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Faculty/Staff Handbook




Carefully read the Student/Parent Handbook as information is not
duplicated in this Staff Handbook and you are responsible for knowing
and adhering to policies and procedures found in each. Memos have also
been included in your opening packet & Google Drive to provide further
explanations of specific policies and procedures. All Board of Education
Policies and Regulations are accessible from our website.

Print a copy of the last page, sign and return to the main office no later
than September 30th,

AHERA Notification 40 CFR 763.93(g)(4), 40
CER 763.84(c), 40 CFR 763.93(e)(10), 40 CFR 763.84(d)

As a part of the requirements of the Federal “Asbestos Hazard Emergency Response Act” legislation, the Beverly City School has conducted
an AHERA Inspection and has developed a Management Plan for Asbestos-Containing Materials. In March 2011, a required Surveillance
Inspection of the Beverly City School was conducted. The results of this inspection confirmed that these materials do not pose any immediate
threat and will not in the foreseeable future as long as they continue to be properly maintained. The Inspection and Management Report are on
file in the Board and Chief School Administrator's offices and are available to anyone for their inspection. Please be assured that the Beverly
City Board of Education administration treats the various environmental issues seriously and will continue to take every reasonable effort to
provide all of the building occupants with a healthful workplace.

APPLICATION FOR TEMPORARY LEAVE OF ABSENCE:

We will continue implementing the Red Rover system to report/record absences. Please complete your request via the Red Rover app; as well
as, following the procedures found below.

PERSONAL DAY REQUESTS:

Please complete the Personal Day Request Form at least 24 hours prior to the date you wish to be absent. No personal days will be
granted the day before or the day after a vacation or long weekend. Any staff member absent on the day before or after a vacation
may be requested to submit a doctor's note. Any staff member absent 3 or more days may be required to submit a doctor's note.

SICK DAYS:

Sick days are for when you or an immediate family member are sick or has a doctor's appointment. If you take a sick day before or
after a long weekend or vacation, you may be asked to provide a doctor's note. Following your return, an Application for Temporary
Leave of Absence form will be placed in your mailbox. This must be filled out and returned to the main office so that we may keep
accurate records of your attendance.

ARRIVAL/DISMISSAL

All faculty are required to be signed in no later than 7:55 AM. Al faculty are required to remain in the building until 3:15 PM unless there is a
faculty meeting. All other staff are required to be signed in per their designated schedules.

ATTENDANCE

Student attendance must be submitted, on-line through Genesis, to the Main Office each morning NO LATER THAN 8:30 AM. Call the Main
Office if there are any changes (students leaving or showing up) after lunch. Any student that enters homeroom after 8:20 AM is considered
late. Itis essential that accurate records be kept on this. Please keep parent notes regarding absences through the end of the year as they
may be used to verify excused or unexcused absences; all doctor's notes need to be sent to the main office.

STATE ATTENDANCE CODES:
1 - Fullday's absence
2 - Absent-never attended



- Excused absence due to religious holiday or “Bring Your Child to Work™ day

- Excused absence from vocational school-residential district closed - no transportation
Half-day's absence

- Suspended

- Home instruction
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BASIC SKILLS PROGRAM PLANITITLE 1

Student Selection Procedure

Students are selected for the program based on the following criteria:
e  Standardized Test Scores (state mandated tests)
e  Report Card Grades
e  Teacher Recommendation/I&RS referral

e Benchmark Assessments

New students fo the district will be considered for the program based on test scores and reports from the previous school.

Parental Involvement - See Policy 9130 Public Complaints and Grievances & 2415.04 Title | - Parent Involvement

Parents of Title | students will be involved in the planning of the Title | Program and will also have the opportunity to evaluate the
effectiveness of the program on a yearly basis. A parent meeting will be held each school year to accomplish the following objectives:
o Explanation of Title | Program (Selection Process, Instructional Program, Teaching Strategies, efc.)
e Parent training fo help students succeed
e  Evaluation of the program
Parents will be notified of students’ progress in the program through report card grades in respective subjects/programs. Informal
communication — notes, phone calls, conferences, etc. will be done as needed.
The Title | staff will meef on a yearly basis to evaluate the effectiveness of the parental involvement program.

Goals of Title | Parental Involvement

To inform parents about the services their children receive.

To help parents understand program requirements.

To provide parents with information regarding working with their children at home.
To receive feedback from parents regarding the Title | Program.

To continually evaluate and improve the Title | Program.
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Teaching Staff

Fully certified teaching staff members will be assigned to teach Title | programs in the Beverly City School. Title | teachers will also
be assigned non-instructional duties on an equal basis with other teaching staff members.

Staff Development

Title | funds will be designated for staff development activities. Professional development activities must be related to Title | students’
needs and be part of the District Professional Development Plan.

BUILDING SECURITY

All exterior doors to the building must remain closed and locked AT ALL TIMES. items should not be placed in the exterior doors to prop them
open. Furthermore, staff and students should NEVER open an exterior door to permit a person access to the building, even if he or she is
familiar with that person. All access to the building should be through the front door by the main office. Now that the Annex is in open,
additional doors may be accessed using your fob (Door A, L, and N). Please announce yourself whenever entering or exiting and the door you
are accessing via the walkie-talkie. Example: “Dr. Giacobbe, exiting Door C.” Visitors to the building must report to the main office and sign-in
and wear a visitor's badge. As a staff member, it is your responsibility to stop and question visitors without the appropriate badge. These
visitors should be directed to the main office to obtain a visitor's badge. Even frequent visitors must follow this procedure.

CELL PHONE USE

Under no circumstances should you be using your cell phone. If there is an emergency need, please seek guidance from an administrator. If
you are seen using your cell phone anytime other than your lunch, disciplinary action will be taken.



CERTIFICATE HOLDER 6A:9-17.1(c)

All certificate holders shall report if they are arrested or indicted for any crime or offense to their Chief School Administrator within fourteen (14)
calendar days. The report shall include the date of arrest or indictment and charge(s) lodged against the certificate holder. Such certificate
holder must also report to their Chief School Administrator the disposition of any charges within seven (7) calendar days of disposition. Failure
to comply with these reporting requirements may be deemed ‘just cause” pursuant to N.J.A.C. 6A:9-17.5.

CODE OF CONDUCT - See Student/Parent Handbook

COMMUNICATIONS

The district has provided you with an email address and a voicemail in order to maintain an open line of communication. Email and voicemail
must be checked, at a minimum, once daily. All emails and telephone messages need to be responded to within a 24-hour period. Frequent
communication is paramount to a child's academic success. We urge you to maintain frequent communication with ALL of your students’
parents. You are required to communicate no less than three times per marking period if a student is receiving a C or less (or the equivalent in
younger grades) in any subject. This does not include parent/teacher conferences, a letter in the backpack, and/or a note written in the
agenda. Sufficient communication includes telephone calls home that are logged, email correspondence that the parent receives and responds
to, or any other type that can be verified. Regular calls need to be made to students regarding attendance issues (absences and tardy arrivals).
Please call home, until you make contact, after every 5 unexcused absence and/or tardy. Middle school teachers will call home for their
specific homeroom. After 9 unexcused absences or tardy arrivals, please refer to | & RS with all your call logs. | & RS will host a meeting with
parent/guardian and teacher. After every 10 unexcused absence and/or tardy truancy papers will be filed with the court. This new system will
not preclude the Code of Conduct procedures for handling tardy arrivals and absences and the consequences given.

DISCIPLINE

Please see the Code of Conduct in the Student/Parent Handbook. Classroom rules, procedures, and consequences (both positive and
negative) need to be established at the start of the school year. These should be posted and reviewed frequently as necessary. Remember:
you are the first line of defense and you do not want to relinquish your power unless absolutely necessary. In the rare instance a child is too
disruptive, please call the main office and an administrator will be sent to your classroom to assist you. NO STUDENTS MAY BE THROWN
OUT OF YOUR CLASSROOM! The first time a parent needs to be called due to a child's behavior should not be by an administrator.

Teachers may approach classroom management in a variety of ways but will always strive to be firm, fair, and aware of the pride and dignity of
every student. Praise for positive behavior will be specific, genuine, and generous. Any criticism or concern will address the child's behavior
rather than the child himself. Rules will be developed to ensure a safe and respectful classroom environment. Qur aim is to change behaviors
for a lifetime rather than the moment.

DISMISSAL

Please read carefully the Dismissal Procedures listed in the Student/Parent Handbook and on forms sent home for the first day of school.
Students need a documented plan. Many students are not picked up in a timely manner at dismissal time. Teachers will no longer be bringing
their students to the main office to call home. Please be sure that you have an updated list of telephone numbers with you. Please
communicate with the main office to alert Samantha and Andrea of who has not been picked up so we are aware of the parents/guardians to
expect. Phone calls home should be made from your classroom telephone. At 3:15 PM, any student not picked up may be brought to the main
office.

DCP&P

Division of Child Protection and Permanency, DCP&P (formerly the Division of Youth and Family Services, DYFS), is New Jersey's child
protection and child welfare agency within the Department of Children and Families. Its mission is to ensure the safety, permanency and well-
being of children and to support families.

DCP&P is responsible for investigating allegations of child abuse and neglect and, if necessary, arranging for the child's protection and the
family's treatment.

The Child Abuse Hotline (State Central Registry) receives all reports of child abuse and neglect 24 hours a day, 7 days a week. Reports
requiring a field response are forwarded to the DCP&P Local Office who investigates. As a public school employee, you are a mandatory
reporter, which means if you suspect abuse or neglect you MUST report it. Failure to report can be punishable by law. The hotline to report is
1-877-NJ-ABUSE.



EMERGENCY PLANS

Emergency Plans and all corresponding copies are to be kept in your room, but the location of said plans reported to the Main Office, via the
memo, and are due on September 15%. The plans should include three (3) full days of plans to be used by a substitute in the event your plans
are not available. You must have all copies made to support the plans. The location of where these copies can be found must be indicated in
your plans. Please include a copy of your class fist, your schedule, and a set of procedures for the substitute to follow (e.g., taking attendance,
the lunch count, saluting the flag, students with medical problems, basic skills students, emergency drill information, dismissal plans, duties).
Please refer to the memo included in your opening packet. These plans need to be updated if used and/or throughout the year to ensure
relevance.

FACULTY MEETINGS

Faculty meetings are typically scheduled for Wednesdays at 3:00 PM. Location to be determined. Please do not plan outside appointments or
extra curricular activities on those days. Please note the dates in the memo provided and schedule appointments accordingly.

FIRE DRILLS/OTHER EMERGENCY/SECURITY DRILLS

Schools are required to hold a minimum of two of each of the following security drills.
In continuation of the safety and security program in the Beverly City School, we will be conducting unannounced lock-down and
fire/evacuation drills. One of each will be conducted within the first 2 full weeks of the school year.

Below are some steps to review with your students as early as possible:

»  Students and staff all over the nation are practicing a variety of safety drills in an effort to be prepared for any emergency situation
that may arise.

»  Although Beverly City School is a very safe place for students and teachers to be, we are constantly working on improving
procedures to make it even safer.

» Inan effort to be prepared for any school-wide emergency, we are going to begin practicing a number of safety drills. It is very
important that students take these drills seriously and listen carefully to their teachers during the drill.

o Al students should know what to do if in a bathroom, hallway, or other location during any of the below mentioned drills.

o During alock-down drill, students will be asked to move in silence to a predetermined safe area of the classroom and wait for
instructions from the teacher in charge. In order to alleviate any of the student anxieties, you can use the Three Little Pigs as a
reference: sometimes, like in a fire, we need to EXIT the building to stay safe. But other times, like in the Three Little Pigs, we have
to stay inside to be safe.

1. EIRE DRILLS/EVACUATION:

FIRE/EVACUTION DRILL Procedures

EXITS MUST BE POSTED IN EACH ROOM.

Teachers should exit with their classes to their designated locations-follow map or exit list.

Please bring red/green attendance cards during the drill. In a true emergency, all students’ items should be left behind so you
can evacuate immediately.

e  Classrooms should not be locked—just EXIT the building quickly! Doors should be closed!!

o  Attendance should be taken once you reach your final evacuation site (followed by holding up your red or green sign). Then
take attendance again once you are back inside the classroom. If you are missing any students inside the classroom, notify an
administrator immediately.

e Teachers should lead the students to the designated focation; however, please be vigilant of the back of your line.
The use of cell phones is prohibited during a drill or actual emergency.

Please remain in quiet straight lines until given the ALL CLEAR signal to return to the building. Please return to the building
following the same route.

e Students should remain silent until back in their seats in the classrooms.

2. ACTIVE SHOOTER:

An active shooter or armed assault on school grounds involves one or more individuals' intent on causing physical harm to students
and staff. Intruders may possess “weapons,” which include but are not limited to: gun(s); assault rifle(s); explosives(s); knife (knives)
and including all other edged weapons; or other harmful devices. An active shooter situation is when one or more subjects are
believed to be armed/has used/has threatened to use a weapon to inflict serious bodily injury or death on other person(s) and/or
continues to do so while having unrestricted access to additional victims; their prior actions have demonstrated their intent to
continuously harm others; and their overriding objective appears to be that of mass injury and murder.



LOCK-DOWN DRILL Procedures

Please take the following steps once you hear the following announcement: LOCKDOWN, LOCKDOWN, LOCKDOWN. (Please note

that there is not one designated person making this call so be prepared to hear different voices making the announcement.)
»  Make a quick check of the hallway and bring any students left in the hallway into your classroom.

Doors should be locked at all times with the “Door Blok” in place. Remove the “Door Blok” so door is closed and locked.

Cover the glass in the door with the shade.

Leave the shades to the windows as they are.

Turn off the lights.

Gather children and yourself away from the doors and windows. Everyone should be out of sight and crouched low to the

ground away from the doorway. Children should be instructed to remain silent until the drill is over.

*  Once the door is locked, do not open it for anyone.

»  Any adult in the hallway needs to go to the nearest safe haven. Doors are not to be unlocked for anyone, even if you
recognize the voice.

Tell your students what they should do if they are not with you when they hear the announcement - hide in a bathroom,
etc.

» DO NOT COME OUT OF LOCK-DOWN, EVEN IF YOU HEAR AN ANNOUNCEMENT. Wait for someone to come and
unlock your door. In a real lock-down situation, the police will evacuate you.

« DO NOT exit your safe place if you hear the fire alarms.

= |tis literally, hide and seek for your life.

Calling a Lockdown (to be utilized in an EMERGENCY situation only and NEVER to be shared with students):

ALL call from any school phone;

1. Dial 100

2. Listen for beep

3. Press zero (0) zero (0)

4, Wait for the ding on overhead speaker and then announce: “Lockdown, lockdown, lockdown!”

ALL call from any phone:

1. Call school number - 1.609.387.2200

2. When you hear Liz's voice — press 100

3. You'll hear, “I will now connect you," then listen for beep

3. Press zero (0) zero (0)

4. Wait for the ding on overhead speaker and then announce: “Lockdown, lockdown, lockdown!”

Non-Negotiables:

You may NOT open/hold any door for anyone. Safety first, manners second. Please instruct students of this rule.

When not in your room, doors locked and closed, shades down. All shades up when in room.

Never leave your computer unattended while logged into Genesis. Make sure you log out and Ctrl + Alt +Delete to lock your
computer.

Keys must be left in mailbox every evening for guest teachers.

You must provide a written list of your visitars to the main office prior to their visit.

No person may exit any door except main office doors with the exceptions of recess and PE classes.

Visitors will have badges displayed and these will be returned to the main office - this includes workers. It is your job to question
visitors.

You can call 911 or announce a LOCKDOWN from any phone - all responsible - like DCP&P - you are all mandatory reporters!
If going outside, MUST have walkie-talkie.

EVACUATION (NON-FIRE):

The need for orderly and safe evacuation during certain situations is critical to the safety of the occupants of a school building. A
variety of situations may require evacuation ranging from natural events (eg, flooding) to man-made situations (eg, bomb threats,
loss of power, gas leaks). All of these events pose a danger to the building occupants.

It is the responsibility of the Chief Schoo! Administrator to order an evacuation if the threat is deemed immediate, credible, and

reasonable. The Chief School Administrator must also notify emergency responders so that they are aware of the situation and may
take appropriate action. If reasonable cause does not exist, the Chief School Administrator should consult with law enforcement and
emergency responders about ordering an evacuation of a school building. If law enforcement identifies any situation that would lead
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a reasonable person to believe that the occupants are exposed to a significant risk or the threats are reasonably confirmed, law
enforcement shall order an evacuation.

Regardless of the underlying cause that necessitates the evacuation, it is the responsibility of law enforcement and other emergency
services to respond to and to assist in the orderly and safe evacuation of a school building when the need arises. Once an
evacuation occurs, law enforcement has the responsibility of advising the Chief School Administrator of the extent of their specific
efforts, their findings, and when their efforts are concluded. After considering the information supplied to them by law enforcement,
the final decision to reoccupy the facility rests with the Chief School Administrator.

BOMB THREAT RESPONSE:

The primary concern in & bomb threat situation is the safety of the building occupants. The Chief School Administrator plays a major
role in responding to bomb threats. It is the responsibility of the Chief School Administrator to order an evacuation if the bomb threat
is deemed credible and reasonable. If reasonable cause does not exist, the Chief School Administrator should immediately consult
with law enforcement about ordering an evacuation of a school building. The Chief School Administrator has 3 options when faced
with a bomb threat: 1) assess and decide that the threat is not credible, 2) evacuate the building immediately, or 3) search and
evacuate the affected area. When a school has been evacuated and a device has not been found, it is the responsibility of the Chief
School Administrator to order the re-occupancy of the school based upon the information provided by law enforcement officials.

It remains the responsibility of law enforcement to take each of these threats seriously, respond to the scene when called, assist in
evacuating the school building (if necessary), conduct thorough investigations, coordinate the search of the building, and advise the
Chief School Administrator of the findings of the search and status of the bomb threat.

Due to the danger of possible bomb detonation from radio or cell phone transmissions, all radio and cell phones at the scene should
be turned off. The Chief School Administrator and the law enforcement official are encouraged to confer with one another when
determining their communications protocols. This will ensure safe and efficient handling of school bomb threat events.

All threats must be taken seriously and immediate action taken. When teachers hear “EVACUATE™
e  Evacuate the building
e  No school bags
e Do NOT use cell phones!

SHELTER IN PLACE DRILL Procedures

Once you hear the following announcement;

“SHELTER IN PLACE"

Please take the following steps:

GRADES

Make a quick check of the hallway and bring any students left in the hallway into your classroom.

Instruct students, if they are in the restroom, to return immediately to the closest classroom. Allow students into your room that are
not necessarily your students.

Close your doors.

You may continue to instruct students, but you MAY NOT allow any children to leave for the nurse, bathroom, or exit for lunch or
special.

NO ONE SHOULD BE IN THE HALLWAYS FOR ANY REASON. This includes teachers on a prep. You must remain in a room
during the drillfemergency.

Once the drill is over, you will hear an announcement that the “Shelter in Place Drill is Over.” You may then resume your normal
schedule.

Refer to the Student/Parent Handbook for specific grading information, interim report dates, report card dates, and marking period dates.

HEALTH OFFICE PROCEDURES

Nurse's Pass
A nurse’s pass must accompany every child that is sent to the health office. Please write the passes yourself, specifying the first and last
name of the student, the time, and the exact nature of the complaint. Example: John Doe, Mrs. Teacher, 11:00 AM, fell and scraped right knee.



Although this sounds like a great deal of work, please bear in mind that it is essential for mandated record keeping. The school nurse will be
providing everyone with a Nurse's Pass, which you will need to make copies of and a memo outlining specific procedures.

Health Office Hours

The health office is closed for one hour everyday to administer medications, prep, and lunch. This time has yet to be determined. After the
medication schedule is determined an email/memo will be sent notifying you of the time. Please do not send students to the health office
during this time. If you are having an emergency, please call the main office.

Student Medical Issues
Itis the responsibility of the individual staff member to touch base with the school nurse to educate themselves regarding any medical issues of
students within the class.

Physical Education Restrictions
Please send all notes regarding physical education restrictions to the nurse when you receive them. A child excused from physical education
may NOT go out for lunch time play.

Every child coming into the classroom with a noticeable injury, including an ace bandage, sutures, a cast, sling, brace, etc. should be sent to
the health office before school begins. The nurse will assess the injury and contact the parents to determine removal from physical activity. If a
child is wearing a cast, sling, ace bandage, brace, or has sutures, he/she may not be on the playground for any reason.

Worker's Compensation

Any injury to an employee that occurs on school property or while performing job related duties MUST be reported to the building administrator
or supervisor IMMEDIATELY by the employee. All injuries must also be reported to the school nurse as soon as possible. It is the responsibility
of the employee to notify the compensation carrier.

Bloodborne Pathogens

There are many diseases carried by blood. The two most common are the hepatitis B virus and the human immunodeficiency virus (HIV).
Bloodborne pathogens can cause infection by entering your body in a variety of ways, including open cuts, nicks, skin abrasions, dermatitis,
and the mucous membranes of your mouth, eyes, or nose. Contaminated surfaces are a major cause of the spread of hepatitis. Hepatitis B
virus can survive on environmental surfaces dried and at room temperature for at least 1 week. The key to preventing infection is
understanding the danger you face and knowing how to protect yourself.

Five major tactics reduce your risk of exposure to bloodborne pathogens on the job. They include:
e  Engineering control
o  Work practice controls
»  Personal protective equipment
o  Housekeeping
e Hepatitis B vaccine

One of the most effective work practice controls is AVOIDANCE. Use GLOVES and replace disposable single-use gloves as soon as possible.
If an infectious material gets on your hands, the sooner you wash it off the less chance you have of becoming infected. Handwashing keeps
you from transferring contamination from your hands to other areas. Report any exposure to the school nurse PROMPTLY. All employees will
utilize Universal Precautions. Universal Precautions is an infection control method that requires employees to assume that all human blood and
body fluids are infectious. If a child vomits, urinates, or has a bloody nose in your classroom and you need a custodian to clean the area,
please call the office and the office will notify the custodian. Do not clean it yourself — do not cover with paper towels.

HOLIDAYS TO BE OBSERVED IN THE CLASSROOM

You must observe each of the following holidays; observation exercises need to be noted in your lesson plans. If the actual date falls on a
weekend, please observe the Friday preceding the date.

September 13 - Commodore John Barry Day

September 17 - Constitution Day

April 24 - Arbor Day

June 14 - Flag Day

Last school day preceding:

Martin Luther King's Birthday
Lincoln's Birthday
Washington's Birthday

Decoration or Memorial Day



Indigenous People’s Day
Veterans Day
Thanksgiving Day
Juneteenth

In an effort to help you comply with the United States Constitution and create a school environment that celebrates diversity by respecting
differing points of view concerning religion, we offer the following suggestions.

General Rule: When a school does choose to acknowledge the December holidays, it is essential that the school must never appear
to endorse religion over non-religion or one particular religious’ faith over another.

Public schools must remain free from activities that could involve religious coercion. Because of their young age, students
are particularly impressionable and susceptible to pressure to conform to the beliefs of the majority. Schools must take care to avoid
endorsing the beliefs, practices, or traditions of the majority religion.

Schools must be careful not to cross the line between teaching about religious holidays (which is permitted) and
celebrating religious holidays (which is not). Celebrating religious holidays in the form of religious worship or other practices is
unconstitutional. Teaching about a holiday will be constitutional if it furthers a genuine secular program of education, is presented
objectively, and does not have the effect of endorsing, advancing, or inhibiting religion.

Special school events, assemblies, concerts, and programs must be designed to further a secular and objective program of
education and must not focus on any one religion or religious observance. Thus, religious music or drama may be included in
school events, but the reason for including that music must be to advance a secular educational goal. Such events must not promote
or denigrate any particular religion, serve as a religious celebration, or become a forum for religious devotion.

Religious symbols are not appropriate seasonal decorations in public schools. The classroom and school premises are the

place where children spend the majority of their day. It is important that all students feel comfortable and accepted in their school.

Symbols of religious holidays may

make some students uncomfortable and unwelcome because their holidays and traditions are not represented or because they do
not celebrate religious holidays at all.

In an effort to be ecumenical, it is not advisable to rely on information provided by a representative child of a minority
religion. Students should not be put on the spot to explain their religious (or cultural) traditions. The student may feel uncomfortable
and may not have enough information to be accurate. Moreover, by asking a student to be spokesperson for histher

religion, the teacher is sending a signal that the religion is too “exotic” for the teacher to understand.

Remember: diversity includes religious diversity. In designing holiday programming, it is essential to keep in mind that the
children entrusted to your care likely have widely divergent religious points of view. The way you approach the December holidays
will determine whether those children whose religious views fall outside of the majorities are made to feel welcome and comfortable
in their school building or whether they will feel as if they do not belong.

IEP & 504's

In accordance with state law, teachers are responsible for reading and implementing the individualized education program (IEP) of all classified
children and 504 plans for children in their classroom. They are confidential. All modifications are to be implemented carefully and accurately.
Special area teachers are required to read ALL IEPs Access to IEP's is available through Genesis.

INTERNET ACCEPTABLE USE FOR FACULTY/STAFF

FACULTY/STAFF RESPONSIBILITIES:

To the extent possible, and in compliance with the Children’s Internet Protection Act (CIPA) and Neighborhood Children's
Internet Protection Act (NCIPA), the district filters Internet access on all devices capable of accessing the Internet. The district
recognizes that no technology measure can block 100% of the undesirable content, and emphasizes the importance of staff
supervision in monitoring student use. It is also the responsibility of all staff to:

Guide students in the selection and evaluation of educational materials.
Help students develop informational literacy skills including conformity to copyright laws and the concept of intellectual property.

Help students develop safe practices while learning in an online world, particularly when the educational experience involves chat
rooms, email, and other forms of direct electronic communications.
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UNACCEPTABLE USES OF THE INTERNET/WIRELESS
General school rules for behavior and communications apply to the use of telecommunication systems, including those regarding
sexual harassment. The telecommunications system should not be used to transmit jokes or other comments that may be
discriminatory, harassing, or offensive to others or material that defames an individual.
End-users shall not disclose the personal information of minors without authorization.
The use of telecommunication systems to access and/or distribute objectionable material is prohibited. Prohibited material
includes that which is pornographic, material harmful to minors, and/or obscene.
The use of telecommunications systems for illegal activity is prohibited.
End-users shall not seek information on, obtain copies of, or modify files, other data, or passwords belonging to other users, or
misrepresent themselves on the networks.
Telecommunication systems shall not be used in any manner that disrupts the use of systems by others. Hardware or software
shall not be destroyed, modified, or abused in any way.
End-users shall not use District telecommunications systems for business or commercial purposes.
End-users shall not use telecommunications systems to gain or attempt to gain unauthorized access to internal or external
systems.
End-users shall maintain the privacy of their account information and shall not allow others to access their accounts.
End-users shall comply with all copyright laws and guidelines with respect to copying material in digital format and intellectual
property.
End-users shall not use the Internet for personal purposes (personal purposes may include but are not imited to: hotel/trip
reservations; accessing personal emails; shopping) except for before (7:55 AM) and after school (3:15 PM) or during your
assigned lunch period.
Workstations or devices using the school's wireless Internet network, including those owned by staff, are subject to the Internet
User Contract adopted by the Board of Education. By choosing the school's wireless internet service, staff agree to abide by the
terms of this policy.
Printing and file saving to the Beverly network is not available to guest wireless users.
Portable devices owned by staff may access the internet. The school reserves the right to apply certain conditions to wireless
internet sessions. Examples of such conditions include but are not limited to: bandwidth usage limits, concurrent user limits, and
filtering.
All wireless sessions are filtered. Staff are required to abide by the school's policy and not disable any filtering software.
The school is not responsible for any personal electronic equipment. Technical assistance is not available to users for
configuration of personal devices to gain access to the wireless network.
The Beverly City Board of Education makes no guarantee with regard to network availability and does not guarantee a secure
connection. Staff using the school’s wireless internet service agree that the Board of Education will not be held liable for any
damage to personal hardware or software, or for virus infections or other consequences caused by downloads while using the
network. Staff agree to indemnify and hold the Beverly City Board of Education harmless from any and all liability.
Staff members may be held liable if they, knowingly or not, compromise the network with a virus or hacker program with their own
equipment.

INTERVENTION & REFERRAL SERVICES (I&RS)

Students experiencing academic and/or behavioral difficulties may be referred to the Intervention and Referral Services (I&RS). This
committee meets monthly and consists of the following members:

Ms. Kerri Lawler

Ms. Peg Gunkel

Ms. Caitlin Stone

Ms. Lois Harmon

Ms. Chelsea Light
Ms. Joanne Mills

Ms. Alyssa de la Pena

The purpose of the committee is to brainstorm solutions for students' behavioral, academic, and health issues that are impeding their success

in school.

Referring Teacher Checklist

Teachers are encouraged to refer students to the I&RS team after following these steps.

1.

2.

Contact your grade level liaison to schedule a liaison team meeting.
Pre-K — Dorann Foglio
K-2 - Maldonado
3-5 - McCloskey
Middle School (6-8) — Lisa DiPace
Related Arts — meet with the student's grade level liaison
At that meeting, develop an action plan with your liaison and your liaison's team. See below for team list,
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Distribute the action plan to the teachers who are involved with this student.

Follow the action plan and track the data associated with your action plan for at least three weeks.

If the interventions in the action plan are unsuccessful, then obtain an I1&RS initial referral packet from the main office and complete.
Return the initial referral packet by the date listed on the calendar on the opposite side of this document. In addition, turn in liaison
action plan with data collected.

7. Triage will assess all forms and notify you of your student's status.

ook w

LESSON PLANS

Please make weekly plans available through Oncourse on Mondays by 8:00 AM. Please refer to the memo in your opening packet with all
requirements. Plans should contain 3-part objectives, activities, and evaluation for all subjects. They need to indicate the NJ Student Learning
Standards for each subject area. Revised plans are due 24 hours following a revision request. Email administration to say the plans have been
revised.

LUNCHTIME

Teachers and staff are expected to sign out/in at the Main Office when leaving the building at lunchtime. Teachers and staff should not leave
the building at any other time. You may ONLY enter and exit through the doors located by the main office, Door A for the main building and
Door N for the Annex.

PEANUT/TREE NUT ALLERGY
You will receive a memo from the nurse regarding students having severe allergies in your class. As in the past, the Beverly City School
District is entirely nut/peanut free. This includes the faculty/staff lounge. You or any of your students may not bring in any item that contains

nuts or is processed in a facility with nuts.

PERSONAL BELONGINGS

Please lock your classroom when you leave! Do not leave any money or items of value in your desk drawers at any time. Please remember
to be careful of purses (don't leave them around). If you have collected money for any event, you must have it placed in the Main Office on the
SAME day it is collected.

POLICIES

A brief description of policies may be found in the appendix attached. The full set of policies are available for you to access online at
www.beverlycityschool.org.

PROGRESS REPORTS

If a student is performing unsatisfactorily in any subject, it is essential that parents be notified. Progress Reports should be sent home midpoint
into the marking period. (See dates for sending Progress Reports under “Marking Period Dates”). Teachers should also notify parents when
students are doing exemplary work.

RECORD KEEPING

Teachers should keep written records of all parent contact, including date and content of telephone conversations or meetings. This should be
saved from year to year. Any reports requested (ie, BSI, Academically Talented, student documentation, or curriculum-related matters) need to
be compiled neatly and presented in an organized manner.

REIMBURSEMENT

Teachers must seek permission prior to purchasing any item if you are expecting to be reimbursed. All orders should be submitted three weeks
prior to the next board meeting so it can be purchased with a Purchase Order. This is standard operating procedure and should be adhered to .
We do recognize that on rare occasion a teacher may need to purchase something using their personal funds. Teachers must fill out a request
for purchase for any items they would like to buy before they are purchased. ltems purchased without prior approval will not be reimbursed.

RELATIONSHIPS WITH STUDENTS OUTSIDE OF SCHOOL;

Staff members should not have private relationships with students (current and former) outside of the school building. No staff member should
ever put a student into their private vehicle.

11



REPORT CARDS

See the Student/Parent Handbook. Our parent portal began in September 2013. This should be introduced and demonstrated to ALL
parents/guardians at Open House. It is your responsibility to ensure that grades are inputted accurately and in a timely manner.

SUPERVISION OF PLAYGROUNDS, HALLWAYS & CLASSROOMS

Students MUST be under supervision at ALL TIMES. A teacher's absence from his or her area of supervision does not relieve the teacher of
responsibility. Absence may be proven as neglect, and the liability then falls on the teacher. The teacher should NOT leave the area in which
he or she is supervising students. Remain with your students at ALL times.

TITLE IX
The Title IX Officer for the 2023-2024 school year for Beverly City School District is Dr. Elizabeth C. Giacobbe.

POLICIES:
#1550 ~ “Nondiscrimination/Affirmative Action” (Administration)

State and federal statutes and regulations prohibit school! districts from discriminatory practices in employment or
educational opportunity against any person by reason of race, creed, color, national origin, ancestry, age, sex, affectional or sexual
orientation, marital status, familial status, liability for service in the Armed Forces of the United States, or atypical hereditary cellular
or blood trait of any individual, 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.

#3370/4360 - “Tenure (Certificated & Non-Certificated)”

The Beverly City Board of Education recognizes that the benefit of tenure is conferred by law on staff members who have
completed the requisite period of probationary service in this school district. The Board also recognizes that certain service does not
qualify the staff member who performs that service for the grant of tenure.

#3362 - “Nondiscrimination/Affirmative Action”

Affirmative Action

The Beverly City Board of Education guarantees to all persons equal access to all categories of employment, retention,
and advancement in this district, regardless of race, creed, color, national origin, ancestry, age, sex, affectional or sexual orientation,
marital status, familial status, liability for service in the Armed Forces of the United States, atypical hereditary cellular or blood trait of
any individual, nonapplicable disability or because of genetic information, or refusal to submit to or make available the results of a
genetic test.

An affirmative action/equity program shall be a part of every aspect of employment not limited to but including upgrading;
demotion or transfer; recruitment or recruitment advertising; renewal or non-renewal; layoff or termination; rates of pay or other forms
of compensation including fringe benefits; employment selection or selection for training and apprenticeships; promotion; or tenure.

Sexual Harassment

Administrators and supervisors will make it clear to all staff that sexual harassment is prohibited. No supervisory employee
shall threaten or insinuate, either directly or indirectly, that an employee’s refusal to submit to sexual advances will adversely affect
the employee’s continued employment, evaluation, compensation, assignment, or advancement. No supervisory employee shall
promise or suggest, either directly or indirectly, that an employee’s submission to sexual advances will result in any improvement in
any terms or condition of employment of an employee. Sexually harassing conduct committed by nonsupervisory personnel is also
prohibited.

Staff may file a formal grievance related to sexual harassment. 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.
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#3150/4340 - “Grievance Procedure Regulation”

In keeping with federal/state antidiscrimination legislation, the Beverly City Board of Education has adopted and hereby
publishes the Grievance Procedure provided for the resolution of student, employee, and parent complaints.

#8320 - “Personnel Records”

Orderly administration of the school district and compliance with state and federal law require the compilation of
information about all employees of the district. The Beverly City Board of Education recognizes that there is a distinction between
those personnel records that are clearly a matter of public concern and those that must be considered privileged until such time as
they are opened to the public by the commissioner of education or the courts.

#3130/4130 - “Assignment; Transfer (Certificated & Non-certificated)

The Beverly City School Chief School Administrator shall make staff assignments and transfers in the manner best
calculated, in his/her judgment, to enhance the educational program.

#3222 - “Supervision (Certificated)”

The Beverly City Board of Education acknowledges that the purpose of supervision is to improve teacher performance in
the classroom so that all students have an opportunity to achieve the Core Curriculum Content Standards.

#3222 - “Evaluation (Certificated)”

The Beverly City Board of Education believes that the effective evaluation of teaching staff is essential to the achievement of
the educational goals of this district, including student achievement of the Core Curriculum Content Standards. The purpose of this
evaluation shall be to promote professional excellence and improve the skills of teaching staff members; improve pupil learning and
growth; and provide a basis for the review of staff performance.

#3112 - “Reduction In Force/Abolishing a Position”

The Beverly City Board of Education has the right under state law to abolish unilaterally any existing position in whole or in
part and to reduce the number of employees in any category for reasons of economy, reduction in the number of pupils, change in
the administrative or supervisory organization, change in the educational program or other good cause.

#3142 - “Nonrenewal”

The Beverly City Board of Education shall renew the employment contract of a nontenured teaching staff member by a
recorded roll call majority vote of the full board only upon the recommendation of the Chief School Administrator. A nontenured
teaching staff member who is not recommended for renewal by the chief school administrator shall be deemed nonrenewed. Written
notice of nonrenewal of employment will be sent to the employee by the Board Secretary. This notice will be given by the date
specified by law.

#3150 - “Standards for Staff Discipline (Certificated & Non-Certificated)”
The Beverly City Board of Education directs all staff members (teacher and support staff) to observe statutes of the State

of New Jersey, rules of the State Board of Education, policies of this Board, and duly promulgated administrative rules and
regulations governing staff conduct. Violations of those statutes, rules, policies, and regulations will be subject to discipline.

#3152/4152 - “Withholding an Increment (Certificated & Non-Certificated)”

Advancements on the salary guide, including annual employment and adjustment increments, are not automatically
granted and must be earned by satisfactory performance. Advancements require favorable evaluations of the employee's
performance of assigned duties, a satisfactory attendance record, and adherence to the rules of this district and high standards of
professional conduct.

#3214 - “Conflict of Interest”

An employee of the Beverly City Board of Education shall not have any interest, financial or otherwise, direct or indirect, or
engage in any business or transaction or professional activity, which is in conflict with the proper discharge of his/her duties.
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#3216 - “Conduct and Dress”

The Beverly City Board of Education expects all staff members to be neatly groomed and dressed in clothing suitable for
the subject of instruction, the work being performed, or the occasion.

#3281 - “Inappropriate Staff Conduct Procedure Regulation”

Inappropriate conduct by a school staff member will not be tolerated by the Beverly City Board of Education. The Policy
and this Regulation have been developed and adopted by this Board to provide guidance and direction to avoid actual and/or the
appearance of inappropriate conduct and conduct unbecoming a school staff member to pupils.

#3218 - “Employee Substance Abuse”

General - All Employees

The use of alcoholic beverages in school worksites is prohibited. Violations of this prohibition may subject an employee to
disciplinary action, which may include but is not limited to nonrenewal, suspension, or termination at the discretion of the Beverly City
Board of Education.

#3437 - “Military (Certificated & Non-Certificated)”

The Beverly City Board of Education recognizes that military service rendered by any district employee in the defense of
the country or in maintaining preparedness for conflict, foreign or domestic, is a service benefiting all citizens. Any permanent or full-
time officer and/or employee of the district will be provided military leave and related benefits pursuant to the Uniformed Services
Employment and Reemployment Rights Act (USERRA), 38 U.S.C. Section 4301 et seq., P.L. 2001 Chapter 351 amending N.J.S.A.
38:23-1, N.J.S.A. 38A:1-1 and N.J.S.A. 38A:4-4., and any other applicable Federal and State laws.

#4211 - “Recruitment, Selection & Hiring”

The Beverly City Board of Education shall appoint all staff members only from nominations made by the Chief School
Administrator. All appointments shall be by recorded roll call majority vote of the full membership of the board. The Chief School
Administrator shall adhere to the following in recruiting and interviewing candidates - see policy for details.

#4220 - “Supervision (Non-Certificated)”

The Beverly City School Chief School Administrator shall ensure development of procedures for observation and
supervision of all employees so that optimum support is provided for the educational program.

#4220 - “Evaluation (Non-Certificated)”

The Beverly City School Chief School Administrator shall maintain factual personnel records on all support employees and
shall direct evaluation procedures.

#5500 - “Conduct/Discipline”

The Board of Education believes that standards of student behavior must be set cooperatively by interaction among the
students, parents/guardians, staff and community, producing an atmosphere that encourages students to grow in self-discipline.
Such an atmosphere must include respect for self and others, as well as for district and community property. See policy for details.

#5512 - “Harassment, Intimidation and Bullying”

The Beverly City Board of Education prohibits acts of harassment, intimidation, or bullying. A safe and civil environment in
school is necessary for pupils to learn and achieve high academic standards. Harassment, intimidation, or bullying, like other
disruptive or violent behaviors, is conduct that disrupts both a pupil’s ability to learn and a school's ability to educate its pupils in a
safe environment; and since pupils learn by example, school administrators, faculty, staff, and volunteers should be commended for
demonstrating appropriate behavior, treating others with civility and respect, and refusing to tolerate harassment, intimidation, or
bullying.

#2416/5752 - “Married/Pregnant Pupils”
No pupil, whether married or unmarried, who is otherwise eligible to attend the district's school shall be denied an

educational program solely because of pregnancy, childbirth, pregnancy-related disabilities, or actual or potential parenthood.
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#5751 - “Sexual Harassment of Pupils”

The Beverly City Board of Education will not tolerate sexual harassment of pupils by school employees, other pupils, or
third parties. Sexual harassment of pupils is a form of prohibited sex discrimination. School district staff will investigate and resolve
allegations of sexual harassment of pupils engaged in sexual harassment by school employees, other pupils {peers), or third parties.

#2260/5750 - “Equal Educational Opportunity”

The Beverly City School District shall provide equal and bias-free access for all pupils to all school facilities, courses,
programs, activities and services and give them maximum opportunity to achieve their potential regardless of race, creed, color,
national origin, ancestry, age, sex, affectional or sexual orientation, marital status, familial status, liability for service in the Armed
Forces of the United States, nationality, place of residence within the district, social or economic condition, or disability. Enforcement
of other district affirmative action/equity policies (2224, 4111.1, 4211.1 and 6121) contribute to this legally required equality of
educational opportunity

#5750/5755 - “Nondiscrimination/Affirmative Action” (Instructional)

No pupil enrolled in the Beverly City School District shall be excluded from participation in, denied the benefits of, or be
subjected to discrimination in any educational program or activity of this district on the basis of race, color, creed, religion, sex,
affectional or sexual orientation, national origin, place of residence in the district, social or economic condition, nonapplicable
disability, or because of genetic information or refusal to submit to or make available the results of a genetic test. The Affirmative
Action Team as led by the Affirmative Action Officer shall be responsible for planning, implementing, and monitoring the district's
affirmative action program with respect to school and classroom practices.

#5842 - “Physical Education and Health”

The Beverly City Board of Education directs that the district's curricular and extracurricular programs of physical education
and activities comply with the district's affirmative action resolution and equity plan for school and classroom practices as stipulated
in policy. The Board shall ensure that the comprehensive health and physical education curriculum addresses all elements required
by the Core Curriculum Content Standards.

#2360/2361 - “Internet Safety and Technology”

The Beverly City Board of Education shall develop a technology plan that effectively uses electronic communication to
advance and promote learning and teaching. This system of technology shall be used to provide local, statewide, national and global
communications opportunities for staff and students. Educational technology shall be infused into the district curriculum to maximize
student achievement of the Core Curriculum Content Standards.

#2110 - “Extracurricular Activities”

The Beverly City Board of Education believes that the educational goals and objectives of the district are best achieved by
a diversity of learning experiences, some of which are more appropriately conducted outside the regular classroom program.

#2430/2431 - “Intramural, Interscholastic Competition”

The Beverly City Board of Education considers all competitive extracurricular activities--academic, artistic and athletic--an
integral part of the total educational program. Competitive activities shall be under the same administration and control as the rest of
the school program and closely articulated with it.

#1540 - “Code of Ethics”
The members of the Beverly City Board of Education recognize that they hold authority not as individuals but as members

of the board. In order to make a clear public statement of its philosophy of service to the pupils of the district, the Board adopts this
code of ethics.



APPENDIX A

Paraprofessionals
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Carefully read the Student/Parent and Faculty/Staff Handbook as
information is not duplicated in this Handbook and you are responsible
for knowing and adhering to policies and procedures found in all. Memos
have also been included in your opening packet to provide further
explanations of specific policies and procedures. All Board of Education
Policies and Regulations are accessible from our website. Print a copy of
the last page, sign and return to the main office no later than 15 days

after your hire date.
ARRIVAL/DISMISSAL
Your specific start and end times are on your individual schedules. Please note that for any delayed openings, you are
to report at 10:00 AM and for any early dismissals, you are to report at 8:00 AM and stay until 12:30 PM.

CELL PHONE USE
Under no circumstances should you be using your cell phone. If there is an emergency need, please seek guidance

from an administrator. If you are seen using your cell phone anytime other than your lunch, disciplinary action will be
taken.

DURING CLASSES

You are expected to stay with your students’ the entire time they are in their class. You are to support the teacher and
remain active the entire class period. Do not leave the class under any circumstances except for personal emergency
situations where you notify the classroom teacher of your need to leave the class.

ONE-TO-ONE PARAPROFESSIONALS

The job of One-to-One Paraprofessional is for the purpose of providing support to the instructional program with
specific responsibility for assisting in the supervision, care, and instruction of students with special needs in the
academic setting; assisting in implementing plans for instruction; monitoring student behaviors; and providing
information to appropriate school personnel. You are to never leave your assigned student under any circumstances.
You are to be with the child at all times throughout the school day. If you need to be excused for any reason, please
tell the classroom teacher so arrangements can be made. If the student you are responsible for is not present, please
report to the main office immediately to be reassigned. If the child you are assigned to leaves early, please escort the
student to the main office and await reassignment.

PERSONAL DAY REQUESTS/SUBSTITUTE INFORMATION

Please complete the request on the Red Rover app and the Personal Day Request Form that is available in the main
office, at least 24 hours prior to the date you wish to be absent. No personal days will be granted the day before or the
day after a vacation or long weekend. Any staff member absent on the day before or after a vacation may be requested
to submit a doctor's note. Any staff member absent 3 or more days may be required to submit a doctor's note

PRE-KINDERGARTEN PARAPROFESSIONALS

I there is any issue with a student's lunch or you need additional condiments/utensils/etc. please call the extension
for the Kitchen directly (ext. 217). These will be brought directly to you as no Pre-Kindergarten room should be left with
only one adult during lunches.

SIGNING IN AND OUT

Every day it is imperative that you sign in upon your arrival and sign out upon your departure. If you leave the building
during your 30 minute lunch, you are required to sign in and out.
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SUPERVISION OF PLAYGROUNDS, HALLWAYS & CLASSROOMS

Students MUST be under supervision at ALL TIMES. A paraprofessional's absence from his/her area of supervision
does not relieve the paraprofessional of responsibility. Absence may be proven as neglect, and the liability then falls on
the paraprofessional. The paraprofessional should NOT leave the area in which he or she is supervising students.
Remain with your students at ALL times.
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Handbook Compliance Form
2023-20234 School Year

, , the undersigned employee of Beverly City
School do hereby acknowledge that | have read and understand the
contents of both the Student Handbook and Staff Handbook for the
school year.

| further understand that | have an obligation to myself and the
district to familiarize myself with all of its contents.

Should you have questions regarding this document, please see
Dr. Elizabeth Giacobbe, Ms. Kerri Lawler, and/or Dr. Joe Campisi.

Name;

Position:

Signature:

Date:
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