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CONCEPTS AND ROLES IN ADMINISTRATION; GOALS AND OBJECTIVES

The board of education shall establish policies that govern all aspects of district operations. The board
expects the educational administration to direct, coordinate and supervise pupils and staff in their efforts
to reach goals and objectives adopted by the board.
Within the guidelines of board policy, negotiated agreements and New Jersey law, the board expects
the educational administration to:
A.

Provide up-to-date information and sound professional advice to the board, as an aid in informed
decisionmaking;

B.

Plan, organize, implement and evaluate the educational programs established by board policy, in
order to provide optimum educational opportunities to the pupils of the district;

C.

Provide these optimum educational opportunities at the lowest possible cost;

D.

Use efficient administrative and management procedures including supervision and evaluation of
teaching staff, pursuant to law and regulations, and developed after consultation with and among
the board, administrators and appropriate staff members;

E.

Coordinate the resources of the community with those of the district;

F.

Keep the board informed of all new legislative actions or changes in code and statute that affect
the policies, programs or operations of the district.
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LINE OF RESPONSIBILITY

The board of education shall operate under a (unit, dual) control system headed by the (chief school
administrator, chief school administrator and board secretary/business official).
The authority of the board of education is transmitted through the (chief school administrator, chief
school administrator and board secretary/business official) along specific paths from person to person
as shown
in the organization chart of the school district. The lines of authority represent direction of authority and
responsibility. The lines are those approved by the board of education and are intended to establish clear
understanding on the part of all personnel of the working relationships in the school system.
Personnel are expected to refer matters requiring administrative action to the administrator to whom they
are responsible. Personnel are expected to keep the person to whom they are immediately responsible
informed of their activities by appropriate means.
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CHIEF SCHOOL ADMINISTRATOR

The board of education, in compliance with state law, will evaluate the chief school administrator at least
annually. Every newly appointed or elected board member shall complete the New Jersey School Boards
Association's training program on evaluation of superintendents within six months of commencement of
his/her term of office. The purpose of the evaluation shall be:
A. To promote professional excellence and improve the skills of the chief school administrator;
B. To improve the quality of the education received by the pupils served by the public schools of the district;
C. To provide a basis for the review of the job performance of the chief school administrator.
The role and responsibility of the board in this evaluation shall be:
A. To review, revise and adopt procedures suggested by the chief school administrator for implementation
of this policy;
B. To determine whether the services of a qualified consultant will contribute substantially to the
evaluation process, and to engage such a consultant if the board deems it desirable;
C. To adopt an individual plan for professional growth and development of the chief school administrator
based in part upon any needs identified in the evaluation. This plan shall reflect contributions by both the
board and the chief school administrator. The duration of the plan will be three to five years, depending
on the chief school administrator’s contract with the school district;
D. To hold an annual summary conference between a majority of the full membership of the board and the
chief school administrator. This conference shall include a review of the chief school administrator's
performance in terms of his/her job description;
E. To adopt, by April 30, subsequent to the annual summary conference, an annual written performance
report, approved by a majority of the full membership of the board. This report shall include:
1. Performance areas of strength;
2. Performance areas needing improvement based upon the job description and evaluation criteria set
forth below;
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3. Recommendations for professional growth and development;
4.
A summary of available indicators of pupil progress and growth and a statement of how these
available indicators relate to the effectiveness of the overall program and the performance of the
chief school administrator;
5. Provision for performance data which have not been included in the report prepared by the board of
education to be entered into the record by the chief school administrator within 10 working days after
the completion of the report.
The role and responsibility of the chief school administrator shall be to provide information and propose
procedures for:
A. Development of a job description and evaluation criteria, based upon the district's local goals,
program objectives, policies, instructional priorities, state goals, statutory requirements, and the functions,
duties and responsibilities of the chief school administrator. The evaluation criteria shall include but not
be limited to available indicators of pupil progress;
B. Specification of methods of data collection and reporting appropriate to the job description;
C. Design of evaluation instruments suited to reviewing the chief school administrator's performance based
upon the job description;
D. Establishing an evaluation calendar to include a date for the annual conference and including
appropriate information to allow proper consideration of all the items to be included in the subsequent
written performance report;
E. After the board's adoption of the annual written performance report, to provide all other appropriate
information relative to evaluation of his/her performance not contained in the report.
F. Preparation and review of the Professional Growth Plan for the administrator’s professional
development.
The policy shall be delivered to the chief school administrator upon adoption. Amendments to the
policy shall be distributed within 10 working days after adoption.
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ADMINISTRATIVE LEEWAY IN ABSENCE OF BOARD POLICY

In cases where immediate action must be taken within the school system when the board has provided
no guidelines for administrative action, the chief school administrator shall have the power to act, but
his/her decisions shall be subject to review by the board at its next regular meeting.
It shall be the duty of the chief school administrator to inform the board promptly of such action and of the
need for policy.

Legal References: Use legal reference sheet.

Cross References: See legal reference sheet.

Key Words
Administrative Leeway in Absence of Board Policy, Absence of Board Policy

Adopted 8/21/07
2210

WOODBURY HEIGHTS BOARD OF EDUCATION

Policy

FILE CODE: 2224
X Monitored
X Mandated
X Other Reasons

NONDISCRIMINATION/AFFIRMATIVE ACTION

State and federal statutes and regulations prohibit school districts from discriminatory practices in
employment or educational opportunity against any person by reason of race, color, national origin,
ancestry, age, sex, affectional or sexual orientation, marital status, domestic partnership status, familial
status, liability for service in the Armed Forces of the United States, atypical hereditary cellular or blood trait
of any individual, genetic information, or refusal to submit to a genetic test or make the results of a genetic
test known, in employment or in educational opportunities. Further state and federal protection is extended
on account of disabilities, social or economic status, pregnancy, childbirth, pregnancy-related disabilities,
actual or potential parenthood, or family status.
The Woodbury Heights Board of Education will continue to support its Affirmative Action Resolution of
February 27, 1996, and to implement the district's equal educational opportunity policy, school and
classroom practices plan and contract/employment practices plan in accordance with law and regulation.
The board authorizes the chief school administrator to develop and implement a multi-year equity plan to
ensure that the district provides equality in educational programs and to identify and correct, or assess and
prevent, all bias, discrimination and impermissible isolation in policies, practices and facilities of the district.
Upon approval of this plan by the state department of education, the board shall adopt it by resolution.
The chief school administrator shall report to the board annually on progress toward goals established in
the plan. A copy of the district's affirmative action/equity plans and self-evaluation of their achievement
shall be available in the district office.
Affirmative Action Officer and Team
The board shall annually appoint a member of the staff as the affirmative action officer and form an
affirmative action team, of whom the affirmative action officer is a member. The affirmative action
officer shall serve as affirmative action/504 officer and/or desegregation coordinator. The affirmative
action officer must have New Jersey certification with an administrative, instructional, or education
services endorsement. The board shall ensure that all members of the school community know who
the affirmative action officer is and how to access him/her.

The affirmative action officer shall:
A. Coordinate the required professional development training for certificated and non-certificated staff;
B. Notify all students and employees of district grievance procedures for handling discrimination complaints;
and
C. Ensure that the district grievance procedures, including investigative responsibilities and reporting
information, are followed.
The affirmative action team shall:
A. Develop the comprehensive equity plan in compliance with administrative code;
B. Oversee the implementation of the district’s comprehensive equity plan;
C. Collaborate with the affirmative action office in coordinating the required professional development
training;

D. Monitor the implementation of the comprehensive equity plan; and
E. Conduct the annual district internal monitoring to ensure continuing compliance with state and federal law
and code.
Harassment
The board of education shall maintain an instructional and working environment that is free from harassment
of any kind. Administrators and supervisors will make it clear to all staff, pupils and vendors that harassment
is prohibited. Sexual harassment shall be specifically addressed in the affirmative action inservice programs
required by law for all staff.
Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual
favors and other verbal or physical conduct of a sexual nature when:
A. Submission to the conduct or communication is made a term or condition of employment or education;
B. Submission to, or rejection of, the conduct or communication is the basis for decisions affecting
employment and assignment or education;
C. The conduct or communication has the purpose or effect of substantially interfering with an individual's
work performance or education;
D. The conduct or communication has the effect of creating an intimidating, hostile or offensive working or
educational environment.
Sexual harassment of staff or children interferes with the learning process and will not be tolerated in the
Woodbury Heights schools. Harassment by board members, employees, parents, students, vendors and
others doing business with the district is prohibited. Any child or staff member who has knowledge of or
feels victimized by sexual harassment should immediately report his/her allegation to the affirmative action
officer or building principal. Anyone else who has knowledge of or feels victimized by sexual harassment
should immediately report his/her allegation to the chief school administrator or board president.
Employees whose behavior is found to be in violation of this policy will be subject to the investigation
procedure which may result in discipline, up to and including dismissal. Other individuals whose behavior
is found to be in violation of this policy will be subject to appropriate sanctions as determined and imposed
by the chief school administrator/board. Law enforcement shall be summoned when appropriate. This
policy statement on sexual harassment shall be distributed to all staff members. Staff or pupils may file a
formal grievance related to harassment on any of the grounds addressed in this policy. The affirmative
action officer will receive all complaints and carry out a prompt and thorough investigation, and will protect
the rights of both the person making the complaint and the alleged harasser.
Findings of discrimination or harassment will result in appropriate disciplinary action.
School and Classroom Practices
In implementing affirmative action, the district shall:
A. Identify and correct the denial of equality of educational opportunities for pupils solely on the basis of
any classification protected by law;
B. Continually reexamine and modify, as may be necessary, its school and classroom programs;
location and use of facilities; its curriculum development program and its instructional materials;
availability of programs for children; and equal access of all eligible pupils to all extracurricular
programs.
These topics are included in the pupil and instruction policies of the district at #5145.4 Equal educational
opportunity, #6121 Nondiscrimination/affirmative action, and #6145 Extracurricular activities.

Contract/Employment Practices
The district directs the chief school administrator to ensure that appropriate administrators implement the
district's affirmative action policies by:
A. Adhering to the administrative code in selection of vendors and suppliers; informing vendors and
suppliers that their employees are bound by the district's affirmative action policies in their contacts
with district staff and pupils;
B. Continuing implementation and refinement of existing practices and affirmative action plans, making
certain that all recruitment, hiring, evaluation, training, promotion, personnel-management practices
and collective bargaining agreements are structured and administered in a manner that furthers equal
employment opportunity principles and eliminates discrimination on any basis protected by law,
holding inservice programs on affirmative action for all staff in accordance with law.
These topics are included in the business and noninstructional operations, and the personnel policies of
the district at #3320, #3327, #4111.1 and #4211.1.
Disabled
In addition to prohibiting educational and employment decisions based on nonapplicable disabling
condition, the district shall, as much as feasible, make facilities accessible to disabled pupils, employees
and members of the community as intended by Section 504 and as specified in the administrative code.
Report on Implementation
The chief school administrator shall devise regulations, including grievance forms and procedures to
implement the district's affirmative action policies. He/she shall report to the board annually on the
effectiveness of this policy and the implementing procedures.
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RESEARCH, EVALUATION AND PLANNING

As required by law, the chief school administrator shall annually direct development or review of district
long- and short-range goals and the plan of action to attain them. Objectives shall be developed with
community participation and approved by the board of education; the plan of action shall be prepared in
consultation with teaching staff members. The district's plans shall be discussed at a public meeting before
the date required by law.
Further, the chief school administrator shall coordinate continual research and evaluation of programs
and facilities. The master plan shall be studied and revised periodically to keep it in accord with the
changing circumstances and aspirations of the district.
Quality Assurance
By October 30 of each year, the chief school administrator shall provide a quality assurance report to the
public at a regular meeting of the board. The report shall include all information specified in the administrative
code. This report shall be disseminated to all staff and parents, and made available to the media.
School-Level Planning
By September 30, the principal of each school in the district shall coordinate development and implementation
of a two-year school-level plan based on school report card data. This plan shall include pupil performance
objectives, a review of progress by teaching and administrative staff, and the involvement of parents.
The performance objectives shall be based on pupil performance or behavior standards as defined in the
administrative code.
At least once per semester, the principal of each school shall conduct meetings by grade level, department,
team or similarly appropriate group to review the school-level plan. The review shall include:
A. School report card data;
B. Progress toward achieving pupil performance objectives;
C. Progress toward achieving core curriculum content standards.

Each principal shall sign a statement of assurance attesting to these activities on the form prescribed
by the commissioner of education.
The chief school administrator shall submit each school's objectives to the county superintendent
for review and approval. The report on the achievement of objectives or progress toward benchmarks
for the previous year shall be contained in the October 30th annual report.
The chief school administrator will supervise the preparation and timely submission of accurate reports in
order to ensure compliance with all Federal, State, and County and Local laws and regulations, Board
policies, contract terms and conditions. The CSA will promptly prepare and file updates and revisions to

reports whenever new information becomes available that would require that an amended report be
submitted. The CSA may delegate the preparation and revision of reports to other employees of the Board.
However, the CSA retains final responsibility for the action taken when tasks are delegated. If the revisions
and corrections are so significant as to compromise the basic integrity of the report, the CSA will inform the
Board President in order that appropriate corrective action may be taken by the Board.
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ACTION PLANNING FOR T&E CERTIFICATION

The chief school administrator shall be responsible for assembling all the necessary documentation to meet
state certification requirements.
He/she shall ensure the district's compliance with all indicators when it is within his/her power to do so.
He/she shall inform the board in a timely fashion of any areas in which board action is required to bring the
district into compliance, and suggest to the board feasible plans of action.
If the school district fails to satisfy the evaluation criteria, the board of education shall cooperate in undertaking
corrective action by the development of remedial plans pursuant to the New Jersey administrative code.
Certification requirements for teaching staff members shall not be violated.
Equivalency and Waiver Procedures
The board may apply to the commissioner for a waiver of a specific rule or an equivalent means of implementing
a rule through alternate procedures so long as the following criteria are met:
A. The spirit and intent of New Jersey statutes, applicable federal laws and regulations, and the
administrative code are served by granting the equivalency or waiver;
B. The provision of a thorough and efficient education to the students in the district is not compromised
as a result of the equivalency or waiver; and
C. There will be no risk to student health, safety or civil rights by granting the equivalency or waiver.
All applications for equivalency and waivers shall be signed by the chief school administrator and approved by
the board of education.
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