

 

2. An evaluation and a description of work completed in summer school, including 

the pupil's grade and the credit earned, if any. 
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2460 - SPECIAL EDUCATION (Regulation) 

M 

 

Exemption of Educationally Disabled Pupils From The High School Graduation Requirements 

According to N.J.A.C. 6:8-7.1(b), 6:28-1.4(a)1, 3.6 and 4.8 

 

A. Criteria for Exempting Educationally Disabled Pupils 

 

Students shall be expected to adhere to the graduation requirements unless specifically 

exempted in the individualized education program.  The Child Study Team and other 

participants in the individualized education program meeting shall review each of the 

graduation components to determine if there should be an exemption.  Criteria for 

determining exemptions are as follows: 

 

1. Attendance 

 

Students with serious medical or health related or emotional conditions which 

significantly interfere with functioning may be exempted from the attendance 

requirement. 

 

2. Course Proficiencies 

 

Students whose educational needs preclude placement in the mainstream high 

school courses for all or part of the day may be exempted from the proficiencies of 

the regular education courses, provided that the student’s individualized education 

program does not incorporate these local and state course proficiencies.  However, 

these students are expected to meet the proficiencies if they can successfully meet 

a significant portion of the requirements and benefit from the regular program. 

 

3. Credit and Curriculum Distribution Requirements 

 

Exemptions from local or state requirements for the number and/or distribution of 

credits required for graduation may be made if the student: 

 

a. Has medical or other serious handicapping conditions which preclude 

participation in specific subject areas (e.g. medically based exemption for 

physical education); 

 

b. Has experienced serious disruptions in educational programs due to a 

handicapping condition; in this circumstance, the Child Study Team, school 

administrator(s), staff and parent/guardian or adult pupil must review the 

student’s record to determine that a delay in graduation will significantly 

interfere with the student’s prospects for post-secondary interventions or 

services and that this outweighs the benefit of continued High School 



education; or that a delay in graduation will adversely affect his/her 

emotional status to a significant degree so as to limit future functioning. 

 

4. High School Proficiency Test (HSPT) 

 

Any student whose individual education program does not include the range of 

skills assessed on a particular subtest of the HSPT may be exempted from passing 

that section. A student who will be adversely affected by taking the test shall be 

exempted.  Adversely affected means that a pupil will suffer 

____________________. 

 

B. Procedures For Written Approval of Superintendent for Exemptions 

 

After meeting with the parent to develop the individualized education program, the case 

manager shall submit the individualized education program with graduation exemptions to 

the Supervisor of Special Services for a review.  The names of High School classified 

students and their exemption status shall be maintained by the Supervisor of Special 

Services, who shall be responsible for submitting this information to the Superintendent, 

obtaining his/her written approval, and maintaining a record of the approval. 

 

C. Annual Reporting of Students Graduated Under Special Education 

 

The case manager shall notify the Supervisor of Special Services by May 1 of the classified 

students who are expected to meet the requirements of their individualized education 

programs for graduation the following June.  The Supervisor shall review the 

individualized education program requirements of these students and inform the 

Superintendent in writing of the names of classified students who will be graduating.  The 

Supervisor of Special Services shall prepare the annual report of Special Education 

graduates for submission to the Commissioner of Education.  The Superintendent shall 

present this data to the Board of Education by September 30; no personally identifying 

information will be available publicly. 

 

D. Participation of Educationally Disabled Students in the Special Review Assessment (SRA) 

Process 

 

1. Educationally disabled pupils who are eligible for the standard SRA process are 

those who will complete all graduation requirements and are not exempted from 

the HSPT and have not yet passed it by the eleventh grade Spring administration.  

The deficient HSPT skills must be identified during the individualized education 

program meeting and specified in the individualized education program.  The goals 

and objective in the individualized education program must address the deficient 

HSPT skills that the educationally disabled pupil will receive instruction in as part 

of the SRA process.  No deficient HSPT skill may appear on the SRA Student 

Profile Form unless it also appears on the pupil’s individualized education program.  

The pupil’s twelfth grade individualized education program, eleventh and tenth 



grade individualized education programs, and the most recent HSPT Individualized 

Student Report must be attached to the SRA Student Profile Form. 

 

The SRA review panel for educationally disabled students eligible for the standard 

SRA process shall include a member of the Child Study Team other than the case 

manager and three certified teachers who have knowledge of special education, 

such as teachers of the educationally disabled who do not have direct responsibility 

for the pupil. 

 

2. Educationally disabled pupils who have been exempted from the HSPT because 

they will be adversely affected by taking the test shall participate in an Alternative 

SRA process.  As there is no prior HSPT administration, the student begins with a 

score of zero and must demonstrate mastery of a sufficient number of proficiencies 

to earn enough SRA points to ________ HSPT score. 

 

Procedures for Prevention of Needless Public Labeling  (N.J.A.C. 6:28-1.4(a)2) 

 

The Superintendent or designee shall ensure that no educationally disabled or potentially disabled 

pupil be identified by name at a Board of Education meeting, in its minutes, or any public meeting 

conducted by the school district unless the parent/guardian or adult pupil expressly requests in 

writing such disclosure.  References to pupils and data shall be reduced to code for inclusion in 

any public record. 

 

Any information regarding individual pupils or classes shall not be released to outside agencies 

unless the adult pupil or parent/guardian signs a written permission form which specifically states 

the information to be released and to whom.  Further, the Superintendent, faculty and other 

personnel will avoid unnecessary and needless public labeling of such pupils, including the 

avoidance of public address announcements designating pupils as educationally disabled or as in 

a special education program, any open identification of classrooms with signs so designating, or 

any item of open or general circulation which so designated an individual, pupil or class. 

 

The Supervisor of Special Services is responsible for ensuring that the release of information to 

outside agencies regarding educationally disabled students complies with District’s Policies for 

Pupil Records. The Supervisor shall inform all administrators of these procedures. 

 

In regard to the public release of information to newspapers or other types of publications, the 

Principal of the program attended by the student(s) shall have the responsibility of reviewing and 

approving the contents and ensuring that written consent has been obtained from the parent or 

adult pupil. 

 

For each HSPT skill mastered, the pupil is awarded a preestablished number of points.  These 

points cannot exceed the total number of items used to assess the skills on the HSPT.  The District 

shall use the most recent SRA/HSPT Conversion Worksheet at the time the SRA begins to 

determine the number of skill deficiencies which must be demonstrated to convert to an HSPT 

passing score.  Documentation may begin as early as grade nine, but must begin by grade twelve.  



The pupil completes the SRA process as soon as a sufficient number of points is earned to convert 

to a passing HSPT score. 

 

The case manager is responsible for notifying the building principal that an Alternate SRA is 

needed for a student.  An individual SRA portfolio shall be maintained by the building principal 

for each educationally disabled pupil eligible for the Alternative SRA in one of two potential 

documentation areas:  course work performance or practical demonstration.  Mastery of each 

HSPT skill area may be documented through either of these two potential areas.  The case manager 

must review the progress of the student toward meeting the requirements of the SRA and include 

this information in the individualized education program. 

 

If the building Principal and Superintendent certify attainment of the sufficient number of SRA 

points to equal an HSPT passing score in reading, writing and mathematics, the Superintendent 

shall notify the Department of Education, Office of Special Education Programs, by March 1 or 

the need for an SRA review.  The Alternate Special Review Assessment Student Profile Form shall 

be sent by that date to the Director of the Division of Special Education for review, which shall 

notify all parties of its action by April 15. 

 

Compilation, Maintenance, Access to and Confidentiality of Pupil Records (N.J.A.C. 6:28-

1.4(a)3) 

 

These procedures apply to all pupil records, which shall include any information concerning an 

individual pupil gathered from within or outside this school system and maintained within the 

District regardless of the form; these records may be handwritten, printed, computerized, 

microfilmed, on tape, etc. 

 

A. Definitions 

 

1. Parent/guardian refers to the natural parents, legal guardians, surrogates or foster 

parents of a pupil.  It should be assumed that all correspondence and 

communication shall be with the custodial parent. However, divorced or separated 

parents/guardians not having custody of the pupil are also privileged under this 

policy when requesting access to information in writing, provided such parental 

rights have not been terminated by a court of competent jurisdiction.  In the event 

that these rights have been so terminated or limited, the pupil’s legal custodian must 

submit appropriate legal documentation to the administrator who is the custodian 

of the pupil’s file so that improper access to the pupil’s records is not granted.  This 

administrator is responsible for inserting information regarding termination or 

limitation of access in the pupil’s file and taking action to prevent distribution of 

any records or computerized mailings of information to the noncustodial 

parent/guardian who has been denied access. 

 

2. Mandated pupil records means records required by New Jersey regulations 

including the following: 

 



a. Personal data - name, address, date of birth, name of parents/guardians, 

citizenship, and sex; but not data which indicates religious or political 

affiliation of the pupil or parents (unless requested in writing by the parent 

or adult student) or the labeling of the pupil as illegitimate; 

 

b. Daily attendance; 

 

c. Pupil progress recorded as standardized test scores, report cards, grade or 

other special program assignments (ESK, GATS, PAR, speech, 

supplemental, speech, etc.) 

 

d. Health history and status records compiled in accordance with State 

regulations including results of any physical examinations given by 

qualified district employees. 

 

e. All other records required to be kept by State regulations including records 

of students classified by the Child Study Team. 

 

3. Permitted records are defined as records approved by the Board of Education that 

are considered necessary to promote the educational welfare of the pupil.  Permitted 

records must be authorized by resolution adopted by the Board at a regular public 

meeting.  The Board shall report annually at a public meeting a description of the 

type of pupil records it has authorized certified school personnel to collect and 

maintain.  Records so authorized must comply with code standards as to relevance 

and objectivity.  These records include: 

 

a. Personally authenticated observations, assessments, ratings and anecdotal 

reports recorded by professional staff members in performance of their 

duties and intended for review by another person, provided that the 

originator signs and dates the record; information recorded solely as a 

memory aid for the originator becomes a pupil record when it is reviewed 

by any other person, including a substitute; 

 

b. Information, scores, and results obtained from standardized tests or other 

measures administered by professional staff in addition to the assessments 

of progress noted above in regard to mandated records; 

 

c. Educationally relevant information provided by the parent(s)/guardian(s) or 

adult pupil regarding the pupil’s achievements or school activities; 

 

d. Correspondence with the pupil and/or the pupil’s parent(s)/guardian(s) or 

correspondence about the pupil which is educationally relevant; 

 

e. Forms such as those used for emergency notification, registration, 

withdrawal or transfer, schedule or schedule changes; 

 



f. Records of disciplinary infractions, penalties, and disciplinary hearings in 

so far as they remain educationally relevant; 

 

g. Records of co-curricular and athletic activities and achievements; 

 

h. Class rank; 

 

i. Awards and honors; 

 

j. Notations of additional records maintained in a separate file; 

 

k. Entries indicating review of the file by an authorized person; 

 

l. Intervention records of students experiencing learning and/or behavioral 

problems who have not been classified or referred for evaluation. 

 

4. Student directory information means a publication of a district which includes the 

following information relating to a pupil:  name, address, telephone number, grade 

level, date and place of birth, dates of attendance, major field of study, participation 

in officially recognized activities, weight and height relating to athletic team 

membership, degrees, awards, the most recent education agency attended by the 

pupil, and other similar information. 

 

B. The building principal or designee shall be responsible for maintaining and securing pupil 

records in his/her school.  These records are to be maintained in a central location.  The 

Supervisor of Special Services shall be responsible for the maintenance and security of 

records for students who are classified. 

 

The school nurse shall be the custodian of records related to physical, health and the 

emergency notification. 

 

The principal or Supervisor of Special Services, where appropriate, or their designees shall 

review all pupil records annually to determine the educational relevance of the contents. 

Records which are no longer descriptive of the student or educationally relevant, shall be 

removed and destroyed, except that prior notice must be given for classified students.  Such 

information shall be destroyed and not be recorded elsewhere, and no record of any such 

deletion shall be made. 

 

All pupil records will be securely maintained under lock and key to protect the integrity of 

the records and prevent access by unauthorized persons.  Secretarial and clerical personnel, 

including properly assigned aides, may handle and view pupil records only to the limited 

extent necessary to enter data, amend records, file materials, copy pages, and conduct 

routine clerical tasks, as specifically directed and supervised by professional personnel. 

 

Any computerized program utilized for the electronic storage and retrieval of pupil 

information must provide adequate security blocks to protect the records against improper 



access and alteration.  To guard against the loss of pupil records, the administrator 

responsible for their maintenance must keep an updated duplicate copy. 

 

C. Access to Pupil Records 

 

1. Access to pupil records shall mean the right to view, make notes, and/or have a 

reproduction of the pupil records.  It is presumed that the custodial 

parent(s)/guardian(s) or adult pupil has the authority to give consent to others to 

gain access to records, unless the District has been provided with evidence that 

there is a legally binding instrument or court order governing such matters as 

divorce, separation or custody to the contrary.  The administrator responsible for 

pupil records shall permit access to these records only by the following persons and 

under the circumstances outlined below: 

 

a. The parent(s)/guardian(s) of a minor pupil or of an adult pupil who is 

financially dependent and still enrolled in the public school system; or the 

parent(s)/guardian(s) of an adult pupil who has been declared legally 

incompetent; the parent of an emancipated minor pupil shall be given access 

to the records with the written permission of that pupil. 

 

b. An adult pupil or with written parental permission, a minor pupil; or a 

sixteen year old pupil who will be graduating at the end of the term or who 

is planning to withdraw at the end of the term. 

 

c. Certified staff members with assigned educational responsibility for the 

pupil. 

 

d. _________________________________________. 

 

e. The Commissioner of Education and members of the New Jersey 

Department of Education staff who are required to review records in the 

performance of their responsibilities; 

 

f. Officers and employees of a state agency responsible for protective and 

investigative services when pupils are referred for suspected child abuse; 

 

g. Persons not affiliated with the school who have the written consent of the 

parent(s)/guardian(s) to gain access to the records; in such cases, a written 

request for access and the written permission from the parent(s)/guardian(s) 

must be first presented to the administrator responsible for the records and 

information in the records under review shall not be transferred to a third 

party without the consent of the parent(s)/guardian(s); 

 

h. Persons who would not otherwise have access upon presentation of a court 

order and provided that the parent(s)/guardian(s) or adult pupil has been 

given at least three days written notice of the name of the requesting agency 



and the records being required; such notice to the parent(s)/guardian(s) is 

not required when there is a judicial order to the contrary; only those 

portions of the record related to the purpose of the court order shall be 

disclosed; 

 

i. Bona fide researchers approved by the Superintendent after submission of 

a written request specifying the nature of the research, the relationship of 

the records to that research, and assurances that the pupil(s) shall remain 

anonymous and information shall be kept confidential; 

 

j. Non adult pupils or other appropriate persons in connection with an 

emergency, if such knowledge is necessary to protect the health or safety of 

the pupil or other persons; in such cases, consideration shall be given to the 

seriousness of the threat to the health and safety of the student or others, the 

need for the information to meet the emergency, the likelihood that the 

parties to whom the information is disclosed can deal with the emergency, 

and the extent to which time is of the essence in dealing with the emergency. 

 

2. Authorized persons shall be granted access to records with-in ten days of a written 

request, or prior to any review or hearing conducted in accordance with State Board 

of Education regulations, whichever comes first.  In addition, prior to any meeting 

regarding an individualized education program, the parent(s)/guardian(s), adult 

pupil or designated representative with the appropriate consent, shall be permitted 

to inspect and review the contents of a pupil’s records.  All requests should be made 

to the case manager or the Supervisor of Special Services in either verbal or written 

form. 

 

3. The principal or Supervisor of Special Services or designee shall be present during 

the time of inspection to provide interpretation of records where necessary; to 

prevent alteration, damage or loss; and, to restrict review in cases where limitation 

is a condition of access. 

 

4. No pupil record shall be altered or destroyed during the time period between a 

request to review and the actual review. 

 

5. ______________________ professional staff member with responsibility for the 

pupil shall be limited to the record or portion of the record related to the purpose 

for which access was granted.  A parent/guardian or adult pupil shall have access 

to or be specifically informed about only that portion of another pupil’s record that 

contains information about his/her own child or himself/herself. 

 

6. In every case of review by persons other than parents/guardians, pupil’s or persons 

with assigned educational responsibility for the pupil, an entry shall be made in the 

record indicating the name of the person(s) granted access, the reasons access was 

granted, the time and circumstances of the review, the records under review, and 

purpose for which data was used. 



 

7. A record may be withheld from a parent/guardian or pupil authorized in â€œaâ  €  

or â€œbâ  €  above only when the local education agency obtains a court order or 

is provided with evidence that there is a court order revoking the right to access.  

Only that portion of the record designated by the court may be withheld.  When the 

local education agency has or obtains evidence of such court order the parent or 

adult pupil shall be notified in writing with five days of his or her request that access 

to the record has been denied and that the person has the right to appeal this decision 

to the court issuing the order. 

 

8. An authorized person may request a photocopy of all or a portion of that part of the 

pupil’s record to which the reviewer was granted access.  Copies will be made by 

district personnel for a reasonable fee; the administrator responsible for the records 

may waive the fee if the charge would prevent the parent(s)/guardian(s) or pupil 

from exercising rights of access and appeal under pupil records regulations and/or 

due process right for students with disabilities. 

 

9. Directory information shall be provided to educational, occupational, and military 

recruiters.  At the beginning of each school year, parents/guardians or adult pupils 

shall be provided with a ten day period to submit a written statement the 

Superintendent prohibiting the school from including any or all types of 

information about the students in any student information directory before allowing 

access to this document by educational, occupational and military recruiters 

pursuant to N.J.S.A. 18A:36-19.1.  Written notification to parent(s)/guardian(s) of 

the availability for directory information to educational, occupational and military 

recruiters shall be contained in the High School Student Handbook and the district 

calendar.  Annually, directory information is reported at a Board of Education 

meeting. 

 

10. No liability shall be attached to any member, officer or employee of the district for 

permitting access or furnishing pupil records in accordance with these regulations. 

 

11. When the dominant language of the parent/guardian or adult pupil is not English, 

or the parent or adult pupil is hearing impaired, interpretation of the record in the 

method of communication or dominant language shall be provided whenever 

feasible. 

 

D. Rights of Appeal for Parents and Adult Pupils in Regard to Records 

 

Parents and adult pupils may challenge pupil records on the grounds of inaccuracy, 

irrelevancy, nonpermissive disclosure, inclusion of improper information or denial of 

access organizations, agencies and persons.  The parent of adult pupil may seek to: 

 

a. Expunge inaccurate, irrelevant or otherwise improper information from the record; 

 



b. Insert additional data as well as reasonable comments as to the meaning and/or 

accuracy of the records; 

 

c. Request an immediate stay of disclosure pending final determination of the 

challenge procedure described below. 

 

To appeal the contents of a pupil record, the parent(s)/guardian(s) or adult pupil must notify 

the Superintendent in writing of the issues related to that record.  The Superintendent or 

his/her designee shall meet with the parent/guardian or adult pupil within ten days of the 

notification.  If the issue is not resolved at that time and the Superintendent does not make 

the requested changes, the parent(s)/guardian(s) or adult pupil is to be informed of the right 

to appeal to the Board of Education or the Commissioner of Education and that this appeal 

should occur within the days of the Superintendent’s decision.  If the appeal goes to the 

district Board of education, a determination must be made within twenty days of the request 

and the parent(s)/guardian(s) informed in writing of the Board’s decision and of the right 

to appeal to the Commissioner of Education.  The appeal to the Board shall be held in 

private session, unless the parent(s)/guardian(s) or adult pupil requests a public hearing. 

During all stages of this process, the parent or adult pupil shall have a full and fair 

opportunity to present evidence relevant to the issue.  A record of the appeal proceedings 

and outcome shall be made a part of the pupil record with copies made available to the 

parent(s)/guardian(s) or adult pupil. 

 

Appeals of records of classified students shall be made in accordance with procedures 

specified under N.J.A.C. 6:28. 

 

Regardless of the outcome of any appeal, a parent or adult pupil shall be permitted to place 

a statement in the pupil record commenting upon the information in the pupil record or 

setting forth any reasons for disagreement with the decisions.  Such statements shall be 

maintained as parent of the pupil record as long as the contested portion of the record is 

maintained.  If the contested portion of the record is disclosed to any party, the statement 

commenting upon the information must also be disclosed to that party. 

 

E. _________________________ 

 

1. While the student is still enrolled in the public school system, the record is regarded 

as incomplete and not subject to the Destruction of Public Records Law (N.J.S.A. 

47:3-15). 

 

2. Upon graduation or permanent departure of a pupil from the school system, the 

parent(s)/guardian(s) or adult pupil shall be notified in writing by the principal 

when records other than those which are required to be permanently maintained 

will be destroyed and that a copy of the entire pupil record will be provided to them 

upon request.  In regard to Child Study Team records, the Supervisor of Special 

Services shall provide this notification.  The district shall maintain in perpetuity the 

pupil’s name, date of birth, sex, address, telephone number, grades, attendance 

record, classes attended, grade level completed, year completed, name of 



parent(s)/guardian(s) and citizenship status.  The district may destroy the other 

mandated or permitted records after receiving written parental permission. 

 

3. Destruction and disposal shall be accomplished in a manner which ensures 

confidentiality; documents should be sufficiently shredded to that information 

cannot be retrieved. 

 

4. Reasonable attempts must be made to provide notification and secure written 

consent before records are destroyed. Attempts will be judged unsuccessful after 

registered mail to the last known address is returned as undeliverable or after 

notification having been received, the parent(s)/guardian(s) or adult pupil fails to 

submit written consent within 20 days of receipt of notification. 

 

5. The District shall retain the student profile form, with all appropriate attachments, 

of any pupil assessed by a special review assessment, for one year after the 

graduation of the pupil’s class. 

 

6. Responsibility for the maintenance of records in perpetuity shall be with the school 

principal for students who have graduated or left the District. 

 

7. No additions shall made to the record after graduation or permanent departure 

without the prior written consent of the parent(s)/guardian(s) or adult pupil. 

 

Identification, Location and Evaluation of Pupils who are Potentially Educationally Disabled 

(N.J.A.C. 6:28-1.4(a)4) 

 

A. Information Regarding Students Receiving Special Education Services 

 

The Supervisor of Special Services shall maintain a current listing of all pupils receiving 

special education and/or related services and any students who have been referred and/or 

classified and who may not be receiving such services.  This information shall be reviewed 

regularly and be on file for all required local and state reports. 

 

B. Identification Process 

 

The Supervisor of Special Services shall be responsible for identifying all resident children 

between the ages of three and twenty one who may be educationally disabled and who are 

not receiving special education and/or related services are required under N.J.A.C. 6:28. 

Children below the age of three who are potentially educationally disabled shall be 

identified, located and evaluated through programs operated by and through contracts with 

the Department of Health.  Inquiries regarding services for children below the age of three 

shall be referred to the Supervisor of Special Services.  Assistance and information will be 

provided to establish contact with the appropriate agency(ies). 

 

1. Procedures for identification shall include input from instructional, administrative 

and other professional staff, parents and agencies concerned with child welfare, as 



outlined in N.J.A.C. 6:28-3.2.  Criteria for identifying potentially educationally 

disabled children shall include the physical, sensory, emotional, communication, 

cognitive and social areas of functioning, as listed in N.J.A.C. 6:28-3.2(b)1. 

 

2. Specific identification procedures include, but are not limited to the following 

sources of information: 

 

Screenings for preschool and kindergarten 

District-wide academic and aptitude testing programs 

District-wide medical screening 

Reports from parents, school staff, child welfare agencies, hospitals, physicians, 

etc. 

Records from previous district 

Building level Pupil Assistance Committee records. 

 

3. In addition, the District shall participate in local, regional and state “Child Fund” 

activities.  The Supervisor of Special Services will be responsible for conducting 

this search through news releases and contacts with local pediatricians, nursery 

schools, libraries and other appropriate groups on an annual basis. 

 

4. For children who are identified as potentially preschool handicapped at least ninety 

days before the third birthday, the Child Study Team shall obtain parental consent, 

determine eligibility and, if the pupil is eligible, develop and make available an 

Individualized Education Program. This must be implemented not later than the 

date on which a child attains age three.  If a child is so identified less than ninety 

days before the third birthday, the regulations or N.J.A.C. 6:28-2.1(c) shall apply, 

with the ninety day time line commencing on the date of receipt of parent consent 

for the evaluation. 

 

C. Referral 

 

1. Before a student is referred to the Child Study Team, interventions in the regular 

public school program shall be provided to alleviate educational problems, unless 

the nature of these difficulties warrants direct referral (i.e. entrance from early 

intervention programs, extreme physical handicaps, etc.) to the Child Study Team.  

The regular education staff member(s) under the supervision of the principal shall 

maintain written documentation of the interventions and their effects; interventions 

through the building Pupil Assistance Committee, shall be implemented before 

referral to the Child Study Team. 

 

2. When interventions have not been effective and services beyond the regular 

education program may be needed, a request for evaluation shall be submitted by 

the Principal to the Supervisor of Special Services.  The Supervisor of Special 

Services will submit the Request for Evaluation to the appropriate Child Study 

Team to determine if a comprehensive evaluation if warranted. 

 



3. A parent(s)/guardian(s) may initiate a referral of a child by making a written 

request, which is to be forwarded immediately to the Child Study Team.  The Team 

is to respond in writing within thirty days, stating its decision and reasons. 

 

4. Any student referred to the Child Study Team shall have a vision screening 

conducted by the school nurse and an audiometric screening conducted in 

accordance with N.J.A.C. 6:29-8, except in the case of direct preschool referrals. 

 

5. When the Division of Youth and Family Services, Department of Human Services, 

identifies a potentially educationally disabled pupil for whom the District is 

responsible, the Child Study Team shall accept that identification. 

 

D. Evaluation 

 

Upon receipt of a request for an evaluation, the Child Study Team shall meet to determine 

the need for a comprehensive evaluation. The Team shall inform the parent in writing of 

its determination and provide an explanation is warranted, it shall confer with the 

appropriate staff to determine the student’s communication skills and dominance in English 

and the native language.  The Child Study Team shall then design an initial evaluation plan, 

designating the: 

 

Specific information needed to assess all relevant areas of functioning 

Evaluation procedures necessary to obtain this information 

Language(s) or method of communication to be used for assessing the student 

Child Study Team member who will be case manager 

 

The initial evaluation plan may not be implemented without the signed consent of the 

parent/guardian.  Before requesting that the parent give written content, the Child Study 

Team shall provide the parent(s)/guardian(s) with copies of the following documents: the 

procedural safeguards statement published by the New Jersey Department of Education 

and N.J.A.C. 1:6A; the initial evaluation plan described above; and its written conclusion 

regarding the need for this evaluation.  If the parent(s)/guardian(s) refuses to consent to a 

Child Study Team evaluation, the Team shall consult with the Supervisor of Special 

Services.  The District may initiate mediation according to N.J.A.C. 6:28-2.6 or due process 

according to N.J.A.C. 6:28-2.7. 

 

The evaluation shall be completed within time lines consistent with those established in 

N.J.A.C. 6:28-2.1(c). 

 

The initial evaluation shall consist of assessments by a school psychologist, a learning 

disabilities teacher-consultant, a school social worker and a physician employed by the 

District.  The evaluation shall include an appraisal of the student’s current functioning and 

the instructional implications of each Child Study Team member’s findings. 

 

Each Child Study Team member shall consider the eligibility requirements for special 

education and related services while conducting the assessment; the Team shall use 



information obtained during the assessments, including those related to any relevant 

medical condition, to determine the instructional needs of the student; and the Team must 

include pertinent information from the student’s parent(s), teacher(s) and other relevant 

sources. 

 

When standardized instruments are used, these are to be individually administered, valid 

and reliable, and normed on a representative population. 

 

The Child Study Team shall include in an initial evaluation all categories of functional 

assessment(s) defined below: 

 

� A structure observation by each Child Study Team member; 

 

� Interview with the student’s parent(s) and the teacher(s) who identified the student 

as potentially educationally disabled; 

 

� A review of the student’s developmental educational history including records and 

interviews; 

 

� A review of the documented prereferral interventions; 

 

� One or more informal measures including, but not limited to, surveys and 

inventories, work samples, trial teaching, self reports, criterion referenced or 

curriculum based assessments, and informal rating scales. 

 

� The required components of each initial evaluation shall be as follows: 

 

1. A comprehensive health appraisal meeting the requirements of N.J.A.C. 

6:28-5.4(d)1 performed by the school physician (or a physician employed 

by the parent utilizing the District form) with supplemental health 

information provided by the school nurse. 

 

2. A psychological assessment conducted by a school psychologist employed 

by the Board of Education to include:  an appraisal of the student’s current 

cognitive, social, adaptive, and emotional status. 

 

3. An educational assessment conducted by a learning disabilities teacher 

consultant employed by the Board of Education to include: evaluation and 

analysis of the student’s academic performance and learning characteristics. 

 

4. A social assessment conducted by a school social worker employed by the 

Board of Education to include: direct communication with the 

parent(s)/guardian(s) and student; appraisal of the student’s adaptive social 

functioning and emotional development; analysis of the family, social, and 

cultural factors affective the student’s learning and behavior in the school 

setting. 



 

5. A speech and language assessment for children ages three to five conducted 

by a speech correctionist or speech-language specialist employed by the 

Board of Education to include communication with the 

parent(s)/guardian(s), an appraisal of speech and language development; an 

observation of the student. 

 

6. Assessments by other specialists as required in N.J.A.C. 6:28-3.5(d) for 

specific classifications: 

 

Auditorially handicapped - an audiologist; and a speech and language 

specialist; 

 

Communication handicapped - a speech and language specialist; 

 

Emotionally disturbed - a psychiatrist experienced in working with 

children; 

 

Neurologically impaired - a physician trained in neuro-developmental 

assessment; 

 

Orthopedically handicapped - a physician qualified to conduct an 

orthopedic evaluation; 

 

Visually handicapped - a specialist legally qualified to determine visual 

disability; 

 

Autistic - a speech and language specialist; and a physician trained in 

neurodevelopmental assessment; 

 

Multiply handicapped - all specialists required for any of the separate 

handicapping conditions being considered for the determination of multiply 

handicapped. 

 

The Child Study Team members shall prepare written reports of each of their findings, 

including a statement regarding any behaviors noted during the evaluation which are 

relevant to the student’s academic functioning. 

 

Reports and evaluations by other public school district Child Study Teams, approved 

clinics and agencies, or professionals in private practice may be accepted and approved, in 

writing, by the District Child Study Team.  If not accepted, a written rationale shall be 

provided. 

 

The requirements for a Child Study Team evaluation does not apply to a student confined 

at home or to hospital for 60 calendar days or less by a physician or to a pupil with a speech 



or language problem when the nature of the problem does not warrant a comprehensive 

evaluation. 

 

By June 30 of a pupil’s last year in a program for the preschool handicapped, the Child 

Study Team shall reevaluate and if appropriate, classify according to N.J.A.C. 6:28-3.5. 

 

E. Determination of Eligibility 

 

At the completion of an initial evaluation, the Child Study Team shall convene a meeting 

according to N.J.A.C. 6:28-2.3(h) to determine if the student is eligible for special 

education and/or related services and, if eligible, to determine a single classification as 

defined in N.J.A.C. 6:28-3.5(D).  The case manager is responsible for notifying all 

participants in sufficient time to permit them to participate.  Classifications are to be 

determined collaboratively at this meeting by the Child Study Team, parent(s), a teacher 

having knowledge of the student’s educational performance, and, if they choose to 

participate, the referring staff member(s) and principal. 

 

The parent is to be given written notice of the eligibility determination which meets the 

requirements of N.J.A.C. 6:28-2.3(d and f).  The referring staff member shall also be given 

a written summary, signed by the Child Study Team, of the eligibility decision and 

recommendation. 

 

Classifications are to be made in accordance with the definition in N.J.A.C. 6:28-3.5(d). 

 

______ data indicate more than one handicapping condition, but who does not meet the 

criteria for classification as multiply handicapped, shall receive the classification category 

which best describes his or her educational status and needs; the individualized education 

program shall address any additional behavior or conditions and individual program and/or 

service requirements. 

 

The summary of Child Study Team findings for an educationally disabled student who is 

being classified as perceptually impaired shall include statements indicating:  the presence 

of a specific learning disability; the evidence supporting the Team conclusion regarding 

the presence of a specific learning disability; and the effects of any environmental, cultural, 

or economic disadvantages.  A student classified as perceptual impaired must manifest a 

severe discrepancy between intellectual ability and current achievement in one or more of 

the following areas: listening, comprehension; mathematic computations, mathematic 

reasoning or written expression. 

 

The classification of preschool handicapped shall be assigned to children ages three 

through give who have a handicapped condition and/or a measurable developmental 

impairment requiring special education related services. 

 

When a student has been evaluated to determine if he or she is “eligible for speech language 

service”, and eligibility meeting shall be held with the speech correctionist or speech and 

language specialist conducting the evaluation, the parent(s), and at least one other certified 



staff member.  This person may be a teacher having knowledge of the student’s educational 

performance; another speech-language specialist; or other school personnel qualified to 

provide or supervise special education. 

 

An educationally disabled student remains eligible for special education and/or related 

services until he or she is reevaluate and declassified according to N.J.A.C. 6:28-3.7; 

receives a high school diploma according to the requirements of N.J.A.C. 6:28-4.8; or 

reaches the end of the school year in which he or she turns twenty-one.  A student who 

turns twenty-one after June 30 is eligible for services during the following school year. 

 

An educationally disabled student between the ages of sixteen and twenty-one who leaves 

school voluntarily before receiving a high school diploma may re-enroll at any time up to 

and including the school year in which his or her twenty-first birthday occurs.  N.J.A.C. 

6:28-2.1(b). 

 

A child whose fifth birthday occurs on or before October 31 of the school year in which 

admission is sought is eligible for evaluation, classification, and placement in a special 

education program. 

 

Provision of Full Educational Opportunity to Pupils With Educational Disabilities (N.J.A.C. 6:28-

1.4(a)5) 

 

A. Comprehensive System of Personnel Development 

 

A Comprehensive System of Personnel Development (CSPD) shall be implemented that 

include: 

 

1. In-service training of regular and special education instructional and support 

personnel; 

 

2. Assurance that all personnel necessary to implement the special education program 

of this district are appropriately and adequately prepared and trained; 

 

3. Provision for reasonable participation by professional staff, parent(s)/guardian(s), 

community member, individuals with disabilities and groups representing the 

disabled. 

 

The Comprehensive System of Personnel Development shall be designed following a needs 

survey conducted by the Supervisor of Special Services every three years in conjunction 

with the triennial Special Education Plan. The survey shall be developed by the Supervisor, 

with input from staff and parents of classified students.  The Supervisor is responsible for 

its distribution to a representative sample of regular and special education teaching staff, 

administrators, parents, community members, individuals with disabilities, and agencies 

concerned with the welfare of individuals with disabilities.  The Supervisor shall convene 

a committee including representatives of those groups to collate results, establish priorities 

and develop an implementation plan. The Supervisor shall coordinate the Comprehensive 



System of Personnel Development with other in-service programs conducted at the 

building and district levels and monitor its implementation. 

 

The Supervisor of Special Services shall acquire significant information regarding the 

education of pupils with disabilities from research, demonstrations, projects, etc... and 

disseminate this to staff, administrators, parents, etc...  Such information shall be available 

when the Comprehensive System of Personnel Development is being designed. 

 

B. Facilities, Programs, Personnel and Related Services 

 

The Supervisor of Special Services shall conduct a needs assessment of these four areas 

as part of the Three Year Special Education Plan.  The survey shall be developed by the 

Supervisor with the assistance of staff, administrators and parents.  The Supervisor shall 

distribute it to a representative sample of regular and special education teachers, parents, 

individuals with disabilities and agencies concerned with the welfare of individuals with 

disabilities.  The survey results shall be the basis of the Three year Plan, which will be 

developed by representatives of these groups.  The Supervisor of Special Services shall 

present the Plan to the Board for approval, monitor its implementation, and report 

progress to the Superintendent and the Board of Education annually.  The Supervisor 

shall notify the superintendent if the Plan is not being implemented so that corrective 

action may be taken. 

 

Participation of And Consultation With Parents Toward The Goal of Providing Full Education 

Opportunity  N.J.A.C. 6:28-1.4(a)6 

 

A. Consent 

 

Written consent must be obtained from a parent prior to an initial evaluation and initial 

implementation of a special education program and/or related services.  If a pupil is already 

classified as eligible for speech-language services, additional consent must be obtained 

prior to an initial Child Study Team evaluation and implementation of a special education 

program and/or related services.  When seeking consent, the district shall provide notice 

which meets the procedural requirements outlined below. 

 

B. Notice 

 

Written notice must be provided to the parent(s)/guardian(s) or adult pupil whenever the 

District: 

 

1. Proposes to initiate or change the classification, evaluation or educational 

placement of a pupil or the provision of a free, appropriate public education to that 

pupil; 

 

2. Requests consent; 

 

3. Plans to conduct a reevaluation; 



 

4. Invokes disciplinary action resulting in a significant change in placement; 

 

5. Approves or denies the written request of the parent(s)/guardian(s) to initiate or 

change the classification, evaluation or educational placement of the pupil or the 

provision of a free, appropriate public education to the pupil. 

 

6. Approves or denies the written request of the parent(s)/guardian(s) to initiate or 

change the classification, evaluation or educational placement of the pupil or the 

provision of a free, appropriate public education to the pupil. 

 

Notice must be clearly written in a language understandable to the general public and, 

whenever feasible, in the language used for communication by the parent/guardian or adult 

pupil.  It shall contain a description of any action being proposed, or if in response to a 

written request of the parent, the action being denied or approved and an explanation of the 

reason(s) for the decision.  The notice shall include a description of any options considered 

by the District and the reasons why they were not chosen.  Any procedures, tests, records, 

reports or other factors used by the District in making its decision must be described in the 

notice.  A copy of the procedural safeguards document published by the New Jersey 

Department of Education must accompany written notices. 

 

Written notice is to be given on later than fifteen days after a determination is made and 

not less than fifteen days before the date on which the decision is to be implemented, unless 

the parent/guardian agrees to an earlier date.  Documentation of parental consent for 

implementation prior to this fifteen day period is to be maintained in the pupil’s Child 

Study Team record.  Upon receipt of any written parental required, the District shall 

provide written notice of decisions to the parent(s) within thirty calendar days. 

 

Administrators, Child Study Team members and other staff shall forward all written 

requests from parents for actions or services under N.J.A.C. 6:28 to the Supervisor of 

Special Services for response; they are to consult with the Supervisor before initiating any 

actions which required written notice to the parent(s)/guardian(s) or adult pupil.  The 

Supervisor of Special Services is responsible for the development of any forms, letters, or 

other documents which are used to provide written notice.  The Supervisor of Special 

Services shall keep administrators and Child Study Team members informed about 

requirements for notice under N.J.A.C. 6:28-2.3. 

 

In regard to an initial evaluation, the Guidance Counselor is to send the 

parent(s)/guardian(s) written notice consistent with the requirements outlined above and 

including a description of interventions in the regular education program and their 

outcomes.  The Team is then to review the student records and other available information 

to determine if an evaluation is needed and inform the parent(s)/guardian(s) in writing of 

its decision, in accordance with the procedures outlined in the evaluation section. 

 

After concluding an initial evaluation and conducting the eligibility meeting, the Child 

Study Team must provide written notice of the eligibility determination and specifically 



inform the parent(s)/guardian(s) or adult pupil of the fifteen day period before its 

implementation.  The parent will be provided with a copy of N.J.A.C. 6:28 at the time of 

eligibility determination. When there is an initial determination that h pupil is eligible for 

special education and/or related services, a meeting to develop the Individualized 

Education Program is to be held after the expiration of this fifteen day time period, unless 

the parent/guardian or adult pupil agrees in writing to an accelerated action or shorter notice 

period.  When the parent/guardian consents to an initial individualized education program, 

the Child Study Team must provide a copy of the individualized education program, along 

with the procedural safeguards booklet published by the New Jersey Department of 

Education.  Parental consent to an initial individualized education program does not go into 

effect until fifteen days after the date of agreement, unless the parent gives written 

permission for earlier implementation. 

 

In regard to reevaluations, written notice also must be given fifteen days prior to beginning 

the assessments, or implementing a change in the eligibility determination, or 

implementation of the new individualized education program, unless the parent/guardian 

agrees in writing to an accelerated action or shorter notice period. 

 

The Child Study Team must also provide written notice prior to implementing any change 

in an evaluation plan or the individualized education program, including the Annual 

Review or any interim revision involving the placement of the pupil or the provision of a 

free, appropriate public education to the pupil. 

 

The case manager is responsible for providing the written notices on Department of Special 

Services forms to parent(s)/guardian(s)in regard to evaluations, eligibility, individualized 

education program, and reevaluations, and for monitoring adherence to the time lines. 

 

All provisions for notice apply to an adult pupil, who must be provided with a copy of 

N.J.A.C. 6:28 and the procedural safeguards statement published by the New Jersey 

Department of Education upon attainment of the eighteenth birthday. 

 

C. Participation in Decisions and Meetings 

 

Parent(s)/guardian(s) hall be given the opportunity to participate in evaluations, eligibility 

decisions, and the development of the individualized education program and Annual 

Review. 

 

Meetings shall be conducted to determine eligibility and to develop, review and revise the 

pupil’s individualized education program.  Each meeting shall include the parent, 

teacher(s) having knowledge of the pupil’s educational performance; the pupil when 

appropriate; at least one member of the Child Study Team; and referring certified school 

personnel, the school principal and other appropriate individuals if they choose to attend.  

For pupils classified as eligible for day training, a curriculum consultant from the 

Department of Human Services shall be schedule to participate. 

 



In regard to Child Study Team participation in meetings, all three members of the Team 

shall be scheduled to attend the meeting(s) to determine initial eligibility and develop the 

initial individualized education program; those members of the Team who assessed the 

pupil are required for the eligibility and individualized education program meeting(s) for a 

reevaluation; the case manager is to attend the Annual Review for any meetings to revise 

the individualized education program. 

 

For pupils classified as eligible for speech-language services, the participants in meetings 

are to include the parent, speech-language specialist, and at least one of the following:  a 

teacher having knowledge of the educational performance of the pupil, another speech-

language specialist, or personnel qualified to supervise or provide special education. 

 

The case manger shall schedule meetings and notify the parent/guardian or adult pupil in 

writing of the date, time, purpose and participants.  The notification shall be written in the 

language used for communication by the parent/guardian or adult pupil, unless it is not 

feasible to do so.  The time and place shall be mutually agreed upon and the notification 

shall be early enough to ensure that the parent/guardian has the opportunity to attend. The 

Child Study Team case manager shall seek alternative methods for including the 

parent/guardian in decision making, including individual and conference calls, if he/she 

cannot attend a meeting.  The case manger shall document all efforts to secure parental 

participation.  If these provide unsuccessful, the meeting may be conducted without a 

parent/guardian. 

 

Foreign language translators or sign language interpreters shall be provided by the District 

when necessary and at no cost to the parent/guardian.  The case manger shall notify the 

Supervisor of Special Services when an interpreter is needed; the case manager shall 

arrange for an interpreter approved by the Supervisor.  The selection of the mode of 

communication with the parent/guardian and a rationale for its choice shall be noted in 

writing in the pupil record.  If it is not feasible to provide written translation of the 

individualized education program or eligibility reports into the language used by the 

parent/guardian, the case manager shall ensure that the parent/guardian is given an English 

language copy, and document that an appropriate explanation was provided in the 

parent’s/guardian’s language. 

 

Provision of Special Services to Enable Educationally Disabled Pupils to Participate in Regular 

Educational Programs (N.J.A.C. 6:28-1.4(s)7) 

 

An educationally disabled pupil shall participate in the regular school program provide by the 

District when the individualized education program does not describe any restrictions.  The Child 

Study Team and parent shall consider any supplementary aids and services which may enable the 

pupil to perform satisfactorily in a regular education setting as part of the individualized education 

program development process.  At the individualized education program meeting, the Child Study 

Team and parent/guardian shall review regular education adaptations or support services and 

determine which if any are appropriate for the pupil.  The decision will be based on the nature of 

his/her disability and educational needs, as described and documented in the Child Study Team 

reports. 



 

_________________ students to participate in regular programs, the Supervisor of Special 

Services if responsible for designing an action plan to implement the support services identified 

through the needs assessment in the Special Education Three Year Plan.  In regard to the provision 

of services for individual students, the case manager has the responsibility for their coordination. 

 

Individualized Education Program (N.J.A.C. 6:28-1.4(a)8) 

 

An individualized education program (IEP) for each pupil who is eligible for special education 

and/or related services shall consist of a basic plan and an instructional guide. 

 

The basic plan shall be developed after completion of the Child Study Team’s evaluation and 

within the time lines specified in N.J.A.C. 6:28-2.1(e).  The Child Study Team which evaluated 

the child, teacher(s) with knowledge of the student’s educational performance, and the parent(s) 

shall participate in the development of the basic plan.  The principal and other people when 

appropriate, such as the pupil or additional staff members, may attend if they choose to participate. 

 

The individualized education program meeting for pupils classified as eligible for speech-language 

services shall be attended by the speech-language specialist or an individual qualified to provide 

or supervise special education (N.J.A.C. 6:28-3.5b).  The individualized education program for 

students placed on home instruction for medical reasons shall be prepared according to N.J.A.C. 

6:28-3.6(d). 

 

With the exception of an individualized education program for a student classified as eligible for 

speech-language services, the basic plan shall have the components described below: 

 

1. A statement of the pupil’s eligibility for special education or related services; 

 

2. A statement of current educational status which describes the pupil’s present levels 

of education performance and adaptive behavior as defined in N.J.A.C. 6:28-

3.6(e)2. 

 

3. A statement of annual goals to be achieved under the individualized education 

program; 

 

4. A statement of measurable objectives designed to attain the annual goals; 

 

5. A description of the pupil’s education program including: 

 

a. Rational for program and placement; 

 

b. An explanation or why the program is the least restrictive environment; 

 

c. A description of the extent to which the pupil will participate in the regular 

educational programs, including modifications of curriculum and 



instructional methods, and any precautionary arrangements for the safety of 

the pupil, when necessary; 

 

d. A description of exemptions and rationale for exemptions from regular 

education program options, including discipline, testing, and/or graduation 

requirements (refer to procedures for High School Graduation Requirement 

Exemptions for more detailed descriptions of the information which must 

be included in the individualized education program for such exemptions); 

 

e. For pupils age 14 and over, a description of post secondary outcomes which 

indicate the preparation provided for one or more of the following; 

 

f. A statement and rational for the portion of the school day the pupil is 

expected to be in a special education setting, including, when appropriate, 

the length of the school day and an extended school year; 

 

g. A statement specifying the language to be used for instruction, of other than 

English; 

 

h. A statement describing the specific related services including date of 

implementation, duration and frequency; 

 

i. A statement describing the rules and responsibilities of school personnel 

involved in implementing the individualized education program; 

 

j. The criteria, procedures, and schedule for evaluating the student’s 

attainment of goals and objectives. 

 

6. Instructional strategies fitted to the pupil’s learning styles. 

 

7. Techniques and activities designed to support the personal and social development 

of the pupil. 

 

8. Any special equipment and instructional media and materials needed for learning. 

 

The IEP for a student classified as eligible for speech-language services shall consist of the 

components outlined above which are required under N.J.A.C. 6:28-3.5(f). 

 

The basic plan and instructional guide shall be reviewed and revised annually, or more often if 

necessary, at a meeting attended by the case manager, the parent(s), the teacher(s) having 

knowledge of the student’s educational performance, the pupil if appropriate, and others at the 

discretion of the parent(s) and/or District. 

 

The Annual Review of the individualized education program shall be completed by June 30 of an 

educationally disabled pupil’s last year in a preschool or elementary school program.  Input shall 



be obtained from the secondary school staff when classified students are making the transition 

from elementary level programs. 

 

Documentation of participation in the individualized education program development shall be 

maintained and a copy of the individualized education program shall be provided to the 

parent(s)/guardian(s).  At the individualized education program meeting the case manager shall 

coordinate and record its development.  Following the meeting, the case manager shall submit the 

document to the Department of Special Services for final typing.  It should be mailed home after 

the case manager has reviewed and approved it.  Translation of the individualized education 

program into the native language of the parents shall be done according to N.J.A.C. 6:28-2.4. 

 

When the parent/guardian declines to participate or is in disagreement with the recommendations, 

the remaining participants may proceed with the individualized education program development.  

However, initial implementation of the special education program shall not occur without 

parental/guardian consent or a decision issued as a result of a due process hearing.  Written consent 

is not required in cases other than initial implementation; however, parent(s)/guardian(s) are to be 

provided with a fifteen day written notice, as defined in N.J.A.C. 6:28-2.3 before implementation.  

The individualized education program is to be mailed home as part of the written notice when the 

parent/guardian has not attended the meeting, along with N.J.A.C. 6:289 and the procedural 

safeguards information published by the Department of Education. 

 

A reevaluation, determination of eligibility, and, if the student is to remain classified, an 

Individualized Education Program are to be completed within three years of the previous 

classification.  A reevaluation is to be completed sooner if a change in classification or significant 

change in placement is being considered or at the request of the parent or appropriate school staff. 

 

The Child Study Team shall develop a reevaluation plan with the components described in 

N.J.A.C. 6:28-3.4(a).  This plan shall include assessments by at least two Child Study Team 

members and other specialists as appropriate; an audiological evaluation and a speech and 

language assessment shall be conducted for an auditorially handicapped student in addition to the 

two required assessments by members of the child Study Team.  The selection of Team disciplines 

and other specialists will be based on the student’s progress in meeting the goals and objectives of 

the individualized education program, the nature of the handicapping condition, or other factors of 

concern to the parent, Team or staff.  The parent will be provided with a copy of the reevaluation 

plan.  N.J.A.C. 1:6A, the procedural safeguards document published by the Department of 

Education, and fifteen day notice according to N.J.A.C. 6:28-2.3. 

 

The requirements for information to be requested from the parent and for the participation of 

additional specialists apply to reevaluations as well as initial evaluations.  The individual Team 

members who are conducting the reevaluation, as stipulated in the reevaluation plan, are to perform 

their assessments according to the definitions in N.J.A.C. 6:28-3.4(e). 

 

At the conclusion of the reevaluation, the members of the Child Study Team who participate in 

the reevaluation shall meet with the parent, a teacher having knowledge of the student, and other 

appropriate staff members to determine eligibility for special education and/or related services, 

and if the student continues to be eligible, to develop an Individualized Education Program. 



 

During a 21 year old educationally disabled pupil’s last year in an educational program, a meeting 

shall be held including the parent(s), the case manager, and the pupil if appropriate, to develop 

non-binding recommendations concerning services and resources available after the responsibility 

of the district has ended. 

 

Procedures to scheduling, sending notice and conducting individualized education 

program/Annual Review meetings and for providing foreign language or sign language interpreters 

are contained in the section Participation of and Consultation with Parent(s) of Educationally 

Disabled Pupils. 

 

Protection of Pupil’s Rights in Regard to Evaluation and Reevaluation Procedures N.J.A.C. 6:28-

2.5 

 

A. Identification of Appropriate Evaluation Procedures 

 

Observations, tests, interviews and any other evaluation procedures used to determine 

eligibility and placement of children with disabilities shall be selected and administered in 

a manner consistent with the professional standards of each discipline and the provisions 

of N.J.A.C. 6:28-2.5 and 3.4. 

 

These measures shall be administered by the appropriate members of a multi-disciplinary 

team consisting of the Child Study Team, the school physician and, when required under 

N.J.A.C. 6:28-3.5, other specialists.  Each evaluator shall employ two or more assessment 

procedures selected on an individual basis for the student and appropriate for the presenting 

issues.  At least one member of the multi-disciplinary team shall be knowledgeable about 

the area of the suspected disability. 

 

The personnel employing the assessment instruments shall be trained in their 

administration and use.  Assessment procedures must be validated for the purposes for 

which they are being sued; be selected and administered with consideration given to the 

pupil’s cultural background and language abilities; and be administered in the pupil’s 

native language or other mode of communication unless it is clearly not feasible to do so.  

When test administrators fluent in the native language cannot be located, translators will 

be utilized whenever feasible.  When a pupil has sensory, manual or communication 

impairments, evaluation procedures must be selected, administered and interpreted such 

that results accurately reflect the ability which those procedures measure, rather than the 

impairment - unless the latter is the purpose of the testing. 

 

Evaluation procedures will be selected and administered so as not to be racially or 

culturally discriminatory; they will be conducted on an individual basis, with information 

from group tests used only to supplement the individual evaluations; the evaluation process 

shall consider the pupil’s sociocultural background and adaptive behavior in the name, 

school and community. 

 



A written report, dated and signed by the evaluator, shall be prepared by each member of 

the multi-disciplinary team. 

 

B. Parents of an educationally handicapped pupil and adult pupils shall be afforded an 

opportunity to inspect and review all educational records with respect to the identification, 

evaluation and educational placement of the pupil and the provision of a free, appropriate 

public education.  N.J.A.C. 6:28-2.9(b). 

 

C. Requesting/Granting an Independent Evaluation 

 

When a parent disagrees with the evaluation of the Child Study Team, he/she may request 

an independent evaluation.  A request should be made in writing to the Supervisor of 

Special Services, who shall made a determination and give a written response within thirty 

days of receiving the request.  An independent evaluation shall be provided at no costs to 

the parent(s) unless the district initiates a due process hearing to show that its evaluation is 

appropriate and a final determination to that effect is made following the hearing. 

 

An independent evaluation funded by the District must be conducted according to N.J.A.C. 

6:28-3.4 and shall be obtained from another public school district, Educational Services 

Commission, Jointure Commission or a clinic or agency approved under N.J.A.C. 6:28-5.  

An independent medical evaluation may be obtained according to N.J.A.C. 6:28-5.1(c)3. 

 

When a request for an independent evaluation is received, the Supervisor of Special Service 

shall provide information about agencies and groups approved for such services. 

 

D. Providing Notice According to N.J.A.C. 6:28-2.3.  (Refer to Participation of and 

Consultation With Parents) 

 

E. Initiating a Due Process Hearing (Refer to Participation of Procedural Safeguards 

According to N.J.A.C. 6:28-2.3, 2.6 and 2.7. 

 

F. The district board of education shall provide information regarding the availability of free 

or low cost legal and other relevant services, if the parent or adult pupil requests the 

information.  34 CFR 300.506(c), N.J.A.C. 6:28-2.1(f).  This information will be provided 

by the Supervisor of Special Services. 

 

 

Adopted:  21 December 1995 

 

 

  



*2464 - GIFTED AND TALENTED PUPILS (Regulation) 

M 

Procedure for Identifying G&T Students 

 

High achieving Kindergarten students are identified as Gifted and Talented by the academic 

readiness screening tests which are administered to all Kindergarten students in the Fall of each 

year. Students who have mastered all of the academic readiness skills in communications and 

mathematics are identified as Gifted and Talented students. 

 

Students in grades 1-9 are identified for the G&T Program by a district-wide student needs 

assessment which is conducted in June of each school year by the Supervisor of Testing and the 

Supervisors of the Bil./E.S.L. Program. 

 

Eligibility Criteria for Grades 1-9 

 

1. Students must having a “Teacher rating of A in reading/writing” and/or a “Teacher 

rating of A in mathematics” on the Basic Skills Assessment Form or The Bilingual 

Needs Assessment Form. 

 

Definition of a Teacher rating of A in reading and writing - 

 

a. Excellent reader/writer 

b. Report card average of A 

c. Consistently in the top reading group 

d. Scores near the top of all reading tests 

e. Comprehends well 

f. Communicates effectively and creatively in writing 

g. Understands and applies the mechanics of writing 

 

Definition of a Teacher rating of A in mathematics - 

 

a. Excellent mathematics capabilities 

b. Report card average of A 

c. Consistently in the top mathematics group 

d. Scores near the top of all math tests 

e. Computes well enough to learn from on level and above level text materials 

f. Is functioning above grade level in mathematics 

 

2. The student’s total reading score and/or total mathematics score are at or above the 

90th National Percentile on a standardized achievement test. 

 

3. The student’s grades are significantly above average in most of the major content 

areas of instruction. 

 



The student must meet all of the above criteria in order to be identified as an Academically Gifted 

and Talented Student. 

 

Students in grades 10-12 are identified as Gifted and Talented if their Total Reading and Total 

Mathematics Scores on the California Achievement Tests are both at or above the 90th National 

Percentile. 

 

Gifted and Talented Notification Process For Kindergarten Students 

 

After reviewing the results on the Fall Kindergarten Academic Readiness Screening Tests, the 

Supervisor of Testing will develop a list of Kindergarten students sorted by school who have met 

the criteria for Gifted and Talented.  By November 30th of each school year, all elementary 

principals will be sent a list of Gifted and Talented Kindergarten students in their schools.  

Principals will notify classroom teachers of names of all Kindergarten students who have been 

identified as Gifted and Talented. 

 

In November of each school year the supervisor of Testing will send a letter to parents of all 

Kindergarten students who have been identified as Gifted and Talented.  This letter will inform 

parents that their child has been identified as a Gifted and Talented student and will contain general 

information about the G&T Program.  The letter will indicate that Gifted and Talented 

Kindergarten students are provided differentiated instruction within the regular Kindergarten 

program. 

 

Gifted and Talented Notification Process - Grade 1-9 

 

After reviewing the results on the district needs assessment forms, the Supervisor of Testing and 

the Supervisors of the Bilingual and ESL Program will develop a list of students in grades 1-9 who 

have met the criteria for Gifted and Talented. 

 

Placement in self-contained G&T classes is contingent upon the student’s overall academic 

achievement, district standardized test results, and teacher recommendations.  The top 20 (highest 

scoring students on standardized tests) G&T students in grades 4-6 from school No. 1, No. 3 and 

No. 11 will attend self-contained G&T classes in School No. 1.  The top 20 G&T students in grades 

4-6 from school No. 6, No. 9 and No. 10 will attend the self-contained G&T classes in the Learning 

Center.  The remaining students who have been identified as G&T will be provided differentiated 

instruction within their regular classes. 

 

The Supervisor of Testing will send a letter to parents of all students in grades 1-9 who have been 

identified as Gifted and Talented.  This letter will inform parents that their child has been identified 

as a Gifted and Talented student and will contain general information about the Gifted and 

Talented program.  In grade levels 4-6, the parents of the highest scoring students will be told that 

their child is eligible for placement in self-contained G&T classes. 

 

The parents of the highest scoring students will be given the opportunity to choose if they want 

their child to participate in self-contained Gifted and Talented classes or receive differentiated 

instruction with in the regular classroom. 



 

After reviewing the returns of the parent letters, the Supervisor of Testing and the Supervisors of 

the Bilingual/ESL: Program will provide all principals with a list of identified G&T students sorted 

by grade level in their school.  For School No. 1 and the Learning Center, the list will also indicate 

the names of students assigned to self-contained classrooms. 

 

The principal of each elementary school will notify classroom teachers of the names of students 

who have been identified as Gifted and Talented. 

 

G&T Notification Process - Secondary - Grades 10, 11 and 12 

 

The Supervisor of Testing will send to PHS guidance counselors the names and grade levels of all 

students who have met the G&T criteria of scoring at or above the 90th percentile in Reading and 

mathematics on the California Achievement Test.  The parents of the identified students will be 

sent letters informing them of their children’s outstanding achievement and their gifted status. 

 

Guidance counselors will meet with each student identified as Gifted and Talented and encourage 

the student to participate in honors and/or advanced placement courses. 

 

Exit Criteria 

 

During the school year, a Gifted and Talented teacher may request the removal of a student from 

the Gifted and Talented program. If the teacher fees that a student has been inappropriately placed 

within the program or if the student is not benefiting from participating in the program as 

manifested by student’s level of performance.  Removal requests will be made directly to the 

Principal.  After consulting with the classroom teacher, the guidance counselor and the parents, 

the principal will determine if a student should be removed from the Gifted and Talented Program. 

 

If the results of the annual district needs assessment show that a student no longer meets the district 

criteria for placement within the Gifted and Talented program, the principal may remove the 

student from the Gifted and Talented Program after consulting with the classroom teacher, the 

guidance counselor and the parents. 

 

 

Adopted:  21 December 1995 

 

  



2510 - ADOPTION OF TEXTBOOKS (Regulation) 

A. Definition 

 

A "textbook" is the principal source of instructional material for any give course of study, 

in whatever form the material may be presented, which is available to or distributed to 

every pupil enrolled in the course of study. 

 

B. Textbook selection committee 

 

1. A textbook selection committee(s) will be named annually by the Superintendent 

of Schools. 

 

2. The Committee will be chaired by the Supervisor of Reading/Language Arts and 

Social Studies. 

 

3. If the Board so approves, members of the textbook selection committees may be 

given compensation during the summer months for the work of reviewing potential 

textbook selections. 

 

C. Recommendation procedures 

 

1. Any teaching staff member may request the textbook selection committee's 

consideration of a possible textbook. 

 

2. The textbook selection committee will investigate current textbooks on the market. 

 

3. A textbook recommended for screening should be read and examined by each of 

the textbook selection committee members.  The committee members should have 

examined, wherever possible, at least three other books similar in nature to the 

textbook recommended for adoption. 

 

4. Each textbook selection committee member should submit to the chairperson a 

written evaluation of the textbook. 

 

5. The committee chairperson will also read and examine each recommended 

textbook. 

 

6. The committee chairperson or the person initiating the request for consideration 

will prepare an evaluation report for submission to the Superintendent. 

 

7. The Superintendent will forward the recommendation to the Board.  He or she may 

first convene the textbook selection committee or confer with the chairman of the 

committee to discuss the evaluation report and the merits of the recommended 

textbook. 

 



D. Review of textbooks currently in use 

 

1. Each textbook that has been in use in the district for five years or more will be 

evaluated annually by the textbook selection committee for its continuing 

usefulness.  In addition, any teaching staff member may recommend the review of 

a textbook currently in use and used for less than five years. 

 

2. The textbook selection committee will consider 

 

a. The length of service of the current textbook, 

 

b. Its copyright date, 

 

c. The average condition of the textbooks currently in use, 

 

d. The cost of replacements, 

 

e. The merits of the textbook in the light of the standards by which new 

textbooks are measured, and 

 

f. If review has been especially requested, the reason for the request. 

 

3. A recommendation to retire a textbook will be forwarded to the Superintendent with 

a full report of the committee's findings.  Any such recommendation should be 

accompanied by the committee's suggestion for a replacement textbook. 

 

E. Standards of review 

 

1. In the review of any suggested textbook, the textbook selection committee shall 

consider 

 

a. The reliability and reputation for scholarship of its author and publisher; 

 

b. Whether the content of the textbook 

 

(1) Relates to the course of study in which it will be used, 

 

(2) Can be read and understood by the pupils for which its use is 

intended, 

 

(3) Is accurate and up to date, 

 

(4) Clearly distinguishes fact from opinion, 

 

(5) Is well organized and presented, 

 



(6) Includes helpful and thoughtfully prepared indices, graphic 

materials, references, bibliographies, glossaries, and appendices, 

and 

 

(7) Is biased. 

 

c. The ways in which a proposed textbook improves on the book it replaces; 

 

d. Whether the proposed textbook's binding, paper, and typeface are 

appropriate and durable; 

 

e. The cost and probable life of the proposed textbook; 

 

f. Whether the presentation of any controversial subject is objective and 

suitable to the maturity of the pupils for whose use the book is intended; 

 

g. The experience other schools and/or districts may have had with the use of 

the proposed textbook; and 

 

h. The textbook's compliance with the district's affirmative action plan for 

school and classroom practices, as set forth in Policy No. 2260. 

 

 

Adopted:  21 December 1995 

 

 

  



2520 - INSTRUCTIONAL SUPPLIES (Regulation) 

A. Definition 

 

"Supplies" are the consumable materials distributed to teachers and pupils for the 

implementation of the instructional program. "Supplies" include, but are not necessarily 

limited to, paper, pencils, chalk, erasers, paste, clay, artistic materials, craft paper, markers, 

string, adhesive tape, scissors, soap, and the like. 

 

B. Supply procedures 

 

1. Supplies will be kept in a supply closet or room in each school building.  The 

Principal will be responsible for the content and inventory of the supply closet. 

 

2. Each teacher will request supplies as needed by submitting a written request to the 

Principal.  The teacher should request a sufficient quantity of supplies to satisfy the 

needs of his or her class for at least one month. 

 

3. The teacher's request will be recorded in the school office. 

 

4. At the end of each school year, a record of the supplies requested and used in each 

classroom will be given to the Board Secretary/School Business Administrator. 

 

5. The principal will invite all teaching staff members to suggest additional supplies 

and/or replacements for the supplies currently used. 

 

C. Cost of supplies 

 

Supplies will be made available without charge to all pupils, except in the following 

circumstances. 

 

1. Where non-reusable clothing or personal equipment, such as gym outfits, is 

required for reason of safety, health, or the protection of school property, pupils 

will be requested to provide their own clothing or equipment.  The principal may 

require that such clothing or equipment meet school standards (other than color or 

style) and may recommend a suitable commercial source for the clothing or 

equipment. 

 

2. Where a pupil enrolled in a class or activity in which a product is made, such as 

woodshop or home economics, chooses to prepare and keep a useful item, the pupil 

may be required to pay the costs of the materials used. Pupils shall always be given 

the option of preparing an item for use by the school, for which no charge will be 

made.  Any charge made under this regulation will be presented in writing by the 

teacher with a copy to the Principal, and the moneys collected will be deposited 

with the Principal or his/her designee. 

 



3. Pupils may be required to provide supplies for their participation in co-curricular 

activities. 

 

4. A pupil who is eligible for free and reduced rate meals will not be required to pay 

for any supplies, including those exempted from free distribution in D1,2, and 3 

above. 

 

5. Teachers are advised to report to the Principal or his/her designee any pupil who is 

unable to pay for the supplies listed above. 

 

 

Adopted:  21 December 1995 

 

 

  



2530 - RESOURCE MATERIALS (Regulation) 

A. Definition 

 

"Resource materials" are all those sources of information for the use of pupils that have not 

been designated as textbooks and generally must be shared by individual pupils.  Resource 

materials include reference books, fiction and nonfiction books, maps, audio and audio-

visual materials, pamphlets, periodicals, and pictures.  Resource materials may be 

maintained in classroom library collections and/or in the school library or media center. 

 

B. Selection process 

 

1. The Principal in each school building will accept the written requests of teaching 

staff members for new and revised reference materials.  Each request should include 

the 

 

a. Name and originator of the work, 

 

b. Its publisher or distributor, 

 

c. A brief description of the material, and 

 

d. The reason for the request, including the relevance of the material to the 

instructional program. 

 

2. All recommendations will be forwarded to the School Librarian for consideration.  

The School Librarian will attempt to review each requested work or, alternatively, 

to consult with other educational institutions that have used the material. 

 

3. The School Librarian may consult such selection aids as booklists, school library 

journals, previews, school library catalogs, and subject bibliographies prepared by 

specialists in the field. 

 

4. The School Librarian will measure each recommendation against the standards for 

selection (see paragraph C) and the amount budgeted for resource materials in the 

current or succeeding school year, as appropriate. 

 

5. The Principal will present to the Superintendent a list of recommended purchases.  

The list will include multiple copies of material for which a high level of interest 

and need is anticipated. 

 

C. Selection standards 

 

Standards to be applied in the selection of resource materials are those set forth in Policy 

No. 2530, repeated here: 

 



1. Material will be suited to the varied interests, abilities, reading levels, and 

maturation levels of the pupils to be served. 

 

2. Wherever possible, materials will provide major opposing views on controversial 

issues so that pupils may develop under guidance the practice of critical reading 

and thinking. 

 

3. Wherever possible, materials will represent the many religious, ethnic, and cultural 

groups and their contribution to American heritage. 

 

4. Materials will be factually accurate and of genuine literary or artistic value. 

 

5. Materials will be of a quality and durability appropriate to their intended uses and 

longevity. 

 

6. Materials will relate to, support, and enrich the courses of study adopted by the 

Board. 

 

D. Removal of reference materials 

 

1. The School Librarian will conduct a periodic review of reference collections for 

their 

 

a. Continuing usefulness; 

 

b. Relevance to the curriculum; 

 

c. Representation of the needs and interests of all grade levels, subject areas, 

and departments; and 

 

d. Balance of content, types of material, and manner of presentation. 

 

2. Standard materials subject to frequent use that are worn or missing should be 

replaced periodically. 

 

3. Outdated materials and materials no longer relevant to the curriculum may be 

withdrawn from the collection on Board approval. 

 

4. A complaint about reference materials shall be handled in accordance with Policy 

No. 9130 and Regulation No. 9130. 

 

Adopted:  21 December 1995 

  



2531 - USE OF COPYRIGHTED MATERIALS (Regulation) 

A. Literary Material 

 

1. A single copy may be made of any of the following by or for a teacher at his or her 

individual request for scholarly research or for use in teaching or in preparation for 

teaching a class: 

 

a. A chapter from a book; 

 

b. An article from a periodical or newspaper; 

 

c. A short story, short essay or short poem, whether or not from a collective 

work; or 

 

d. A chart, graph, diagram, drawing, cartoon or picture from a book, 

periodical, or newspaper. 

 

2. Multiple copies (not to exceed in any event more than one copy per pupil in a 

course) may be made by or for the teacher giving the course for classroom use or 

discussion, provided that: 

 

a. Each copy includes a notice of copyright and 

 

b. The material copied is brief and the copying is spontaneous and 

noncumulative as measured by the following definitions of brevity, 

spontaneity, and noncumulative effect. 

 

(1) Brevity:  A reproduced work is brief if it consists of the following: 

 

(a) Poetry:  Not more than a complete poem if fewer than 250 

words and if printed on not more than two pages, or an 

excerpt from a longer poem if the excerpt is not more than 

250 words. These numerical limits may be expanded to 

permit completion of an unfinished line of poetry. 

 

(b) Prose:  Not more than a complete article, story, or essay of 

fewer than 2,500 words; or an excerpt from any prose work 

of not more than 1,000 words or ten percent of the work, 

whichever is less, but in any event a minimum of 500 words.  

These numerical limits may be expanded to permit 

completion of an unfinished prose paragraph. 

 

(c) Illustration:  Not more than one chart, graph, diagram, 

drawing, cartoon, or picture per book or per periodical issue. 

 



(d) Special works:  Certain works in poetry, prose or in poetic 

prose which often combine language with illustrations and 

which are intended sometimes for children and at other times 

for a more general audience often fall short of 2,500 words 

in their entirety. Paragraph 2i(b) above notwithstanding, 

such special works may not be reproduced in their entirety; 

however, an excerpt comprising not more than two of the 

published pages of such special work and containing not 

more than ten percent of the words found in the text thereof 

may be reproduced. 

 

(2) Spontaneity:  Reproduction of a copyrighted work is spontaneous if: 

 

(a) The copying is at the instance and inspiration of the 

individual teacher; and 

 

(b) The inspiration and decision to use the work and the moment 

of its use of maximum teaching effectiveness are so close in 

time that it would be unreasonable to expect a timely reply 

to a request for permission to use the work. 

 

(3) Noncumulative Effect:  Reproduction of a copyrighted work is 

noncumulative if: 

 

(a) The copying of the material is for only one course in the 

school in which the copies are made; 

 

(b) Not more than one short poem, article, story, essay or two 

excerpts has been copied from the same author or more than 

three from the same collective work or periodical volume 

during one class term.  This section does not apply to current 

new periodicals and newspapers and current news sections 

of other periodicals. 

 

(c) There have been no more than nine instances of such 

multiple copying for one course during one class term.  This 

section does not apply to current new periodicals and 

newspapers and current news sections of other periodicals. 

 

3. Notwithstanding any of the above, the following prohibitions shall be in effect: 

 

a. Copying shall not be used to create or to replace or substitute for 

anthologies, compilations, or collective works.  Such replacement or 

substitution may occur whether copies of various works or excerpts 

therefrom are accumulated or reproduced and used separately. 

 



b. There shall be no copying of or from works intended to be consumable in 

the course of study or of teaching.  Consumable works include workbooks, 

exercises, standardized tests, test booklets, answer sheets, and like material. 

 

c. Copying shall not substitute for the purchase of books, publishers' reprints, 

or periodicals; or be directed by higher authority; or be repeated with respect 

to the same item by the same teacher from term to term. 

 

d. No charge shall be made to the pupil for the copied material. 

 

B. Televised material 

 

1. A broadcast program may be recorded off-air simultaneously with broadcast 

transmission (including simultaneous cable retransmission) and retained for a 

retention period of forty-five calendar days after the date of the recording; at the 

expiration of the retention period the recording must be erased or destroyed. 

 

2. An off-air recording may be used once by individual teachers in the course of 

relevant teaching activities and may be repeated once only when instructional 

reinforcement is necessary, in the classroom or similar place of instruction or the 

home of a pupil receiving home instruction, during the first ten school days in the 

retention period.  After the first ten school days, an off-air recording may be used 

during the remainder of the retention period only to permit teachers to evaluate its 

effectiveness in the instructional period. 

 

3. Off-air recordings may be made only at the request of and used by individual 

teachers and may not be regularly recorded in anticipation of requests.  No 

broadcast program may be recorded off-air more than once at the request of the 

same teacher, regardless of the number of times the program may be broadcast. 

 

4. A limited number of copies may be reproduced from each off-air recording to meet 

the legitimate needs of teachers under these guidelines.  Each such additional copy 

shall be subject to all provisions governing the original recording.  All copies of 

off-air recordings must include the copyright notice on the broadcast program as 

recorded. 

 

5. Off-air recordings need not be used in their entirety, but the recorded programs may 

not be altered from their original content.  Off-air recordings may not be physically 

or electronically combined or merged to constitute teaching anthologies or 

compilations. 

 

C. Music 

 

1. The following uses of copies of copyrighted music are permissible. 

 



a. Emergency copies of printed music may be made to replace purchased 

copies which for any reason are not available for an imminent performance 

provided purchased replacement copies are substituted in due course. 

 

b. For academic purposes other than performance: 

 

(1) Multiple copies of excerpts of works may be made, provided that 

the excerpts do not comprise a part of the whole which would 

constitute a performable unit such as a section, movement, or aria, 

but in no case more than ten percent of the work.  The number of 

copies shall not exceed one copy per pupil. 

 

(2) A single copy of an entire performable unit (section, movement, 

aria, etc.) that is (a) confirmed by the copyright proprietor to be out 

of print or (b) unavailable except in a larger work, may be made by 

or for a teacher solely for the purpose of scholarly research or in 

preparation to teach a class. 

 

c. Printed copies that have been purchased may be edited or simplified 

provided that the fundamental character of the work is not distorted or the 

lyrics, if any, altered or lyrics added if none exist. 

 

d. A single copy of recordings of performances by pupils may be made for 

evaluation or rehearsal purposes and may be retained by the educational 

institution or individual teacher. 

 

e. A single copy of a sound recording (such as a tape, disc, or cassette) of 

copyrighted music may be made from sound recordings owned by the 

school district or by an individual teacher for the purpose of constructing 

aural exercises or examinations and may be retained by the district or the 

teacher.  (This pertains only to the copyright of the music itself and not to 

any copyright that may exist in the sound recording.) 

 

2. The following uses of copies of copyrighted music are prohibited. 

 

a. Copying to create or replace or substitute for anthologies, compilations, or 

collective works; 

 

b. Copying of or from works intended to be consumable in the course of study 

or of teaching such as workbooks, exercises, standardized tests, answer 

sheets, and like material; 

 

c. Copying for the purpose of performance, except as permitted in paragraph 

C1a; 

 



d. Copying for the purpose of substituting for the purchase of music, except as 

permitted in paragraph C1a and paragraph C1b; and 

 

e. Copying without inclusion of the copyright notice that appears on the 

printed copy. 

 

D. Computer software 

 

1. A software program shall not be copied onto a blank disk except as expressly 

permitted by the program itself. 

 

2. An archival disk may be made as a back-up program disk.  The archival disk shall 

be used only when the original software disk has been mistakenly damaged or 

destroyed and may not be used for any other purpose. 

 

3. Software shall not be loaded into more than one computer at any one time. 

 

E. Obtaining Permission for Copying 

 

1. A teacher may request and obtain permission to copy material from a copyrighted 

work; the teacher may then use the work as expressly permitted and will not be 

bound by the limitations and prohibitions set forth above. 

 

2. Request for permission must be in writing and should be sent, together with an 

envelope addressed to the sender, to the permissions department of the publisher of 

the work.  The request should include 

 

a. The title, author or editor, and edition of materials for which permission is 

sought; 

 

b. The exact material to be used, with specification of amount, page numbers, 

chapters, including, if possible, a photocopy of the material; 

 

c. The number of copies the requestor proposes to make; 

 

d. The use to be made of the duplicated materials; 

 

e. The form of distribution; 

 

f. Whether or not the copies will be sold; and 

 

g. The process by which the material will be reproduced. 

 

3. A copy of the written permission granted by the publisher or copyright owner shall 

be preserved by the principal. 
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2560 - LIVE ANIMALS IN SCHOOL (Regulation) 

A. Standards for use 

 

1. A teacher or other qualified adult supervisor must assume primary responsibility 

for the purposes and conditions of any study, activity, or performance that involves 

live animals in school. 

 

2. Each study involving live animals will have as a clearly defined objective the 

teaching of some biological principle(s). 

 

3. All animals used must be lawfully acquired in accordance with state and local laws, 

be healthy and free from transmissible diseases, and must have been vaccinated 

against rabies if susceptible. 

 

4. Animals may be handled only by the responsible adult supervisor and the pupil(s) 

directly involved in the study or performance. 

 

5. Animals must be properly fed and provided with sanitary cage quarters. 

 

6. Any experiment in nutritional deficiency or one which exposes the animal to undue 

harm or stress may proceed only to the point where the purposes of the experiment 

are achieved.  Appropriate measures shall then be taken to correct the deficiency if 

such action is feasible.  If the deficiency cannot be corrected, the animal must be 

destroyed by humane methods. 

 

7. Studies involving anesthetic drugs, surgical procedures, pathogenic organisms, 

toxicological products, carcinogens, or radiation, shall be undertaken only under 

the direction of a certified teacher or other qualified adult, (e.g.:  biologist, dentist, 

physician, or veterinarian) trained in the experimental procedure involved.  Any 

requirements of the State Departments of Health and Education concerning the 

handling of radiation and pathogenic organisms must be met. 

 

8. Any study involving pain must be done with the animal under anesthesis insofar as 

this procedure does not interfere with the clearly defined objectives of the study. 

 

9. When animals are kept in school quarters over vacation periods, adequate housing 

must be provided and a qualified caretaker must be assigned the specific duties of 

care and feeding. 

 

10. Teachers of pupils pursuing investigations at other than regular class periods while 

in school as part of a school assignment or project (such as a school science fair) 

will be bound by these regulations. 

 



11. Dangerous species of animals will not be permitted in classrooms without 

permission from the principal and only when the animal is under the constant 

supervision of a person qualified and trained to handle said animal. 

 

B. Injury to persons 

 

The following steps will be followed in the event a pupil, staff member, or visitor to school 

is bitten or scratched by an animal in school.  The teaching staff member or adult supervisor 

in charge will 

 

1. Take immediate and prudent steps to prevent further injury; 

 

2. Follow Regulation No. 8441 for the care of injured and ill persons; and 

 

3. Capture and impound the animal, pending a determination of the Board of Health 

of the necessity to destroy the animal for examination. 
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2624 - GRADING SYSTEM (Regulation) 

A. Purpose of grading 

 

1. The purpose of grading is to assist pupils in the process of learning; all grading 

systems will be subject to continual review and revision to that end. 

 

2. Good grades acknowledge a pupil's 

 

a. Active participation in and attention to daily lessons; 

 

b. Frequent contribution to discussions; 

 

c. Prompt, thorough, accurate, and neat preparation of assignments; 

 

d. Thorough preparation for tests; 

 

e. Display of an eagerness to learn and an inquisitive approach to lessons; 

 

f. Attention to the need for proper materials; 

 

g. Cooperation with the teacher's efforts; and 

 

h. Willingness to work to the best of his or her ability and to do more than the 

minimum expected. 

 

B. Preparation for grading 

 

1. Each pupil must be informed of the behavior and achievements expected of him or 

her at the outset of each course of study or unit of study. 

 

2. Each pupil must be kept informed of his or her progress during the course of a unit 

of study.  Pupils who so request are entitled to see the grades resulting from their 

performance during the grading period. 

 

3. Each method of grading shall be appropriate to the course of study and the maturity 

and abilities of the pupils. 

 

4. Pupils should be encouraged to evaluate their own achievements. 

 

5. The process of review and revision will involve teaching staff members, parents, 

and, as appropriate, pupils. 

 

C. Grading periods 

 

1. Grades will be awarded at the end of four marking periods in each school year. 



 

2. Pupils will be given notice of their grades mid-way in each quarter (marking 

period). 

 

3. Pupils will be given a final grade in each subject at the end of the school year. 

 

4. Grades will be recorded on report cards for parent notification in accordance with 

Policy No. 5420 and Regulation No. 5420. 

 

D. Basis for grading 

 

The teacher responsible for assigning a grade may take into consideration the pupil's 

 

1. Completion of written assignments prepared in the classroom or elsewhere; 

 

2. Oral contributions in class, including discussion responses, observations, panel 

participation, presentations, initiation of topics; 

 

3. Performance on oral and written tests and quizzes; 

 

4. Research into standard references and other background materials; 

 

5. Oral and written reports on materials read by the pupil; 

 

6. Laboratory work; 

 

7. Term papers; 

 

8. Special oral or written reports; 

 

9. Other evidences of the pupil's constructive efforts and achievements in learning; 

and 

 

10. For the final grade, the pupil's attendance record, in accordance with Policies No. 

5200, 5410, and 5460. 

 

E. Meaning of grades 

 

1. The following grades will be given in each academic subject at the end of each 

marking period: 

 

a. A grade of A indicates superior performance.  It may be given to a pupil 

whose achievement is significantly above grade level; whose work achieves 

a quality and quantity that consistently excels; and who demonstrates a high 

degree of initiative, application, and purpose. 

 



b. A grade of B indicates above average performance.  It should be given to a 

pupil whose achievement is above grade level; whose work frequently 

excels; and who generally demonstrates strength in the subject. 

 

c. A grade of C indicates average performance.  It should be given to a pupil 

whose achievement in most areas of the subject are average; whose work is 

acceptable; and who demonstrates a satisfactory degree of proficiency. 

 

d. A grade of D indicates below average performance.  It should be given to a 

pupil whose achievement in the subject is barely passing; whose work is the 

minimum acceptable for credit; and who demonstrates only weak 

proficiencies in the subject. 

 

e. A grade of F indicates failing performance and that no credit can be given 

for the subject.  It should be given to a pupil who has not met the minimum 

requirements of the course; who has demonstrated an inability or 

unwillingness to master the basic elements of the course; or who has failed 

to meet the minimum attendance standards necessary to pass a course of 

study. 

 

2. The following grades will be given in all subjects at the end of each marking period: 

 

a. A grade of "A" means outstanding performance. 

 

b. A grade of "B" means very good performance. 

 

c. A grade of "C" means satisfactory performance. 

 

d. A grade of "D" means unsatisfactory performance. 

 

e. A grade of "F" means little or no progress - failing grade. 

 

3. A teacher who grades by numerical grades during the marking period shall convert 

the number grade to a letter grade in accordance with the following chart. 

 

Range of number grades Equivalent letter 

 

95 to 100 A+ 

90 to 94 A 

85 to 89 B+ 

80 to 84 B 

75 to 79 C+ 

70 to 74 C 

65 to 69 D 

Below 65 F 

 



4. A grade of "Incomplete" will be given to those pupils unable to complete the work 

assigned to the course for reasons beyond the pupil's control, such as the pupil's 

disability. 

 

a. A teacher who submits a grade of incomplete will accompany the grade with 

a reasonable estimate of the amount of time the pupil will require to 

complete the work necessary for the granting of credit. 

 

b. Except as may be required by unusual circumstances, make up work should 

be completed within two weeks of the end of the marking period or, if the 

pupil is disabled at the end of the marking period, two weeks after the pupil's 

return to school. 

 

c. The pupil's completed work will be graded and the teacher will submit a 

grade, which will replace the incomplete grade on the pupil's transcript. 

 

d. A pupil who does not complete the work within the period allowed will 

receive a grade of F in the subject. 

 

5. Whenever a student decides to withdraw from a course, the withdrawl will be made 

only after a parental conference with the teacher, the Department Chairperson and 

the Guidance Counselor.  Students may only withdraw from a course when they are 

taking courses which exceed a total of 30 credits (five (5) full credit subjects plus 

Physical Education).  The following grading procedures shall apply: 

 

a. If a student is passing an elective course at the time he or she withdraws 

from the course, the student will recevie a grade of Withdraw Passing (WP). 

 

b. If a student is failing an elective course at the time he or she withdraws from 

the course, the student will recevie a grade of Withdraw Failing (WF). 

 

c. Students who withdraw from an elective course will receive no credit for 

the elective course. 

 

6. A designation of "excused" will be given to each pupil in a physical education class 

who was excused for good cause from participation in certain aspects of the course 

requirements. 

 

7. Final grades, year-end or semester-end, will be calculated by assigning a numerical 

value to each marking period grade and dividing the sum of those values by the 

number of marking periods in the middle and high schools. 

 

a. The following numerical values will be assigned to marking period grades: 

 

Range of number grades Equivalent letter 

 



95 to 100 A+ 

90 to 94 A 

85 to 89 B+ 

80 to 84 B 

75 to 79 C+ 

70 to 74 C 

65 to 69 D 

Below 65 F 

 

b. The dividend numerical value will be assigned as final grade in accordance 

with the following chart: 

 

Range of number grades ---> Equivalent letter 

 

95 to 100 A+ 

90 to 94 A 

85 to 89 B+ 

80 to 84 B 

75 to 79 C+ 

70 to 74 C 

65 to 69 D 

Below 65 F 

 

F. Grade validation 

 

In order that he or she may justify a grade, each teacher is directed to retain in his or her 

possession the following records to validate grades awarded to pupils.  The records should 

be kept for a minimum of one year after the end of the school year in which the grades 

were awarded. 

 

1. The daily attendance and tardiness record; 

 

2. All grades earned for classroom activities such as quizzes, tests, reports, and class 

recitations; 

 

3. All grades earned for activities conducted elsewhere, such as homework 

assignments and term papers; 

 

4. Any notation regarding the meaning of each grade and its relation to the type of 

activity or material covered; 

 

5. Any notation of discussions with the pupil on a grade or the pupil's cumulative 

grade average; 

 

6. Any referrals for guidance, discipline, and the like; and 

 



7. Any notations recording communications between the teacher and the parent, the 

principal, or other teaching staff members. 

 

G. Appeal 

 

1. Each teacher is responsible for the determination of the grade a pupil receives for 

participation in the teacher's course of study. 

 

2. Each teacher may be required to furnish reasons, supported by evidence (see 

paragraph E above) to substantiate any grade given. 

 

3. If a grade is challenged by a pupil or a parent, the teacher will convene a conference 

and will explain the grading system and the reasons for the final grade. 

 

4. If the parent or pupil is not satisfied by the teacher's explanations, he or she may 

appeal the grade to the principal, who will consult with the teacher and the pupil in 

an attempt to resolve the dispute.  The principal will give every reasonable 

deference to the teacher's professional judgment. 

 

5. If the principal determines that the grade should be changed, he or she will alter the 

grade on all records and indicate by whose authority the grade has been changed. 

 

6. No reprisals will be taken in any form against a teacher who remains determined in 

his or her belief that the grade originally given is fair and correct. 

 

7. The Superintendent may hear an appeal from the principal's determination.  Only 

in the most extraordinary circumstances will the Superintendent alter a grade 

determined at the school building level. 

 

 

Adopted:  21 December 1995 

 

 
 


