Bergenfield Public School
100 S. Prospect Avenue
Bergenfield, NJ 07621

REQUIREMENTS FOR SUBSTITUTE TEACHER APPLICANT:

¢ APPLICANTS WITH A NJ TEACHER’S CERTIFICATE MUST:

Complete Employment Application

Complete Fingerprint Requirements for the State of NJ See attached Memorandum
Submit copy of NJ Teacher’s Certificate

Complete W-4 Forms, I-9 Form (Identification must be witnessed by Personnel Office)
Include Approved Mantoux (TB) Test

Complete Direct Deposit Form (attach void check)

Sign and return top page only of Policy 5512.01 Prohibiting Harassment,
Intimidation and Bullying; 2224.02 Sexual Harassment; 3282 Use of Social
Networking Sites; 3283 Electronic Communication Between Teaching Staff
Members and Students; 3321 Acceptable Use of Computer
Network(s)/Computers and Resources by Teaching Staff Members
Complete form P.L. 2018, c¢.5 (if applicable)

Complete the Emergency Notification Form

Upon Approval by the Personnel Office; a recommendation will be made by the
Superintendent of Schools for your name to be added to the Approved District Substitute
List. Once approved by the Board of Education and completion of all forms, your name
will be added to the Approved District Substitute List.

¢ APPLICANTS WITHOUT A NJ TEACHERS CERTIFICATE OR WITH AN OUT OF

STATE TEACHERS CERTIFICATE MUST:

Complete Employment Application

Complete Fingerprint Requirements for the State of NJ See attached Memorandum
Official undergraduate College Transcripts (minimum 60 credits) mailed directly to
the Bergenfield Public Schools Personnel Office or Official electronic transcripts
emailed to lursillo@bergenfield.org.

Go to the Teacher Certification Information System (TCIS) website,
https://www-doe.state.nj.us/DOE_TCIS ONLINEED/

apply online for your substitute certificate, pay the fee by credit card and complete
the electronic Oath of Allegiance. Be sure to write down your tacking number and
give that number to the Personnel Office.

Complete W-4 Forms, I-9 Form (Identification must be witnessed by Personnel Office)
Include Approved Mantoux (TB) Test

Complete Direct Deposit Form (attach void check)

Sign and return top page only of Policy 5512.01 Prohibiting Harassment,
Intimidation and Bullying; 2224.02 Sexual Harassment; 3282 Use of Social
Networking Sites; 3283 Electronic Communication Between Teaching Staff
Members and Students; 3321 Acceptable Use of Computer Network(s)/Computers
and Resources by Teaching Staff Members

Complete form P.L. 2018, c.5 (if applicable)

Complete the Emergency Notification Form

Upon Approval by the Personnel Office; a recommendation will be made by the
Superintendent of Schools for your name to be added to the Approved District Substitute
List. Once approved by the Board of Education and completion of all forms, your name
will be added to the Approved District Substitute List.

Revised 02/16/2021



BERGENFIELD BOARD OF EDUCATION
BERGENFIELD, NEW JERSEY

EOE/AA
Date Filed
Interview Date:
Approved by BOE:

SUBSTITUTE APPLICATION

PLEASE PRINT ALL INFORMATION

Social

Name: Security Number:
Address:

Number and Street Town State Zip Code
Phone Number: Cell Phone Number:
EDUCATION:
College Location
Entrance Date Exit Date

Teaching Experience: (Indicate full time employment or student teaching)

Town(s) Grade/Subject Dates

Substitute Work:

Town(s) Dates:

List New Jersey Certificates held (subject and grade levels) and/or Bergen County Substitute Certificate
(name of town and expiration date of Substitute Certificate):
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If you have a NJ Teaching Certificate, you are eligible to do Home Instruction.
Please indicate if you are interested and what subjects/grades levels.

Subject(s): Grade:
EMERGENCY CONTACT

Name: Phone Number:
Street Address: Town, State, Zip:
Phone Number: Relationship:

I hereby certify that the answers given by me to the foregoing questions are true and correct. I
agree that the Board of Education will not be liable in any respect if my application is rejected or
my employment terminated because of falsity of answers or omissions made by me in this
application form. I agree to any necessary investigations at time of acceptance of employment or
subsequent employment. I agree to cooperate with the Board of Education in observing any labor
laws or contract agreement to which I or the Board of Education are subject.

Signature Date

Bergenfield employment requirements: Fingerprinting , Mantoux TB Test
W_4 9 1-9 ) 9 ) 9 ) 9

Revised 03/16/2012



To:

BERGENFIELD BOARD OF EDUCATION
BERGENFIELD, NEW JERSEY 07621

PERSONNEL OFFICE
Phone 201-385-8020
Fax 201-384-1454

MEMORANDUM

Applicant/Employee

From: Liz Ursillo, Personnel Office

Re:

Required Fingerprint Process

Initial Fingerprint Process

Access the Office of Student Protection website address to begin the process. The web address
Https://www.nj.gov/education/crimhist/

is:

1. Click on “File Authorization and Make Electronic Payment for Criminal History Record

Check.”

2. Select Option #1: “New Administration Fee Request (New Applicants Only)” -This
screen displays four (4) options as to the job position(s) and employer. Please select the
appropriate option and proceed to the next screen.

All Job Positions, except School Bus Drivers and Bus Aides, for Public
Schools, Private Schools for Students with Disabilities and Charter Schools.
All School Bus Drivers and Bus Aides for Public Schools, Private Schools for
Students with Disabilities, Charter Schools and Authorized School Bus
Contractors

All Job Positions, except School Bus Drivers and Bus Aides, for Non Public
Schools

All School Bus Drivers and Bus Aides for Non Public Schools and Other
Agencies

Complete the requested applicant information (to include the

county/district/school/contractor/vendor code names furnished to you by your employer)
and proceed to the Legal Certification. In order to continue with the ePayment process,
read and accept the terms of the AA&C by checking the box.

1.
2.
3.
4.
3.
4.

Please complete the required payment information. There is a $10.00 administrative fee

for the department to process the request. There will also be an additional $1.00
convenience fee charged by the private vendor, NicUSA for processing the credit card
information. Methods of payment are Visa, Mastercard, American Express or Discover
credit cards.


https://www.nj.gov/education/crimhist/

You MUST click the “Make Payment” button only one time to complete the transaction.

5. After completing the transaction, the individual will be presented with three required
steps:

1. View and/or print your New Administration Fee Payment Request confirmation page
2. Complete and/or print your 1dentoGO NJ Universal Fingerprint Form
3. Click here to schedule your fingerprinting appointment with Idemia

Select the first option “View and/or print your New Administration Fee Payment
Request confirmation page” and print a copy of the receipt by clicking the print button in
the upper right corner of the page and presenting a copy to the employing entity.

Next select the second option “Complete and/or print your IdentoGO NJ Universal
Fingerprint Form” to complete the IdentoGO NJ Universal Fingerprint Form. After the
form is complete, you must click on the “Submit” button at the bottom of the page. When
the form has been submitted, you must view and print the 1dentoGO NJ Fingerprint Form and
present it to Idemia at the time of LiveScan fingerprinting. You will need the following to
complete the 1dentoGO Universal Form to Schedule your appointment:

1. ORI Number NJ930100Z

2. Category EDK

3. Statute Number N.J.S.A. 18A:6-7.2

4. Reason for Fingerprinted Public School Employment
5. Document Type RBI

6. Payment Information 66.05

7. Contributor Case # 030300

Access the Idemia web page by selecting the third option “Click here to schedule your
fingerprinting appointment with Idemia” to schedule a fingerprinting appointment and
submit to LiveScan Fingerprinting.

When the Criminal History Review is completed, the district will receive notification. Please
allow two weeks after your appointment date to return to the criminal history website listed
above if you wish to check on your status.

Archive Process

1. The employing entity must authorize the Archive submission.

2. Your most recent Process Control Number (PCN) is required for this process. Your PCN
number can be obtained from your previous MorphoTrust receipt or your most recent
approval letter with the blue seal of the State of New Jersey.

Access the Office of Student Protection’s direct web address to begin the process.
The Web address is Https://www.nj.gov/education/crimhist/

3. Click on “File Authorization and Make Electronic Payment for Criminal History Record
Check” and then click on “Archive Application Request (Applicants Previously
Fingerprinted and Approved Subsequent to February 2003).” Enter your social security
number and click on “continue.” Select the position for which you are applying.

4. Complete the On-Line Applicant Authorization and Certification (AA&C) request. The
AA&C request consists of three steps: Input Information and Legal Certification,
Payment ($29.75), and Submit.



https://www.nj.gov/education/crimhist/

5. Not required to go to a site for Live Scan fingerprinting. The Criminal History Review
Unit will request the check from Idemia.
See Question #13 for who is eligible for the Archive Process.

Note: Individuals who have filed online for the ePayment Criminal History Record
Check and completed the IdentoGO NJ Universal Fingerprint Form but failed to print
either the receipt or the IdentoGO NJ Universal Fingerprint form may now access the
Reprint Your Confirmation or 1dentoGO Fingerprinting Form located at the same
Website cited above and obtain a copy of the receipt and IdentoGO fingerprint form for
any previously submitted online requests.

Revised 09/24/2019



o W=4

(Rev. December 2020)

Department of the Treasury

Internal Revenue Service

OMB No. 1545-0074

2021

Employee’s Withholding Certificate

» Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
» Give Form W-4 to your employer.
» Your withholding is subject to review by the IRS.

Step 1:

(@) First name and middle initial

Last name (b) Social security number

Enter
Personal

Address

» Does your name match the
name on your social security
card? If not, to ensure you get

Information

City or town, state, and ZIP code

credit for your earnings, contact
SSA at 800-772-1213 or go to
WWW.ssa.gov.

(c)

|:| Single or Married filing separately
|:| Married filing jointly or Qualifying widow(er)
|:| Head of household (Check only if you’re unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the estimator at www.irs.gov/W4App, and privacy.

Step 2:

Multiple Jobs
or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The correct amount of withholding depends on income earned from all of these jobs.

Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . » []

TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3—4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim . o .
Dependents Multiply the number of qualifying children under age 17 by $2,000 » $
Multiply the number of other dependents by $500 .3
Add the amounts above and enter the totalhere . . . . . . . . . . . . . 3 |$
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won’t have withholding, enter the amount of other income here. This may
include interest, dividends, and retirement income 4(a) |$
Other
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
enter the result here 4(b) |$
(c) Extra withholding. Enter any additional tax you want withheld each pay period 4(c) |$
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here } }
Employee’s signature (This form is not valid unless you sign it.) Date
Employers | Employer’'s name and address First date of Employer identification
Only employment number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3.

Cat. No. 10220Q Form W-4 (2021)



Form W-4 (2021)

Page 2

General Instructions

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www.irs.gov/FormW4.

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. If too little is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you
will generally be due a refund. Complete a new Form W-4
when changes to your personal or financial situation would
change the entries on the form. For more information on
withholding and when you must furnish a new Form W-4,
see Pub. 505, Tax Withholding and Estimated Tax.

Exemption from withholding. You may claim exemption
from withholding for 2021 if you meet both of the following
conditions: you had no federal income tax liability in 2020
and you expect to have no federal income tax liability in
2021. You had no federal income tax liability in 2020 if (1)
your total tax on line 24 on your 2020 Form 1040 or 1040-SR
is zero (or less than the sum of lines 27, 28, 29, and 30), or
(2) you were not required to file a return because your
income was below the filing threshold for your correct filing
status. If you claim exemption, you will have no income tax
withheld from your paycheck and may owe taxes and
penalties when you file your 2021 tax return. To claim
exemption from withholding, certify that you meet both of
the conditions above by writing “Exempt” on Form W-4 in
the space below Step 4(c). Then, complete Steps 1(a), 1(b),
and 5. Do not complete any other steps. You will need to
submit a new Form W-4 by February 15, 2022.

Your privacy. If you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
increase accuracy.

As an alternative to the estimator: if you have concerns
with Step 2(c), you may choose Step 2(b); if you have
concerns with Step 4(a), you may enter an additional amount
you want withheld per pay period in Step 4(c). If this is the
only job in your household, you may instead check the box
in Step 2(c), which will increase your withholding and
significantly reduce your paycheck (often by thousands of
dollars over the year).

When to use the estimator. Consider using the estimator at
www.irs.gov/WA4App if you:

1. Expect to work only part of the year;

2. Have dividend or capital gain income, or are subject to
additional taxes, such as Additional Medicare Tax;

3. Have self-employment income (see below); or

4. Prefer the most accurate withholding for multiple job
situations.

Self-employment. Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. If you want to pay these taxes through
withholding from your wages, use the estimator at
www.irs.gov/W4App to figure the amount to have withheld.

Nonresident alien. If you’re a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are married filing jointly and you and your
spouse both work.

Option (a) most accurately calculates the additional tax
you need to have withheld, while option (b) does so with a
little less accuracy.

If you (and your spouse) have a total of only two jobs, you
may instead check the box in option (c). The box must also
be checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will be
cut in half for each job to calculate withholding. This option
is roughly accurate for jobs with similar pay; otherwise, more
tax than necessary may be withheld, and this extra amount
will be larger the greater the difference in pay is between the
two jobs.

ﬂ Multiple jobs. Complete Steps 3 through 4(b) on only
one Form W-4. Withholding will be most accurate if
you do this on the Form W-4 for the highest paying job.

Step 3. This step provides instructions for determining the
amount of the child tax credit and the credit for other
dependents that you may be able to claim when you file your
tax return. To qualify for the child tax credit, the child must
be under age 17 as of December 31, must be your
dependent who generally lives with you for more than half
the year, and must have the required social security number.
You may be able to claim a credit for other dependents for
whom a child tax credit can’t be claimed, such as an older
child or a qualifying relative. For additional eligibility
requirements for these credits, see Pub. 972, Child Tax
Credit and Credit for Other Dependents. You can also
include other tax credits in this step, such as education tax
credits and the foreign tax credit. To do so, add an estimate
of the amount for the year to your credits for dependents
and enter the total amount in Step 3. Including these credits
will increase your paycheck and reduce the amount of any
refund you may receive when you file your tax return.

Step 4 (optional).

Step 4(a). Enter in this step the total of your other
estimated income for the year, if any. You shouldn’t include
income from any jobs or self-employment. If you complete
Step 4(a), you likely won’t have to make estimated tax
payments for that income. If you prefer to pay estimated tax
rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4(b). Enter in this step the amount from the Deductions
Worksheet, line 5, if you expect to claim deductions other than
the basic standard deduction on your 2021 tax return and
want to reduce your withholding to account for these
deductions. This includes both itemized deductions and other
deductions such as for student loan interest and IRAs.

Step 4(c). Enter in this step any additional tax you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Worksheet, line 4. Entering an
amount here will reduce your paycheck and will either increase
your refund or reduce any amount of tax that you owe.

CAUTION



Form W-4 (2021)

Page 3

Step 2(b)—Multiple Jobs Worksheet (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only ONE
Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest paying job.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional
tables; or, you can use the online withholding estimator at www.irs.gov/W4App.

1

Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter
that value on line 1. Then, skip to line 3 .

Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and

2c below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job” row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salaries

and enter that value on line 2a .

2a $

b Add the annual wages of the two highest paying jobs from line 2a together and use the total as the
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount

on line 2b

2b $

¢ Add the amounts from lines 2a and 2b and enter the result online2¢c . . . . . . . . . . 2c $

Enter the number of pay periods per year for the highest paying job. For example, if that JOb pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc.

Divide the annual amount on line 1 or line 2c by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the hlghest paying jOb (along with any other additional
amount you want withheld)

Step 4(b)—Deductions Worksheet (Keep for your records.)

R

Enter an estimate of your 2021 itemized deductions (from Schedule A (Form 1040)). Such deductions
may include qualifying home mortgage interest, charitable contributions, state and local taxes (up to
$10,000), and medical expenses in excess of 7.5% of your income .

¢ $25,100 if you’re married filing jointly or qualifying widow(er)
Enter: » $18,800 if you’re head of household

* $12,550 if you’re single or married filing separately

If line 1 is greater than line 2, subtract line 2 from line 1 and enter the result here. If line 2 is greater
than line 1, enter “-0-”

Enter an estimate of your student loan interest, deductible IRA contributions, and certain other

adjustments (from Part Il of Schedule 1 (Form 1040)). See Pub. 505 for more information . . . . 4 $

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of FormW-4 . . . . . . . . . . . 5 %

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
on this form to carry out the Internal Revenue laws of the United States. Internal
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to
provide this information; your employer uses it to determine your federal income
tax withholding. Failure to provide a properly completed form will result in your
being treated as a single person with no other entries on the form; providing
fraudulent information may subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and
possessions for use in administering their tax laws; and to the Department of
Health and Human Services for use in the National Directory of New Hires. We
may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law
enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.



Form W-4 (2021) Page 4
Married Filing Jointly or Qualifying Widow(er)
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- |$10,000 -|$20,000 - |$30,000 -|$40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - | $90,000 - |$100,000 - $110,000 -
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $190 |  $850 $890 | $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,100 | $1,870 | $1,870
$10,000 - 19,999 190 | 1,190 | 1,890 | 2,090 | 2220 | 2220 | 2220 | 2220 | 2,300 | 3300 | 4,070 | 4,070
$20,000 - 29,999 850 | 1,890 | 2,750 | 2,950 | 3,080 | 3080 | 3080 | 3160 | 47160 | 5160 | 5930 | 5,930
$30,000 - 39,999 890 | 2,090 | 2950 | 3,150 | 3,280 | 3280 | 3360 | 45360 | 5360 | 6360 | 7,130 | 7,130
$40,000- 49,999 1,020 | 2220 | 3,080 | 3280 | 3410 | 3490 | 4,490 | 5490 | 6,490 | 7,490 | 8260 | 8260
$50,000- 59,999 1,020 | 2220 | 3080 | 3280 | 3490 | 4490 | 5490 | 6490 | 7,490 | 8490 | 9,260 | 9,260
$60,000- 69,999 1,020 | 2220 | 3,080 | 3360 | 4490 | 5490 | 6490 | 7,490 | 8490 | 9,490 | 10,260 | 10,260
$70,000- 79,999 1,020 | 2220 | 3,160 | 4,360 | 5490 | 6490 | 7,490 | 8490 | 9,490 | 10,490 | 11,260 | 11,260
$80,000- 99,999 1,020 | 3150 | 5010 | 6210 | 7,340 | 8340 | 9,340 | 10,340 | 11,340 | 12,340 | 13,260 | 13,460
$100,000 - 149,999| 1,870 | 4,070 | 5930 | 7,130 | 8260 | 9,320 | 10,520 | 11,720 | 12,920 | 14,120 | 15,090 | 15,290
$150,000 - 239,999 2,040 | 4,440 | 6,500 | 7,900 | 9,230 | 10,430 | 11,630 | 12,830 | 14,030 | 15230 | 16,190 | 16,400
$240,000 - 259,999| 2,040 | 4,440 | 6500 | 7,900 | 9,230 | 10,430 | 11,630 | 12,830 | 14,030 | 15270 | 17,040 | 18,040
$260,000 - 279,999 2,040 | 4,440 | 6,500 | 7,900 | 9,230 | 10,430 | 11,630 | 12,870 | 14,870 | 16,870 | 18,640 | 19,640
$280,000 - 299,999 2,040 | 4,440 | 6,500 | 7,900 | 9,230 | 10,470 | 12,470 | 14,470 | 16,470 | 18,470 | 20,240 | 21,240
$300,000 - 319,999| 2,040 | 4,440 | 6500 | 7,940 | 10,070 | 12,070 | 14,070 | 16,070 | 18,070 | 20,070 | 21,840 | 22,840
$320,000 - 364,999 2,720 | 5920 | 8,780 | 10,980 | 13,110 | 15110 | 17,110 | 19,110 | 21,190 | 23,490 | 255560 | 26,860
$365,000 - 524,999 2,970 | 6,470 | 9,630 | 12,130 | 14,560 | 16,860 | 19,160 | 21,460 | 23,760 | 26,060 | 28,130 | 29,430
$525,000 and over | 3,140 | 6,840 | 10,200 | 12,900 | 15530 | 18,030 | 20,530 | 23,030 | 25530 | 28,030 | 30,300 | 31,800
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 -|$20,000 - |$30,000 - | $40,000 - | $50,000 - | $60,000 - |$70,000 - | $80,000 - | $90,000 - [$100,000 - |$110,000
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999  $440 $940 | $1,020 | $1,020 | $1,410 | $1,870 | $1,870 | $1,870 | $1,870 | $2,030 | $2,040 | $2,040
$10,000 - 19,999 940 | 1,540 | 1,620 | 2,020 | 3,020 | 3470 | 3470 | 3470 | 3,640 | 3,840 | 3,840 | 3,840
$20,000- 29,999 1,020 | 1,620 | 2100 | 37100 | 4,100 | 4550 | 4550 | 4,720 | 4920 | 5120 | 5120 | 5,120
$30,000- 39,999 1,020 | 2,020 | 3100 | 4,00 | 57100 | 5550 | 5720 | 5920 | 6,120 | 6,320 | 6,320 | 6,320
$40,000- 59,999 1,870 | 3,470 | 4550 | 5550 | 6,690 | 7,340 | 7,540 | 7,740 | 7,940 | 8140 | 8,150 | 8,150
$60,000- 79,999 1,870 | 3470 | 4690 | 5890 | 7,090 | 7,740 | 7,940 | 8140 | 8340 | 8540 | 9,190 | 9,990
$80,000- 99,999 2,000 | 3810 | 5090 | 6290 | 7490 | 8140 | 8340 | 8540 | 9,390 | 10,390 | 11,190 | 11,990
$100,000 - 124,999| 2,040 | 3840 | 5120 | 6,320 | 7,520 | 8360 | 9,360 | 10,360 | 11,360 | 12,360 | 13,410 | 14,510
$125,000 - 149,999| 2,040 | 3840 | 5120 | 6910 | 8910 | 10,360 | 11,360 | 12,450 | 13,750 | 15,050 | 16,160 | 17,260
$150,000 - 174,999 2,220 | 4,830 | 6,910 | 8910 | 10,910 | 12,600 | 13,900 | 15,200 | 16,500 | 17,800 | 18,910 | 20,010
$175,000 - 199,999| 2,720 | 5320 | 7,490 | 9,790 | 12,090 | 13,850 | 15,150 | 16,450 | 17,750 | 19,050 | 20,150 | 21,250
$200,000 - 249,999| 2,970 | 5880 | 8260 | 10,560 | 12,860 | 14,620 | 15920 | 17,220 | 18,520 | 19,820 | 20,930 | 22,030
$250,000 - 399,999| 2,970 | 5880 | 8260 | 10,560 | 12,860 | 14,620 | 15920 | 17,220 | 18,520 | 19,820 | 20,930 | 22,030
$400,000 - 449,999| 2,970 | 5880 | 8,260 | 10,560 | 12,860 | 14,620 | 15920 | 17,220 | 18,520 | 19,910 | 21,220 | 22,520
$450,000 and over | 3,140 | 6,250 | 8,830 | 11,330 | 13,830 | 15,790 | 17,290 | 18,790 | 20,290 | 21,790 | 23,100 | 24,400
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 -|$20,000 - |$30,000 - | $40,000 - | $50,000 - | $60,000 - |$70,000 - | $80,000 - | $90,000 - [$100,000 - |$110,000
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $820 | $930 | $1,020 | $1,020 | $1,020 | $1,420 | $1,870 | $1,870 | $1,910 | $2,040 | $2,040
$10,000 - 19,999 820 | 1,900 | 2,130 | 2,220 | 2220 | 2,620 | 3620 | 4070 | 4,110 | 4310 | 4,440 | 4,440
$20,000 - 29,999 930 | 2130 | 2,360 | 2450 | 2,850 | 3850 | 4,850 | 5340 | 5540 | 5740 | 5870 | 5870
$30,000- 39,999 1,020 | 2220 | 2450 | 2940 | 3,940 | 4940 | 5980 | 6630 | 6,830 | 7,080 | 7,160 | 7,160
$40,000- 59,999 1,020 | 2470 | 3,700 | 4,790 | 5800 | 7,000 | 8200 | 8850 | 9,050 | 9,250 | 9,380 | 9,380
$60,000- 79,999 1,870 | 4070 | 5310 | 6,600 | 7,800 | 9,000 | 10,200 | 10,850 | 11,050 | 11,250 | 11,520 | 12,320
$80,000- 99,999 1,880 | 4280 | 5710 | 7,000 | 8200 | 9,400 | 10,600 | 11,250 | 11,590 | 12,590 | 13,520 | 14,320
$100,000 - 124,999 2,040 | 4,440 | 5870 | 7,160 | 85360 | 9,560 | 11,240 | 12,690 | 13,690 | 14,690 | 15,670 | 16,770
$125,000 - 149,999| 2,040 | 4440 | 5870 | 7,240 | 9240 | 11,240 | 13,240 | 14,690 | 15,890 | 17,190 | 18,420 | 19,520
$150,000 - 174,999 2,040 | 4,920 | 7,150 | 9,240 | 11,240 | 13,290 | 15,590 | 17,340 | 18,640 | 19,940 | 21,170 | 22,270
$175,000 - 199,999| 2,720 | 5920 | 8,150 | 10,440 | 12,740 | 15,040 | 17,340 | 19,090 | 20,390 | 21,690 | 22,920 | 24,020
$200,000 - 249,999| 2,970 | 6470 | 9,000 | 11,390 | 13,690 | 15,990 | 18,290 | 20,040 | 21,340 | 22,640 | 23,880 | 24,980
$250,000 - 349,999| 2,970 | 6,470 | 9,000 | 11,390 | 13,690 | 15,990 | 18,290 | 20,040 | 21,340 | 22,640 | 23,880 | 24,980
$350,000 - 449,999| 2,970 | 6,470 | 9,000 | 11,390 | 13,690 | 15,990 | 18,290 | 20,040 | 21,340 | 22,640 | 23,900 | 25,200
$450,000 and over | 3,140 | 6,840 | 9,570 | 12,160 | 14,660 | 17,160 | 19,660 | 21,610 | 23,110 | 24,610 | 26,050 | 27,350




Form NJ-W4 State of New Jersey — Division of Taxation

(1-21) Employee’s Withholding Allowance Certificate
1. 8S# 2. Filing Status: {Check only one baox)
Name 1. ko Single
2. & Married/Civil Unien Couple Joint
Address 3. = Married/Civil Union Partner Separate
: - 4, | Hoad of Household
City State Zip 5. Qualifying Widow({er¥Surviving Civil Union Partner
3. If you have chosen to use the chart from instruction A, enter the appropriate letter here.......ni 3,
4. Total number of allowances you are claiming {See INSrUCHONS) ..o 4.
5. Additional amount you want deducted from aCh PAY ... 5 8%
6. | claim exemption from withholding of NJ Gross Income Tax and | certify that | have met the conditions in the
instructions of the NJ-W4. If you have met the condiliens, enter "EXEMPT" hare......vis i s 8.

7. Under penalties of perjury, 1 certify that | am entitied to the number of withholding allowances claimed on this cerlificate or enfifled to claim exempt status.

Employee's Signature Date

Employer's Name and Address Employer ldentification Number

BASIC INSTRUCTIONS
Line 1 Enter your name, address, and Saclal Security number in the spaces provided.
Line 2 Check the box that indicates your filing status. if you checked Box 1 (Single) or Box 3 {Married/Civil Union Partner Separate) you will be withheld ai Rate A.
Note: If you have checked Box 2 (Married/Civil Union Couple Joint), Box 4 (Head of Household} or Bax 5 {Qualifying Widow(er) Surviving Civil Union Partner)
and either your spouse/civil union partner works or your have more than one job or more than one source of income and the combined total of all wages is
greater than $50,000, see insiruction A below. If you do not complete Line 3, you will be withheld at Rate B.
Line 3 if you have chosen o use the wage chart below, enter the appropriate letter,
Line4 Enter the number of allowances you are claiming. Entering a number on this line will decrease the amount of withholding and could result in an underpayment on
yeur return.
Line 5 Enter the amount of additional withholdings you want deducted from each pay.
Line 6 Enter "EXEMPT" to indicate that you are exempi from New Jersey Gross Incerme Tax Withholdings, if you meet cne of the following conditions:
+  Your filing status is SINGLE or MARRIED/CIVIL UNION PARTNER SEPARATE and your wages plus your iaxable nonwage income wilt be $10,000 cr less for
the current year,
+  Your filing status is MARRIED/CIVIL UNION COUPLE JOINT, and your wages combined with your spouse's/civii union partner's wages plus your taxable
nonwage income witl ba $20,000 or tess for the current year,
« Your filing status is HEAD OF HOUSEHOLD or QUALIFYING WIDOW(ERYSURVIVING CIVIL UNION PARTNER and your wages plus your faxable nonwage
income wilt be $20,000 or less for the current year,
Your exemption is good for ONE year only, You must compiate and submit a form each year ceriifying you have no New Jersey Gross Income Tax Eability and claim
exemption from withholding. If you have guestions about eligibility, fiting status, withholding rates, etc. when completing this form, call the Division of Taxation's Customer
Service Center at (608) 282-640C0.

Instruction A - Wage Chart
This chart is designed to increase withholdings on your wages, if these wages will be taxed at a higher rate due to inclusion of other wages or inceme on your NJ-1040
return. It is not intended to provide withholding for other income or wages. If you neod additionat withholdings for other income or wages, use Line & on the NJ-W4.
This Wage Chart applies to taxpayers who are married/civil union couple filing jointly, heads of households, or qualifying widow{er)/surviving clvit unicn partner. Single
individuals or married/civil union partners filing separate returns do not need to use this chart. If you have indicated filing status #2, 4 or 5 on the above NJ-
W4 and your taxable income is greater than $50,000, you should strongly consider using the Wage Chart. (See the Rate Tables on the reverse side to estimate your
withholding amount.)

WAGE CHART
HOW TO USE THE CHART Total of All 0 10,001 | 20,001 { 30,001 | 40,001 | 50,001 | 60,00¢ § 70,001 { 80,001 | OVER
Other Wages | 10,000 | 20,000 | 30,000 | 40,000 | 50,000 | 60,000 | 70,000 { 80,000 § 90,000 | 90,000
1) Find the amount of your wages in the left-hand colurmn, 0
10,600 B B B B B B B B B B
2) Find the amount of the total for all other wages {including 10.001
your spouse's/civil union partner's wages) along the top 20,000 B B B B ¢ c c ¢ c c
TOW.
y | 2001 . ) B A A D D D D D
3} Follow along the row that contains your wages until you (o] 20.001
comse fo the column that contains the other wages. U 40’000 8 8 A A A A A E E E
. o I R [ 40,001
4} This meeting point indicates the Withholding Table that 50‘000 B o] A A A A A E E E
best reflects your income situation. .
w o | B c D A A A E E E 5
5) If you have chosen this method, enter the “fetter” of the A -
withhotding rate table on Line 3 of the NJ-W4. G 3333;‘, B o D A A E g E E £
E \
NOTE: i your income situation substantiatly increases (or | g | 70.00 B c D £ E & E E £ &
decreases) in the future, you should resubmit a 80,060
revised NJ-W4 to your employer. gg,ggé 8 c D £ E £ E £ & £
THIS FORM MAY BE REPRODUCED R B c D E e E £ E E E




RATE TABLES FOR WAGE CHART

The rate tables listed below correspond fo the letters in the Wage Charl on the front page. Use these to estimate the amount of withholding that will ocour if you
choose to use the wage chart. Compare this to your estimated income tax liability for your New Jersey Income Tax return to see if this is the correct arount of
withholding that you should have.

RATE “A”

WEEKLY PAYROLL PERIOD {Allowance $19.20}
If the amount of taxabte

The amount of income tax to be

ANNUAL PAYROLL PERIOD {Allowance $1,000)
If the amount of taxable The amount of income tax to be

wages is: withheld is: wages is: withhetd is:

Qver But Not Over Of Excess Over Over But Not Over Of Excess Over
$ 03 385 15% § G % 0% 20,000 15% $ 0
$ 385 % 673 & 577 + 20% & 385 $ 20,000 § 35000 § 20000 + 20% % 20,000
$ 673 $ 769 % 1154 + 39% $ 673 $ 35,000 § 40,000 $ 60000 + 39% § 35,000
$ 769 % 1,442 § 1520 + 6.1% $ 769 $ 40,000 § 75,000 & 79500 + B1% § 40,060
$ 1,442 % 9615 $ 5635 + 7.0% % 1,442 $ 75,000 % 500,000 % 203000 + 7.0% § 75,000
$ 9615 § 19,231 $ 62846 + 99% § 9,615 $ 500,000 § 1,000000 $ 3268000 + 99% § 500,000
5 19,231 $ 158038 + 118% $ 19,231 $ 1,000,000 over $ 82,180.00 + 11.8% $ 1,000,000

RATE “B”

WEEKLY PAYROLL PERIOD (Aliowance $19.20)
If the amount of taxable

The amount of income tax to be

ANNUAL PAYROLL PERIOD (Allowance $1,000)
If the amount of taxable The amount of income tax to be

wages is: withhetld is: wages is! withheid is:

Over But Not Over Of Excess Over Over But Not Over Of Excess Over
$ 03 3858 15% § 0 3 0% 20,000 15% % ;
$ 385 % 962 § 577 + 20% 8 385 $ 20,000 $ 50,000 $ 30000 + 20% & 20,000
$ 982 % 1,346 § 1731+ 27% % 962 $ 50,000 $ 70,000 $ 90000 + 27% § 50,000
$ 1,346 § 1,638 § 2769 + 39% § 1,346 $ 70,000 § 80,000 $ 144000 + 39% § 70,000
$ 1,538 § 2885 §$ 3519 + 6.1% $ 1,538 $ 80,000 % 150,000 % 183000 + 61% § 80,000
$ 2885 § 96815 § 11731+ 70% § 2,885 § 150,000 $ 500,000 § 6,100.00 + 70% & 150,000
5 9615 § 19,231 $ 658846 + 99% § 9,615 $ 500,000 $ 1,000,000 $ 3060000 + 99% § 500,000
& 19,231 $ 154038 + 1.8% B 19,231 § 1,000,000 $ 80,100.00 + 11.8% & 1,000,000

RATE “C”

WEEKLY PAYROLL PERIOD (Aliowance $1%.20)
If the amount of taxable

The amount of income tax to be

ANNUAL PAYROLL PERIOD {Aflowance $1,000)
If the amount of taxable The amount of income tax to be

wages js: withheld is: wages is: withheld is:

Qver But Not Over Of Excess Over Over But Not Over Of Excess Over
$ C § 385 15% % ¢ $ 0 % 20,000 15% § 0
$ 385 & 768 $ BI7T + 28% § 385 $ 20,000 & 40,000 3% a00.00 + 23% 0§ 23,000
$ 769 38 962 $ 1462 + 28B% § 769 $ 40,000 $ 50,000 §$ 760,00 + 28% $ 40,000
$ 962 & 1,154 § 2000 + 35% $ 962 $ 50,000 $ 60,000 $ 1,040.00 + 35% 3 50,000
$ 1,154 % 2885 § 2873 + 5B6% $ 1,154 $ 60,000 § 150,000 § 1,390.00 + 56% % 60,000
3 2,885 § 9615 § 12365 + G6% § 2,885 $ 150,000 % 500,000 $ 6,430.00 + 66% § 150,000
$ 9,615 $ 19,23t $ 567.88 + 99% § 9,615 $ 500,000 $ 1,000,000 $ 29,530.00 + 9.9% § 500,000
5 19,231 $ 151981 + 11.8% $ 19,231 $ 1,600,000 $  79,030,00 + 11.8% $ 1.000,000

RATE “D”

WEEKLY PAYROLL PERIOD (Allowance $19.20)
If the amount of taxable

The amount of income tax lo be

ANNUAL PAYROLL PERIOD {Allowance $1,000}
I the amount of taxable The amount of income tax ta be

wages is: withheld is: wages is: withheld is:

Over But Not Over Of Excess Over Over But Not Over Of Excess Over
$ 0% 385 16% § 0 $ 08 20,000 1.5% % 0
$ 385 § 769 $ 77T + 27% % 385 $ 20,000 % 40,000 $ 30000 + 27% § 20,000
$ 769 % 962 § 1615 + 34% § 769 $ 40,006 & 50,000 § 840,00 + 34% § 40,000
$ 062 % 1,154 3 2269 + 43% % 962 $ 50,000 § 60,000 3 118000 + 43% § 50,000
$ 1,154 § 2,885 § apgs + 56% § 1,154 $ 60,000 % 150,000 & 161000 + 56% % 60,000
$ 2885 % 9615 § 12788 + 65% $ 2,885 $ 150,000 % 500,000 $ 6,650.00 + 65% § 150,000
$ 3,815 § 19,231 § 56538 + 9.9% § 9,615 $ 500,000 $ 1,000,000 $ 20,40000 + 99% % 500,000
$ 19,231 $ 151731 + 11.8% § 19,231 $ 1,000,000 $ 7800000 + 41.8% $ 1,000,000

RATE “E”

WEEKLY PAYROLL PERIOD {Allowance $19.20}
If the amount of taxable

The amount of income tax to be

ANNUAL PAYROLL PERIOD (Allowance $1,000)
If the amount of taxable The amount of income iax to be

wages is: withheld is: wages is: withhald is:

Over But Not Over Of Excess Over Qver But Not Over Of Excess Over
$ 0s$ 385 15% % 0 $ 08 20,000 1.5% & 0
% 385 § 673 $ 577 + 20% % 385 $ 20,000 $ 35,000 $ 30000 + 20% $% 20,000
3 673 § 1,923 3 1154 + 58% § 673 3 35,000 § 100,000 § 60000 + 58% $ 35,000
$ 1,923 § 9615 § 8404 + 65% § 1,923 $ 100,000 $ 500,000 § 437000 + 65% $ 100,000
$ 9,615 $ 19,231 § 58404 + 99% § 9,615 3 500,000 $ 1,000,000 $  30,37000 + 99% $ 500,000
$ 19,231 $ 153596 + 11.8% % 19,231 $ 1,000,000 $ 7987000 + 11.8% § 1,000,000




Instructions for Employment Eligibility Verification USCIS

Form I-9
Department of Homeland Security OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 03/31/2016

Read all instructions carefully before completing this form.

Anti-Discrimination Notice. It is illegal to discriminate against any work-authorized individual in hiring, discharge,
recruitment or referral for a fee, or in the employment eligibility verification (Form I-9 and E-Verify) process based on
that individual's citizenship status, immigration status or national origin. Employers CANNOT specify which
document(s) they will accept from an employee. The refusal to hire an individual because the documentation presented
has a future expiration date may also constitute illegal discrimination. For more information, call the Office of Special
Counsel for Immigration-Related Unfair Employment Practices (OSC) at 1-800-255-7688 (employees), 1-800-255-8155
(employers), or 1-800-237-2515 (TDD), or visit www.justice.gov/crt/about/osc.

What Is the Purpose of This Form?

Employers must complete Form [-9 to document verification of the identity and employment authorization of each new
employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United States. In the Commonwealth
of the Northern Mariana Islands (CNMI), employers must complete Form I-9 to document verification of the identity and
employment authorization of each new employee (both citizen and noncitizen) hired after November 27, 2011. Employers
should have used Form I-9 CNMI between November 28, 2009 and November 27, 2011.

General Instructions

Employers are responsible for completing and retaining Form I-9. For the purpose of completing this form, the term
"employer" means all employers, including those recruiters and referrers for a fee who are agricultural associations,
agricultural employers, or farm labor contractors.

Form I-9 is made up of three sections. Employers may be fined if the form is not complete. Employers are responsible for
retaining completed forms. Do not mail completed forms to U.S. Citizenship and Immigration Services (USCIS) or
Immigration and Customs Enforcement (ICE).

Section 1. Employee Information and Attestation

Newly hired employees must complete and sign Section 1 of Form [-9 no later than the first day of employment.
Section 1 should never be completed before the employee has accepted a job offer.

Provide the following information to complete Section 1:

Name: Provide your full legal last name, first name, and middle initial. Your last name is your family name or
surname. If you have two last names or a hyphenated last name, include both names in the last name field. Your first
name is your given name. Your middle initial is the first letter of your second given name, or the first letter of your
middle name, if any.

Other names used: Provide all other names used, if any (including maiden name). If you have had no other legal
names, write "N/A."

Address: Provide the address where you currently live, including Street Number and Name, Apartment Number (if
applicable), City, State, and Zip Code. Do not provide a post office box address (P.O. Box). Only border commuters
from Canada or Mexico may use an international address in this field.

Date of Birth: Provide your date of birth in the mm/dd/yyyy format. For example, January 23, 1950, should be
written as 01/23/1950.

U.S. Social Security Number: Provide your 9-digit Social Security number. Providing your Social Security number
is voluntary. However, if your employer participates in E-Verify, you must provide your Social Security number.

E-mail Address and Telephone Number (Optional): You may provide your e-mail address and telephone

number. Department of Homeland Security (DHS) may contact you if DHS learns of a potential mismatch between
the information provided and the information in DHS or Social Security Administration (SSA) records. You may write
"N/A" if you choose not to provide this information.

_ EMPLOYERS MUST RETAIN COMPLETED FORM I-9
Form I-9 Instructions  03/08/13 N DO NOT MAIL COMPLETED FORM 1-9 TO ICE OR USCIS Page 1 of 9



“———_—_—_—“_—_——_—

All employees must attest in Section 1, under penalty of perjury, to their citizenship or immigration status by checking
one of the following four boxes provided on the form:

1. A citizen of the United States

2. A noncitizen national of the United States: Noncitizen nationals of the United States are persons born in American
Samoa, certain former citizens of the former Trust Territory of the Pacific Islands, and certain children of noncitizen
nationals born abroad.

3. Alawful permanent resident: A lawful permanent resident is any person who is not a U.S, citizen and who resides
in the United States under legally recognized and lawfully recorded permanent residence as an immigrant. The term
"lawful permanent resident" includes conditional residents. If you check this box, write either your Alien Registration
Number (A-Number) or USCIS Number in the field next to your selection. At this time, the USCIS Number is the
same as the A-Number without the "A" prefix.

4. An alien authorized to work: If you are not a citizen or national of the United States or a lawful permanent resident,
but are authorized to work in the United States, check this box.

If you check this box:

a. Record the date that your employment authorization expires, if any. Aliens whose employment authorization does
not expire, such as refugees, asylees, and certain citizens of the Federated States of Micronesia, the Republic of the

Marshall Islands, or Palau, may write "N/A" on this line.

b. Next, enter your Alien Registration Number (A-Number)/USCIS Number. At this time, the USCIS Number is the
same as your A-Number without the "A" prefix. If you have not received an A-Number/USCIS Number, record
your Admission Number. You can find your Admission Number on Form 1-94, "Arrival-Departure Record," or as
directed by USCIS or U.S. Customs and Border Protection (CBP).

(1) If you obtained your admission number from CBP in connection with your arrival in the United States, then
also record information about the foreign passport you used to enter the United States (number and country of

issuance).

(2) If you obtained your admission number from USCIS within the United States, or you entered the United States
without a foreign passport, you must write "N/A" in the Foreign Passport Number and Country of Issuance
fields.

Sign your name in the "Signature of Employee" block and record the date you completed and signed Section 1. By signing
and dating this form, you attest that the citizenship or immigration status you selected is correct and that yOu are aware
that you may be imprisoned and/or fined for making false statements or using false documentation when completing this
form. To fully complete this form, you must present to your employer documentation that establishes your identity and
employment authorization. Choose which documents to present from the Lists of Acceptable Documents, found on the
last page of this form. You must present this documentation no later than the third day after beginning employment,
although you may present the required documentation before this date.

Preparer and/or Translator Certification

The Preparer and/or Translator Certification must be completed if the employee requires assistance to complete Section |
(e.g., the employee needs the instructions or responses translated, someone other than the employee fills out the
information blocks, or someone with disabilities needs additional assistance). The employee must still sign Section 1.

Minors and Certain Employees with Disabilities (Special Placement) _

Parents or legal guardians assisting minors (individuals under 18) and certain employees with disabilities should review
the guidelines in the Handbook for Employers: Instructions Jor Completing Form I-9 (M-274) on WWW.uscis,gov/
I-9Central before completing Section 1. These individuals have special procedures for establishing identity if they cannot
present an identity document for Form I-9. The special procedures include (1) the parent or legal guardian filling out
Section 1 and writing "minor under age 18" or "special placement," whichever applies, in the employee signature block;
and (2) the employer writing "minor under age 18" or "special placement" under List B in Section 2.

Form I-9 Instructions  03/08/13 N Page 2 of 9



Section 2. Employer or Authorized Representative Review and Verification

Before completing Section 2, employers must ensure that Section 1 is completed properly and on time. Employers may
not ask an individual to complete Section 1 before he or she has accepted a job offer.

Employers or their authorized representative must complete Section 2 by examining evidence of identity and employment
authorization within 3 business days of the employee's first day of employment. For example, if an employee begins
employment on Monday, the employer must complete Section 2 by Thursday of that week. However, if an employer hires
an individual for less than 3 business days, Section 2 must be completed no later than the first day of employment. An
employer may complete Form I-9 before the first day of employment if the employer has offered the individual a job and
the individual has accepted.

Employers cannot specify which document(s) employees may present from the Lists of Acceptable Documents, found on
the last page of Form I-9, to establish identity and employment authorization. Employees must present one selection from
List A OR a combination of one selection from List B and one selection from List C. List A contains documents that
show both identity and employment authorization. Some List A documents are combination documents. The employee
must present combination documents together to be considered a List A document. For example, a foreign passport and a
Form 1-94 containing an endorsement of the alien's nonimmigrant status must be presented together to be considered a
List A document. List B contains documents that show identity only, and List C contains documents that show
employment authorization only. If an employee presents a List A document, he or she should not present a List B and List
C document, and vice versa. If an employer participates in E-Verify, the List B document must include a photograph.

In the field below the Section 2 introduction, employers must enter the last name, first name and middle initial, if any, that
the employee entered in Section 1. This will help to identify the pages of the form should they get separated.

Employers or their authorized representative must:

1. Physically examine each original document the employee presents to determine if it reasonably appears to be genuine
and to relate to the person presenting it. The person who examines the documents must be the same person who signs
Section 2. The examiner of the documents and the employee must both be physically present during the examination
of the employee's documents.

2. Record the document title shown on the Lists of Acceptable Documents, issuing authority, document number and
expiration date (if any) from the original document(s) the employee presents. You may write "N/A" in any unused
fields.

If the employee is a student or exchange visitor who presented a foreign passport with a Form 1-94, the employer

should also enter in Section 2:

a. The student's Form I-20 or DS-2019 number (Student and Exchange Visitor Information System-SEVIS Number);
and the program end date from Form I-20 or DS-2019.

3. Under Certification, enter the employee's first day of employment. Temporary staffing agencies may enter the first day
the employee was placed in a job pool. Recruiters and recruiters for a fee do not enter the employee's first day of
employment.

4. Provide the name and title of the person completing Section 2 in the Signature of Employer or Authorized
Representative field. ‘

5. Sign and date the attestation on the date Section 2 is completed.
6. Record the employer's business name and address.
7. Return the employee's documentation.

Employers may, but are not required to, photocopy the document(s) presented. If photocopies are made, they should be
made for ALL new hires or reverifications. Photocopies must be retained and presented with Form I-9 in case of an
inspection by DHS or other federal government agency. Employers must always complete Section 2 even if they
photocopy an employee's document(s). Making photocopies of an employee's document(s) cannot take the place of
completing Form I-9. Employers are still responsible for completing and retaining Form -9,

Form I-9 Instructions 03/08/13 N Page 3 of 9
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Unexpired Documents

Generally, only unexpired, original documentation is acceptable. The only exception is that an employee may present a
certified copy of a birth certificate. Additionally, in some instances, a document that appears to be expired may be
acceptable if the expiration date shown on the face of the document has been extended, such as for individuals with
temporary protected status. Refer to the Handbook for Employers: Instructions for Completing Form I-9 (M-274) or I-9
Central (www.uscis.gov/I-9Central) for examples.

Receipts

If an employee is unable to present a required document (or documents), the employee can present an acceptable receipt in
lieu of a document from the Lists of Acceptable Documents on the last page of this form. Receipts showing that a person
has applied for an initial grant of employment authorization, or for renewal of employment authorization, are not
acceptable. Employers cannot accept receipts if employment will last less than 3 days. Receipts are acceptable when
completing Form I-9 for a new hire or when reverification is required.

Employees must present receipts within 3 business days of their first day of employment, or in the case of reverification,
by the date that reverification is required, and must present valid replacement documents within the time frames described

below.

There are three types of acceptable receipts:

1. A receipt showing that the employee has applied to replace a document that was lost, stolen or damaged. The
employee must present the actual document within 90 days from the date of hire.

2. The arrival portion of Form 1-94/1-94A with a temporary I-551 stamp and a photograph of the individual. The
employee must present the actual Permanent Resident Card (Form I-551) by the expiration date of the temporary
1-551 stamp, or, if there is no expiration date, within 1 year from the date of issue.

3. The departure portion of Form [-94/1-94A with a refugee admission stamp. The employee must present an unexpired
Employment Authorization Document (Form 1-766) or a combination of a List B document and an unrestricted Social

Security card within 90 days.
When the employee provides an acceptable receipt, the employer should:
1. Record the document title in Section 2 under the sections titled List A, List B, or List C, as applicable.

2. Write the word "receipt” and its document number in the "Document Number" field. Record the last day that the
receipt is valid in the "Expiration Date" field.

By the end of the receipt validity period, the employer should:
1. Cross out the word "receipt" and any accompanying document number and expiration date.
2. Record the number and other required document information from the actual document presented.

3. Initial and date the change.

See the Handbook for Employers: Instructions for Completing Form I-9 (M-274) at www.uscis.gov/I-9Central for more
information on receipts.

Section 3. Reverification and Rehires

Employers or their authorized representatives should complete Section 3 when reverifying that an employee is authorized
to work. When rehiring an employee within 3 years of the date Form I-9 was originally completed, employers have the
option to complete a new Form I-9 or complete Section 3. When completing Section 3 in either a reverification or rehire
situation, if the employee's name has changed, record the name change in Block A.

For employees who provide an employment authorization expiration date in Section 1, employers must reverify
employment authorization on or before the date provided.
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Some employees may write "N/A" in the space provided for the expiration date in Section 1 if they are aliens whose
employment authorization does not expire (e.g., asylees, refugees, certain citizens of the Federated States of Micronesia,
the Republic of the Marshall Islands, or Palau). Reverification does not apply for such employees unless they chose to
present evidence of employment authorization in Section 2 that contains an expiration date and requires reverification,
such as Form [-766, Employment Authorization Document.

Reverification applies if evidence of employment authorization (List A or List C document) presented in Section 2
expires. However, employers should not reverify:

1. U.S. citizens and noncitizen nationals; or

2. Lawful permanent residents who presented a Permanent Resident Card (Form [-551) for Section 2.

Reverification does not apply to List B documents.

[f both Section 1 and Section 2 indicate expiration dates triggering the reverification requirement, the employer should
reverify by the earlier date.

For reverification, an employee must present unexpired documentation from either List A or List C showing he or she is
still authorized to work. Employers CANNOT require the employee to present a particular document from List A or List
C. The employee may choose which document to present.

To complete Section 3, employers should follow these instructions:
1. Complete Block A if an employee's name has changed at the time you complete Section 3.

2. Complete Block B with the date of rehire if you rehire an employee within 3 years of the date this form was originally
completed, and the employee is still authorized to be employed on the same basis as previously indicated on this form.
Also complete the "Signature of Employer or Authorized Representative” block.

3. Complete Block C if:
a. The employment authorization or employment authorization document of a current employee is about to expire and
requires reverification; or

b. You rehire an employee within 3 years of the date this form was originally completed and his or her employment
authorization or employment authorization document has expired. (Complete Block B for this employee as well.)

To complete Block C:

a. Examine either a List A or List C document the employee presents that shows that the employee is currently
authorized to work in the United States; and

b. Record the document title, document number, and expiration date (if any).

4. After completing block A, B or C, complete the "Signature of Employer or Authorized Representative" block,
including the date.

For reverification purposes, employers may either complete Section 3 of a new Form I-9 or Section 3 of the previously
completed Form I-9. Any new pages of Form I-9 completed during reverification must be attached to the employee's
original Form I-9. If you choose to complete Section 3 of a new Form -9, you may attach just the page containing
Section 3, with the employee's name entered at the top of the page, to the employee's original Form I-9. If there is a
more current version of Form I-9 at the time of reverification, you must complete Section 3 of that version of the form.

What Is the Filing Fee?

There is no fee for completing Form I-9. This form is not filed with USCIS or any government agency. Form I-9 must be
retained by the employer and made available for inspection by U.S. Government officials as specified in the "USCIS
Privacy Act Statement" below.

USCIS Forms and Information

For more detailed information about completing Form 1-9, employers and employees should refer to the Handbook for
Employers: Instructions for Completing Form I-9 (M-274).
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You can also obtain information about Form I-9 from the USCIS Web site at www.uscis.gov/I-9Central, by e-mailing
USCIS at I-9Central@dhs.gov, or by calling 1-888-464-4218. For TDD (hearing impaired), call 1-877-875-6028.

To obtain USCIS forms or the Handbook for Employers, you can download them from the USCIS Web site at www.uscis.
gov/forms. You may order USCIS forms by calling our toll-free number at 1-800-870-3676. You may also obtain forms
and information by contacting the USCIS National Customer Service Center at 1-800-375-5283. For TDD (hearing
impaired), call 1-800-767-1833.

Information about E-Verify, a free and voluntary program that allows participating employers to electronically verify the
employment eligibility of their newly hired employees, can be obtained from the USCIS Web site at www.dhs.gov/E-
Verify, by e-mailing USCIS at E-Verify@dhs.gov or by calling 1-888-464-4218. For TDD (hearing impaired), call
1-877-875-6028.

Employees with questions about Form I-9 and/or E-Verify can reach the USCIS employee hotline by calling
1-888-897-7781. For TDD (hearing impaired), call 1-877-875-6028.

Photocopying and Retaining Form I-9

A blank Form I-9 may be reproduced, provided all sides are copied. The instructions and Lists of Acceptable Documents
must be available to all employees completing this form. Employers must retain each employee's completed Form 1-9 for
as long as the individual works for the employer. Employers are required to retain the pages of the form on which the
employee and employer enter data. If copies of documentation presented by the employee are made, those copies must
also be kept with the form. Once the individual's employment ends, the employer must retain this form for either 3 years
after the date of hire or 1 year after the date employment ended, whichever is later.

Form I-9 may be signed and retained electronically, in compliance with Department of Homeland Security regulations at
8 CFR 274a.2.

USCIS Privacy Act Statement

AUTHORITIES: The authority for collecting this information is the Immigration Reform and Control Act of 1986,
Public Law 99-603 (8 USC 1324a).

PURPOSE: This information is collected by employers to comply with the requirements of the Immigration Reform and
Control Act of 1986. This law requires that employers verify the identity and employment authorization of individuals
they hire for employment to preclude the unlawful hiring, or recruiting or referring for a fee, of aliens who are not
authorized to work in the United States.

DISCLOSURE: Submission of the information required in this form is voluntary. However, failure of the employer to
ensure proper completion of this form for each employee may result in the imposition of civil or criminal penalties, In
addition, employing individuals knowing that they are unauthorized to work in the United States may subject the
employer to civil and/or criminal penalties.

ROUTINE USES: This information will be used by employers as a record of their basis for determining eligibility of an
employee to work in the United States. The employer will keep this form and make it available for inspection by
authorized officials of the Department of Homeland Security, Department of Labor, and Office of Special Counsel for
Immigration-Related Unfair Employment Practices.

Paperwork Reduction Act

An agency may not conduct or sponsor an information collection and a person is not required to respond to a collection of
information unless it displays a currently valid OMB control number. The public reporting burden for this collection of
information is estimated at 35 minutes per response, including the time for reviewing instructions and completing and
retaining the form. Send comments regarding this burden estimate or any other aspect of this collection of information,
including suggestions for reducing this burden, to: U.S. Citizenship and Immigration Services, Regulatory Coordination
Division, Office of Policy and Strategy, 20 Massachusetts Avenue NW, Washington, DC 20529-2140; OMB No.
1615-0047. Do not mail your completed Form I-9 to this address.
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Employment Eligibility Verification USCIS

. Form I-9
Department of Homeland Security OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 03/31/2016

P START HERE. Read instructions carefully before completing this form. The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) they will accept from an employee. The refusal to hire an individual because the documentation presented has a future
expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form 1-8 no later
than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial | Other Names Used (if any)
Address (Street Number and Name) Apt. Number City or Town State Zip Code
Date of Birth (mm/dd/yyyy) |U.S. Social Security Number | E-mail Address Telephone Number

LLLHTH |

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following):
] A citizen of the United States

[ ] A noncitizen national of the United States (See instructions)

[ ] A lawful permanent resident (Alien Registration Number/USCIS Number):

D An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy) . Some aliens may write "N/A" in this field.
(See instructions)

For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form 1-94 Admission Number:

1. Alien Registration Number/USCIS Number:

3-D Barcode
OR Do Not Write in This Space

2. Form 1-94 Admission Number:

If you obtained your admission number from CBP in connection with your arrival in the United
States, include the following:

Foreign Passport Number:

Country of Issuance:

Some aliens may write "N/A" an the Foreign Passport Number and Country of Issuance fields. (See instructions)

Signature of Employee: Date (mm/dd/yyyy):

Preparer and/or Translator Certification (To be completed and signed if Section 1 is prepared by a person other than the
employee.)

| attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
information is true and correct.

Signature of Preparer or Translator: Date (mm/dd/yyyy):
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State Zip Code

@ - Employer Completes Next Page @
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Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized represeniative must complete and sign Section 2 within 3 business days of the employee’s first day of employment. You
must physically examine one document from List A OR examine a combination of one document from List B and one document from List C as listed on
the "Lists of Acceptable Documents” on the next page of ifiis form. For each document you review, record the foliowing information: document title,
tssuing authorify, document number, and expiration date, if any.)

Employee Last Name, First Name and Middle Initial from Section 1:

List A OR List B AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title: Document Title: Document Title: T
Issuing Authority: Issuing Autharity: Issuing Authority:
Document Number: Document Number: Document Number:
Expiration Date (if any)(mm/dd/yyyy): Expiration Date (if any)(mm/dd/iyyyy): Expiration Date (if any)(mm/dd/yyyy):

Document Title:

Issuing Authority:

Document Number:

Expiration Date (if any)(mm/dd/yyyy):
3-D Barcode
Do Not Write in This Space

Document Title:

Issuing Authority:

Document Number:

Expiration Date (if any)(mm/dd/yyyy):

Certification

I attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee, (2) the
above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States. ’

The employee's first day of employment (mm/dd/yyyy):

Signature of Employer or Authorized Representative Date (mm/dd/yyyy) Title of Employer or Authorized Representative
Administrative Assist.-Personnel

(See instructions for exemptions.)

Employer's Business or Organization Name
Bergenfield Board of Education

Last Name (Family Name) First Name (Given Name)
Ursillo Elizabeth

State Zip Code
NJ 07621

Employer's Business or Organization Address (Street Number and Name) | City or Town

100 S Prospect Avenue Bergenfield

Section 3. Reverification and Rehires (7o be completed and signed by employer or authorized representative.)
A. New Name (if applicable) Last Name (Family Name) First Name (Given Name) Middle Initial | B. Date of Rehire (if appiicable) (mm/dd/yyyy):

C. If employee's previous grant of employment authorizaticn has expired, provide the information for the document from List A or List C the employee
presented that establishes current employment authorization in the space provided below.
Document Title: Document Number: Expiration Date (if any)(mm/dd/yyyy):

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative: Date (mm/dd/yyyy): Print Name of Employer or Authorized Representative:
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LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and

Employment Authorization dR

LISTB

Documents that Establish
Identity

LISTC

Documents that Establish
Employment Authorization

AND

U.S. Passport or U.S. Passport Card

Permanent Resident Card or Alien
Registration Receipt Card (Form 1-551)

Foreign passport that contains a
temporary [-551 stamp or temporary
I-5651 printed notation on amachine-
readable immigrant visa

Driver's license or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

Employment Authorization Document
that contains a photograph (Form
1-766)

ID card issued by federal, state or local
government agencies or entities,
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color, and address

1. A Social Security Account Number
card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

For a nonimmigrant alien authorized
to work for a specific employer
because of his or her status:

a. Foreign passport; and

b. Form 1-84 or Form [-94A that has
the following:

(1) The same name as the passport;
and

(2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or

limitations identified on the form.|

School ID card with a photograph

2. Certification of Birth Abroad issued

by the Department of State (Form
FS-545)

Voter's registration card

U.S. Military card or draft record

3. Certification of Report of Birth

issued by the Department of State
(Form DS-1350)

Military dependent's ID card

Nio|lo| &l w

U.S. Coast Guard Merchant Mariner
Card

oot

Native American tribal document

4. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Driver's license issued by a Canadian
government authority

5. Native American tribal document

6. U.S. Citizen ID Card (Form 1-197)

Passport from the Federated States of |

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
I-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

For persons under age 18 who are

unable to present a document
listed above:

7. ldentification Card for Use of
Resident Citizen in the United
States (Form I-179)

10. School record or report card

=11,

Clinic, doctor, or hospital record

12. Day-care or nursery school record

8. Employment authorization

document issued by the
Department of Homeland Security

lllustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to Section 2 of the instructions, titled "Employer or Authorized Representative Review
and Verification," for more information about acceptable receipts.
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BERGENFIELD BOARD OF EDUCATION
100 S PROSPECT AVENUE
BERGENFIELD, NEW JERSEY 07621
PERSONNEL OFFICE

Phone 201-385-8020
Fax 201-384-1454
To:  Applicant/Employee

From: Liz Ursillo, Personnel Office

Re:  Mantoux Tuberculin Testing

According to New Jersey State Law, all new employees must be mantoux tested to screen for
evidence of exposure to or infection with tuberculosis. State Law requires testing upon
employment in any New Jersey Public School. The form must be completed and returned with
your application to the Personnel Office where you obtained your application packet.

NOTE: You cannot work in the Bergenfield Public School District
unless you comply with this mandate.

TO BE COMPLETED BY PHYSICIAN OR NURSE:

Full Name:

Person receiving test

Address:

Mantoux Tuberculin Test

Date implanted: Date Read:
Reaction: mm Negative Positive
Chest x-ray:
(1f needed ) Date: Result:
Reactor/Case Therapy:
Type: Date:
Physician/Institution Name & Address Physician/Registered Nurse

(Print or Stamp) (Signature)



BERGENFIELD BOARD OF EDUCATION
b.Cq.IOm_Nh.._._OZ FOR DIRECT DEPOSIT

[ 1Initial Request
[]Change

Name

Last - Flrst

Work Location

Soclal Securlty Number

Job Title Phone Number

| authorized my employar Bergenfield Public Schools and the bank Indicated below to direct d

monles to which | am not entitled are depositad in my account, | authorize my employer to direct the b
unti] | have cancelled it in writing.

eposit my net pay automatically to my account each payday. If
ank to return said funds. This authority will remain in effect

You must obtain the correct Transit Routin

g Number and Account Number from your bank and complete the form below. Itis your responsibllity to supply the
correct information required.

Employee Signature ) Date

PLEASE ATTACH A VOID CHECK or SAVINGS DEPOSIT SLIP
[ 18avings Account or [ 3 Checking Account

Bank Account #: Transit Routingit

Bank Name

Branch Address

O_G._ State, Zip

Savings Account # (If applicable)

Your E-Malil Address

ATTACH VOID CHECK HERE

FOR PAYROLL USE ONLY:
BANK ID

PRE-NOTE

LIVE

Date Back to Active:

AUTDEP



BERGENFIELD BOARD OF EDUCATION
BERGENFIELD, NEW JERSEY 07621

PERSONNEL OFFICE
201-385-8020

The attached are Bergenfield Board of Education Policy Codes on Use of Social
Networking Sites

Please take a few minutes to read the policies in full. Your signature below will
indicate that you have received a copy of the policies.

Print Name:

Signature:

School:

Date:

Please sign and return the top sheet only to the Personnel Office




P O LI C Y BOARD OF E]])Bﬁz?il\g;gND

Teaching Staff Members
3282/Page 1 of 3
USE OF SOCIAL NETWORKING SITES

3282 USE OF SOCIAL NETWORKING SITES

3282 Use of Social Networking Sites

The Board of Education has a strong commitment to quality education and the
well-being of all pupils, as well as the preservation of the school district’s
reputation. The Board believes staff members must establish and maintain public
trust and confidence and be committed to protecting all pupils attending the
school district. In support of the Board’s strong commitment to the public’s trust
and confidence, the Board holds all staff members to the highest level of
professional responsibility.

The Commissioner of Education has determined inappropriate conduct outside a
stalf member’s professional responsibilities may determine them as unfit to
discharge the duties and functions of their position. Staff members should be
advised communications, publications, photographs, and other information
appearing on social networking sites deemed inappropriate by the Board could be
cause for dismissal of a non-tenured staff member or to certify tenure charges
against a tenured staff member to the Commissioner of Education.

Staff members are advised to be concerned and aware such conduct deemed
mappropriate may include, but is not limited to, communications and/or
publications using e-mails, text-messaging, social networking sites, or any other
form of electronic communication that is directed and/or available to pupils or for
public display or publication.

While the Board respects the right of staff members to use social networking sites,
staff members should recognize they are held to a higher standard than the general
public with regard to standards of conduct and ethics. It is important that a staff
member’s use of these sites does not damage the reputation of the school district,
employees, pupils, or their families. Staff members who utilize, post or publish
images, photographs, or comments on social networking sites, blogs, or other
forms of electronic communication outside their professional responsibilities shall
ensure their use, postings, or publications are done with an appropriate level of
professionalism and are appropriate conduct for a school staff member. Staff
members should exercise care in setting appropriate boundaries between their
personal and public online behavior, understanding that what is private in the
digital world often has the possibility of becoming public even without their
knowledge or consent.

The school district strongly encourages all staff members to carefully review the
privacy settings on social networking sites they use and exercise care and good




POLICY  BOARD OF EDUCATION

Teaching Staff Members
3282/Page 2 of 3
USE OF SOCTAL NETWORKING SITES

judgment when posting content and information on such sites. Staff members
should adhere to the following guidelines, which are consistent with the district’s
workplace standards on harassment, pupil relationships, conduct, professional
communication, and confidentiality.

When using personal social networking sites, school staff members:

1. Should not make statements that would violate any of the district’s
policies, including its policies concerning discrimination or
harassment;

2, Must uphold the district’s value of respect for the individual and

avoid making defamatory statements about the school district,
employees, pupils, or their families;

3. May not disclose any confidential information about the school
district or confidential information obtained during the course of
his/her employment, about any individual(s) or organization,
including pupils and/or their families;

4. Shall not use social networking sites to post any materials of a
sexually graphic nature;

5. Shall not use social networking sites to post any materials which
promote violence;

0. Shall not use social networking sites which would be detrimental
to the mission and function of the district;

7. Are prohibited from using their school district title as well as
adding references to the district in any correspondence including,
but not limited to, e-mails, postings, blogs, and social networking
sites unless the communication is of an official nature and is
serving the mission of the district. This prohibition also includes
signature lines and personal e-mail accounts;

8. Shall not post updates to their status on any social networking sites
during normal working hours including posting of statements or
comments on the social networking sites of others during school
time unless it involves a school project. Employees must seek
approval from the Superintendent of Schools for such use; and




POLICY BOARD OF EDUCATION

Teaching Staff Members
3282/Page 3 of 3
USE OF SOCIAL NETWORKING SITES

Shall not post or publish any information the Commissioner of Education
would deem to be inappropriate conduct by a school staff member.

The Policy of this district is to maintain a level of professionalism both during and
after the school day. Any publication through any means of electronic
communication which is potentially adverse to the operation, morale, or
efficiency of the district, will be deemed a violation of this Policy. If the Board or
Superintendent believes that a staff member’s activity on any social networking
site violates the district’s policies, the Board or Superintendent may request that
the employee cease such activity. Depending on the severity of the incident, the
staff member may be subject to disciplinary action.

This Policy has been developed and adopted by this Board to provide guidance
and direction to staff members on how to avoid actual and/or the appearance of
inappropriate conduct toward pupils and/or the community while using social
networking sites.

Adopted: 27 August 2012




-BERGENFIELD BOARD OF EDUCATION
BERGENIFIELD, NEW JERSLEY 07621

PERSONNEL OFFICE
201-385-8020

The attached are Bergenficld Board of Education Policies on:
- Electronic Communication Between Teaching Staff Members and Students
- Acceptable Use of Computer Network(s)/Computers and Resources by Teaching
Staff Members

Please take a few minutes to read the policies in full. Your signature below will
indicate that you have received a copy of the policies.

Print Name:

Signature:

School:

Date:

Please sign and return the top sheet only to the Personnel Office
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POLICY Bergenfield

Board of Education

Section: Teaching Staff Members

3283, ELECTRONIC COMMUNICATIONS BETWEEN TEACHING STAFF MEMBERS AND
STUDENTS

Date Created: September 2014

Date Edited: September 2014

3283- ELECTRONIC COMMUNICATIONS BETWEEN TEACHING STAFF MEMBERS AND
STUDENTS

M

The Board of Education recognizes electronic communications and the use of social media outlets
create new options for extending and enhancing the educational program of the school district.
Electronic communications and the use of social media can help students and teaching staff
members communicate regarding: questions during non-school hours regarding homework or other
assignments; scheduling issues for school-related co-curricular and interscholastic athletic
activities; school work to be completed during a student’s extended absence; distance learning
opportunities; and other professional communications that can enhance teaching and learning
opportunities between teaching staff members and students. However, the Board of Education
recognizes teaching staff members can be vulnerable in electronic communications with students.

In accordance with the provisions of N.J.S.A. 18A:36-40, the Board of Education adopts this Policy
to provide guidance and direction to teaching staff members to prevent improper electronic
communications between teaching staff members and students.

The Commissioner of Education and arbitrators, appointed by the Commissioner, have determined
inappropriate conduct may determine a teaching staff member unfit to discharge the duties and
functions of their position. Improper electronic communications by teaching staff members may be
determined to be inappropriate conduct.

For the purposes of this Policy, “electronic communication” means a communication transmitted by
means of an electronic device including, but not limited to, a telephone, cellular telephone,
computer, computer network, personal data assistant, or pager. “Electronic communications”
include, but are not limited to, e-mails, text messages, instant messages, and communications made
by means of an Internet website, including social media and social networking websites.

For the purposes of this Policy, “professional responsibility” means a teaching staff member’s
responsibilities regarding co-curricular, athletic coaching, and any other instructional or non-
instructional responsibilities assigned to the teaching staff member by the administration or Board
of Education.

For the purposes of this Policy, “improper electronic communications” means an electronic
communication between a teaching staff member and any student of the school district when:

i. The content of the communication is inappropriate as defined in this Policy; and/or
2. The manner in which the electronic communication is made is not in accordance

with acceptable protocols for electronic communications between a teaching staff
member and a student as defined in this Policy.

https://straussesmay.com/seportal/secure/DistrictPolicy aspx?policyid=3283 11/2/2020
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Inappropriate content of an electronic communication between a teaching staff member and a
student includes, but is not limited to:

1. Communications of a sexual nature, sexually oriented humor or language, sexnal
advances, or content with a sexual overtone;

2. Communications involving the use, encouraging the use, or promoting or
advocating the use of alcohol or tobacco, the illegal use of prescription drugs or
controlled dangerous substances, illegal gambling, or other illegal activities;

3. Communications regarding the teaching staff member’s or student’s past or current
romantic relationships;

4. Communications which include the use of profanities, obscene language, lewd
comments, or pornography;

3. Communications that are harassing, intimidating, or bullying;

6. Communications requesting or trying to establish a personal relationship with a
student beyond the teaching staff member’s professional responsibilities,

7. Comimunications related to personal or confidential information regarding another
school staff member or student; and

8. Communications between the teaching staff member and a student that the
Commissioner of Education or an arbitrator would determine to be inappropriate in
determining the teaching staff member is unfit to discharge the duties and functions
of their position.

The following acceptable protocols for all electronic communications between a teaching staff
member and a student shall be followed:

1. E-Mail Electronic Communications Between a Teaching Staff Member and a
Student

a, All e-mails between a teaching staff member and a student must be sent or
received through the school district’s e-mail system. The content of all
e-mails between a teaching staff member and a student shall be limited to the
staff member’s professional responsibilities regarding the student.

b. A teaching staff member shall not provide their personal e-mail address to
any student, If a student sends an e-mail to a teaching staff member’s
personal e-mail address, the staff member shall respond to the e-mail through
the school district e-mail system and inform the student his/her personal
e-mail address shall not be used for any electronic communication between
the teaching staff member and the student.

c. A teaching staff member’s school district e-mail account is subject to
review by authorized school district officials. Therefore, a teaching staff
member shall have no expectation of privacy on the school district’s e-mail
system.
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2. Cellular Telephone Electronic Communications Between a Teaching Staff Member
and a Student

a. Communications between a teaching staff member and a student via a
personal cellular telephone shall be prohibited.

M However, a teaching staff member may, with prior approval of the
Principal or designee, communicate with a student using their
personal cellular telephone if the need to communicate is directly
related to the teaching staff member’s professional responsibilities for
a specific purpose such as a field trip, athletic event, co-curricular
activity, etc. Any such approval for cellular telephone
communications shall not extend beyond the specific field trip,
athletic event, co-curricular activity, etc. approved by the Principal or
designee.

3. Text Messaging Electronic Communications Between Teaching Staff Members and
Students

a, Text messaging communications between a teaching staff member and an
individual student are prohibited.

(1) However, a teaching staff member may, with prior approval of the
Principal or designee, text message students provided the need to text
message is directly related to the teaching staff member’s professional
responsibilities with a class or co-curricular activity. Any such text
message must be sent to every student in the class or every member of
the co-curricular activity. Any such approval for text messaging shall
not extend beyond the class or activity approved by the Principal or
designee.

4. Social Networking Websites and other Internet-Based Social Media Electronic
Communications Between Teaching Staff Members and a Student

a. A teaching staff member is prohibited from communicating with any student
through the teaching staff member’s personal social networking website or
other Internet-based website. Communications on personal websites are not
acceptable between a teaching staff member and a student.

b. A teaching staff member shall not accept “friend” requests from any student on
their personal social networking website or other Internet-based social media
website. Any communication sent by a student to a teaching staff member’s
personal social networking website or other Internet-based social media website
shall not be responded to by the teaching staff member and shall be reported to the
Principal or designee by the teaching staff member.

c. If a teaching staff member has a student(s) as a “friend” on their personal social
networking website or other Internet-based social media website they must
permanently remove them from their list of contacts upon Board adoption of this
Policy.

d. Communication between a teaching staff member and a student through social
networking websites or other Internet-based social media websites is only permitted
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provided the website has been approved by the Principal or designee and all
communications or publications using such websites are available to: every student
in the class; every member of the co-cwrricular activity and their parents; and the
Principal or designee.

Reporting Responsibilities

In the event a student sends an improper electronic communication, as defined in this Policy, to a
teaching staff member, the teaching staff member shall report the improper communication to the
Principal or designee by the next school day. The Principal or designee will take appropriate action
to have the student discontinue such improper electronic communications. Improper electronic
communications by a teaching staff member or a student may result in appropriate disciplinary
action.

The provisions of this Policy shall be applicable at all times while the teaching staff member is
employed in the school district and at all times the student is enrolled in the school district,

including holiday and summer breaks.

A copy of this Policy will be made available on an annual basis, to all parents, students, and school
employees either electronically or in school handbooks.

N.J.S.A. 18A:36-40

Adopted: September 22, 2014

® 2020 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, N] 08753
ph: (732)255-1500 fax: (732)255-1502
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POLICY Bergenfield

Board of Education

Section: Teaching Staff Members

3321. ACCEPTABLE USE OF COMPUTER NETWORK(S) COMPUTERS AND RESOURCES BY
TEACHING STAFF MEMBERS

Date Created: October 2007

Date Edited: October 2607

3321- ACCEPTABLE USE OF COMPUTER NETWORK(S), COMPUTERS AND RESOURCES BY
TEACHING STAFF MEMBERS

The Board recognizes that as telecommunications and other new technologies shift the manner in which
information is accessed, communicated and transferred that those changes will alter the nature of teaching
and learning. Access to telecommunications will allow teaching staff members to explore databases,
libraries, Internet sites, bulletin boards and the like while exchanging information with individuals
throughout the world. The Board supports access by teaching staff members to information sources but
reserves the right to limit in-school use to materials appropriate to educational purposes. The Board directs
the Superintendent to effect training of teaching staff members in skills appropriate to analyzing and
evaluating such resources as to appropriateness for educational purposes.

The Board also recognizes that telecommunications will allow teaching staff members access to
information sources that have not been pre-screened using Board approved standards. The Board therefore
adopts the following standards of conduct for the use of computer network(s) and declares unethical,
unacceptable, inappropriate or illegal behavior as just cause for taking disciplinary action, limiting or
revoking network access privileges, instituting legal action or taking any other appropriate action as
deemed necessary.

The Board provides access to computer network(s)/computers for administrative and educational purposes
only. The Board retains the right to restrict or terminate teaching staff members access to the computer
network(s)/computers at any time, for any reason. The Board retains the right to have the Superintendent
or designee, monitor network activity, in any form necessary, to maintain the integrity of the network(s)
and ensure its proper use.

Standards for Use of Computer Network(s)

Any individual engaging in the following actions declared unethical, unacceptable or illegal when using
computer network(s)/computers shall be subject to discipline or legal action:

1. Using the computer network(s)/computers for illegal, inappropriate or obscene purposes, or
in support of such activities. Illegal activities are defined as activities which violate federal,
state, local laws and regulations. Inappropriate activities are defined as those that violate the
intended use of the network(s). Obscene activities shall be defined as a violation of
generally accepted social standards for use of publicly owned and operated communication
vehicles.

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

3. Using the computer network(s) in a manner that:
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Violations

1.

2,

Individuals violating this policy shall be subject to appropriate disciplinary actions as defined by Policy
No. 3150, Discipline which includes but are not limited to:

N.J.S.A. 2A:38A-3

Page 2 of 3

a. Intentionally disrupts network traffic or crashes the network;

b. Degrades or disrupts equipment or system performance;

c. Uses the computing resources of the school district for commercial purposes,
financial gain or fraud,

d. Steals data or other intellectual property;

e. Gains or seeks unauthorized access to the files of others or vandalizes the data of
another user;

f. Gains or seeks unauthorized access to resources or entities;

g. Forges electronic mail messages or uses an account owned by others;

h. Invades privacy of others;

i Posts anonymous messages;

J- Possesses any data which is a violation of this policy; and/or

k. Engages in other activities that do not advance the educational purposes for which

computer network(s)/computers are provided.

Use of the network(s)/computers only under direct supervision,
Suspension of network privileges;

Revocation of network privileges;

Suspension of computer privileges;

Revocation of computer privileges;

Suspension;

Dismissal;

Legal action and prosecution by the authorities; and/or

Any appropriate action that may be deemed necessary as determined by the Superintendent
and approved by the Board of Education.

https://straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=3321 11/2/2020
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Adopted: 15 October 2007

© 2020 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Torns River, N1 08753
ph: (732)255-1500 fax: {732)255-1502
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POLICY Board of Education

Section: Teaching Staff Members
3362. SEXUAL HARASSMENT (M)
Date Created: October, 2007

Date Edited: October, 2007

3362- SEXUAL HARASSMENT (M)

M

The Board of Education recognizes that an employee’s right to freedom from employment discrimination includes the
opportunity to work in an environment untainted by sexual harassment. Sexually offensive speech and conduct are wholly
inappropriate to the harmonious employment relationships necessary to the operation of the school district and intolerable in &
workplace to which the children of this district are exposed.

Sexmal harassment includes all vawelcome sexnal advances, requests for sexual favors, and verbal or physical contacts of a
sexual nature that would not have happened but for the employee’s gender. 'Whenever submission to such conduct is made a
condition of employment or a basis for an employment decision, or when such conduct is severe and pervasive and has the
parpose or effect of unreasonably altering or interfering with work performance or creating an intimidating, hostile, or offensive
working environment, the employee shall have cause for complaint.

The sexual harassment of any employee of this district is strictly forbidden. Any employee or ageat of this Board whe is found
to have sexually harassed an employee of this district will be subject to discipline which may include termination of
employment. Any employes who has been exposed to sexual harassment by any employee or agent of this Board is encouraged
to report the harassment to an appropriate supervisor. An employee may complain of any failure of the Board to take comective
action by recourse to the procedure by which a discrimination complaint is processed. The employee may appeal the Board’s
action or inaction to the United States Equal Employment Opporfunity Cornmission or the New Jersey Division of Civil Righs.
Complaints regarding sexual harassment shall be submitted following the procedures outlined in Regulation No. 1530, Equal
Employment Opporhmity.

The Superiptendent or designes shall instruct zll employees and agents of this Beard to recognize and correct speech and
behavior pattems that may be sexually offensive with or without the infent to offend.

29 CER. 1604.11

Adopted: 15 October 2007

"

© 2016 Strauss Esmay Associates, LLP
1886 Hinds Road, Sulte 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Board of Education
Section: Students
5512.01. HARASSMENT, INTIMIDATION, AND BULLYING (M)
Date Created: October, 2007
Date Edited: October, 2018

POLICY

5512.01- HARASSMENT, INTIMIDATION, AND BULLYING (M)

M
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A Policy Statement

The Board of Education prohibits acts of harassment, intimidation, or bullying of a student. A safe and civil
environment in school is necessary for students to learn and achieve high academic standards. Harassment,
intimidation, or bullying, like other disruptive or violent behaviors, is conduct that disrupts both a student’s
ability to learn and a school’s ability to educate its students in a safe and disciplined enviromment. Since
studenis 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.

For the purposes of this Policy, the term "parent,” pursuant to N.J.A.C. 6A:16-1.3, means the natural parent(s)
or adoptive parent(s), legal guardian(s), foster parent(s), or parent swrrogate(s) of a student. Where parents are




separated or divorced, "parent" means the person or agency which has legal custody of the student, as well as
the natural or adoptive parent(s) of the student, provided such parental rights have not been terminated by a
court of appropriate jurisdiction.

B. Harassment, Intimidation, and Bullying Definition

“Harassment, intimidation, or bullying” means any gesture, any written, verbal or physical act, or any
electronic communication, as defined in N.J.S.A., 18A:37-14, whether it be a single incident or a series of
incidents that:

1. Is reasonably perceived as being motivated by either any actual or perceived characteristic, such as
race, color, religion, ancestry, national origin, gender, sexwal orientation, gender identity and
expression, or a mental, physical or sensory disability, or by any other distinguishing characteristic;

2. Takes place on school property, at any school-sponsored function, on a school bus, or off school
grounds, as provided for in N.J.S.A. 18A:37-15.3;

3. Substantially disrupts or interferes with the orderly operation of the school or the rights of other
students; and that

a. A reasonable person should know, under the circumstances, that the act(s) will have the effect
of physically or emotionally harming a student or damaging the student’s property, or
placing a student in reasonable fear of physical or emotional harm to his‘her person or
damage to his/her property; or

b. Has the effect of insulting or demeaning any student or group of students; or

c. Creates a hostile educational environment for the student by interfering with a student’s
education or by severely or pervasively causing physical or emotional harm to the student.

Schools are required to address harassment, intimidation, and bullying occwrring off school grounds, when
there is a nexus between the harassment, intimidation, and bullying and the school (e.g., the harassment,
intfmidation, or bullying substantially disrupts or interferes with the orderly operation of the school or the
rights of other students).

“Rlectronic communication” means a communication transmitted by means of an electronic device, including,
but not limited to: a telephone, cellutar phone, computer, or pager.

C. Student Expectations

The Board expects students to conduct themselves in keeping with their levels of development, maturity and
demonstrated capabilities with proper regard for the rights and welfare of other students and school staff, the
educational purpose underlying all school activities and the care of school facilities and equipment consistent
with the Code of Student Conduct.

The Board believes that standards for student behavior must be set cooperatively through interaction among
the students, parents, school employees, school administrators, scheol volunteers, and commumity
representatives, producing an atmosphere that encourages students to grow in self-discipline. The
development of this atmosphere requires respect for self and others, as well as for school district and
community property on the part of students, staff, and community members. _

Students are expecled to behave in a way that creates a supportive learning environment. The Board believes
the best discipline is self-imposed, and it is the responsibility of staff to use instances of violations of the Code
of Student Conduct as opportunities to help students learn to assume and accept responsibility for their
behavior and the consequences of their behavior. Staff members who interact with students shall apply best
practices designed to prevent student conduct problems and foster students’ abilities to grow in self-discipline.

The Board expects that students will act in accordance with the student behavioral expectations and standards
regarding harassment, intimidation, and bullying, incinding:

1. Student responsibilities (e.g., requirements for stadends to conform to reasonable standards of socially
accepted behavior; respect the person, property and rights of others; obey constituted autherity; and
respond to those who hold that anthority);

2. Appropriate recognition for positive reinforcement for good conduct, self-discipline, and good
citizenship;

3. Student rights; and
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4. Sanctions and due process for violations of the Code of Student Conduct.

Pursuant to N.J.S.A. 18A:37-15(a) and N.LA.C. 6A:16-7.1(a)], the district has involved a broad-base of
school and community members, including parents, students, instructional staff, student support services staff,
school administrators, and school volunteers, as well as community organizations, such as faith-based, health
and human service, business and law enforcement, in the development of this Policy. Based on locally
determined and accepted core ethical values adopted by the Board, pursuant to N.J.A.C. 6A:16-7.1(a)2, the
Board must develop guidelines for student conduct pursuant to N.J.A.C. 6A:16-7.1. These guidelines for
student conduct will take into consideration the developmental ages of students, the severity of the offenses
and students’ histories of mappropriate behaviors, and the mission and physical facilities of the individual
school(s) in the district. This Policy requires all students in the district to adhere to the rules established by the
school district and to submit to the remedial and consequential measures that are appropriately assigned for
infractions of these rules.

Pursuant to N.J.A.C. 6A:16-7.1, the Superintendent must annually provide to students and their parents the
rules of the district regarding student conduct. Provisions shall be made for informing parents whose primary
language is other than English.

The district prohibits active or passive support for acts of harassment, intimidation, or bullying. Students are
encouraged to support other students who:

I. Walk away from acts of harassment, intimidation, and bullying when they see them;

2. Constructively attempt to stop acts of harassment, intimidation, or bullying;

3 Provide support to students who have been subjected to harassment, intimidation, or bullying; and
4, Report acts of harassment, intimidation, and bullying to the designated school staff member.

Consequences and Appropriate Remedial Actions
Consequences and Appropriate Remedial Actions — Students

The Board of Education requires its school administrators to implement procedures that ensure both the
appropriate consequences and remedial responses for students who commit one or more acts of harassment,
intimidation, or bullying, consistent with the Code of Student Conduct. The following factors, at a minimum,
shall be given full consideration by school administrators in the implementation of appropriate consequences
and remedial measures for each act of harassment, intimidation, or bullying by students. Appropriate
consequences and remedial actions are those that are graded according to the severity of the offense(s),
consider the developmental ages of the student offenders and students’ histories of inappropriate behaviors, per
the Code of Student Conduct and N.J.A.C. 6A:16-7.

Factors for Determining Consequences — Student Considerations

1. Age, developmental and maturity levels of the parties involved and their relationship to the school
district;

Degrees of harm;

Surrounding circumstances;

Nature and severity of the behavior(s);

Incidences of past or continuing pattems of behavior;

Relationships befween the parties involved; and

Context in which the alleged incidents oceurred.

A

Factors for Determining Consequences — School Considerations

School culture, climate, and general staff management of the learning environment;
Social, emotional, and behavioral supports;

Student-staff relationships and staff behavior toward the student;

Family, community, and neighborhood situation; and

Alignment with Board policy and regulations/procedures.

Al s

Factors for Determining Remedial Measures
Personal

1. Life skill deficiencies;
2. Social relationships;




Strengths;

Talents;

Interests;

Hobbies;

Extra-curricular activities;

Classroom participation;

Academic performance; and

0.  Relationship to students and the school district.
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Environmental

School culture;

School climate;

Student- staff relationships and staff behavior toward the student;

General staff management of classrooms or other educational environments;
Staff ability to prevent and manage difficult or inflammatory situations;
Social-emotional and behavioral supports;

Social relationships;

Community activities;

Neighborhood situation; and

0.  Family situation.
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Consequences for a student who commits one or more acts of harassment, intimidation, or bullying may range
from positive behavioral interventions up to and inclnding suspension or expulsion of students, as set forth in
the Board’s approved Code of Student Conduct pursuant to N.J.A.C. 6A:16-7.1. Consequences for a student
who commits an act of harassment, intimidation, or bullying are those that are graded according to the severity
of the offenses, consider the developmental age of the student offenders and the students’ histories of
inappropriate behaviors consistent with the Board’s approved Code of Student Cenduct and N.J.A.C. 6A:16-7,
Student Conduct. The use of negative consequences should occur in conjunction with remediation and not be
rebied wpon as the sole intervention approach.

Remedial measures shall be designed to correct the problem behavior, prevent another occurrence of the
problem, protect and provide support for the victim of the act, and take corrective action for documented
systemic problems related to harassment, intimidation, or bullying. The consequences and remedial measures
may include, but are not limited to, the examples listed below:

Examples of Consequences

Admonishment;

Temporary removal from the classroom;
Deprivation of privileges;

Classroom or administrative detention;

Referral to disciplinarian;

In-school suspension;

Out-of-school suspension (short-term or long-termy);
Reports o law enforcement or other legal action; or
Expulsion.
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Examples of Remedial Measures

Personal — Student Exhibiting Bullying Behavior

L. Develop a behavioral contract with the student. Ensure the student has a voice in the outcome and can
identify ways he or she can solve the problem and change behaviors;
2. Meet with parents to develop a family agreement to ensure the parent and the student understand school

rules and expectations;
Explain the long-term negative consequences of harassment, intimidation, and bullying on all involved;
Ensure understanding of consequences, if harassment, intimidation, and bullying behavior continues;
5. Meet with school counselor, school social worker, or school psychologist to decipher mental health
issues (e.g., what is happening and why?);
Develop a learning plan that includes consequences and skill building;
Consider wrap-around support services or after-school programs or services;
8. Provide social skill training, such as impulse control, anger management, developing empathy, and
problem solving;
9. Arrange for an apology, preferably written;
10,  Require a reflective essay to ensure the student understands the impact of his ar her actions on others;
I1.  Have the student research and teach a lesson to the class about bullying, empathy, or a similar topic;
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12 Armange for restitution (i.e., compensation, reimbursement, amends, repayment), particularly when
persona) itemns were damaged or stolen;

13.  Explore age-appropriate restorative (1.e., healing, curative, recuperative) practices; and

14.  Schedule a follow-up conference with the student.

Personal - Target/Victim

1. Meet with a trusted staff member to explore the student’s feelings about the incident;
2. Develop a plan to ensure the student’s emotional and physical safety at school,
3. Have the student meet with the school counselor or school social worker to ensure he or she does not

feel responsible for the bullying behavior;
4. Ask students to log behaviors in the future;
5. Help the student develop skills and strategies for resisting bullying; and
6. Schedule a follow-up conference with the student.

Parents, Family, and Community

1. Develop a family agreement;
2. Refer the family for family counseling; and
3. Offer parent education workshops related to bullying and social-emotional learning.

Examples of Remedial Measures — Environmental (Classroom, School Building, or School District)

L. Analysis of existing data to identify bullying issues and concerns;

2. Use of findings from school surveys (e.g., school climate surveys);

3. Focus groups,

4. Mailings — postal and email;

5. Cable access television;

6. School culture change;

7. School climate improvement;

8. Increased supervision in “hot spots” (e.g. locker rooms, hallways, playgrounds, cafeterias, school
perimeters, buses);

9. Adoption of evidence-based systemic bullying prevention practices and programs;

10. Training for all certificated and non-certificated staff to teach effective prevention and intervention

skills and strategies;

I1.  Professional development plans for invelved staff;

12. Participation of parents and other community members and organizations (e.g., Parent Teacher
Associations, Parent Teacher Organizations) in the educational program and in problem-solving
bullying issues;

13.  Formation of professional learning comrmunities to address bullying problemns;

14 Small or large group presentations for fully addressing the actions and the school’s response to the
actions, in the context of the acceptable student and staff member behavior and the consequences of
such actions;

15.  School policy and procedure revisions;

16. Modifications of schedules;

17.  Adjustments in hallway traffic;

18. FExamination and adoption of educational practices for actively engaging students in the learning
process and in bonding students to pro-social institutions and people;

19.  Medifications in student routes or pattems traveling to and from school;

20. Supervision of student victims before and after school, including school transportation;

21.  Targeted use of monitors {e.g., hallway, cafeteria, locker room, playground, school perimeter, bus);

22, Targeted use of teacher aides;

23.  Disciplinary action, including dismissal, for school staff who contributed to the problem;

24. Suppottive institutional interventions, including participation in the Intervention and Referral Services
Team, pursuant to N.JA.C. 6A:16-8;
25. Parent conferences;

26.  Family counseling;
27.  Development of a general harassment, intimidation, and bullying response plan;

28.  Behavioral expectations communicated to students and parents;

29. Participation of the entire student body in problem-solving harassment, intimidation, and bullying
issues;

30. Recommendations of a student behavior or ethics council;

31.  Participation in peer support groups;

32. School transfers; and

33, Involvement of law enforcement officers, including school resource officers and juvenile officers or
other appropriate legal action.




Consequences and Appropriate Remedial Actions — Adults

The district will also impose appropriate consequences and remedial actions to an adult who commits an act of
harassment, intimidation, or bullying of a student. The consequences may include, but not be limited to:
verbal or written reprimand, increment withholding, legal action, disciplinary action, termination, and/or bans
from providing services, participating in school district-spensored programs, or being in school buildings or on
school grounds. Remedial measures may include, but not be limited to: in or out-of-school counseling,
professional development programs, and work environment modifications.

Target/Victim Support

Districts should identify a range of strategies and resources that will be available to individual victims of
harassment, imtimidation, and bullying, and respond in a manner that provides relief to victims and does not
stigmatize victims or further their sense of persecution. The type, diversity, location, and degree of support are
directly related to the student’s perception of safety.

Sufficient safety measures should be undertaken to ensure the victims® physical and social-emotional well-
being and their ability to learn in a safe, supportive, and civil educational environment.

Examples of support for student victims of harassment, intimidation, and bullying include:

Teacher aides;

Hallway and playground monitors;
Partnering with a school leader;
Provision of an adult mentor;
Assignment of an adult “shadow” to help protect the student;
Seating changes;

Schedule changes;

School transfers;

. Before- and after-school supervision;
10.  School transportation supervision;
11. Counseling; and

12, Treatment or therapy.
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Harassment, Intimidation, and Bullying Reporting Procedure

The Board of Education requires the Principal at each school to be respensible for receiving complaints
alleging violations of this Policy. The Principal or the Principal’s designee shall exercise his/her discretion in
determining whether the allegations, if true, meet the threshold definition of harassment, intimidation, and
bullying, If the allegations meet the threshold definition, an investigation shall be conducted. If the
allegations do not meet the threshold definition, an investigation need not be conducted. If, however, the
Principal or the Principal’s designee later acquires information suggesting that the allegations, if true, meet the
threshold definition of harassment, intimidation, and bullying, the complaint should then be referred to the
Anti-Bullying Specialist for investigation. If the Principal cannot determine, based on the available evidence
and information, whether allegations meet the threshold definition of harassment, intimidation, and bullying,
the initiation of an investigation is appropriate.

All Board members, school employees, and volunteers and contracted service providers who have contact with
students are required to verbally report alleged violations of this Policy to the Principal or the Principal’s
designee on the same day when the individual witnessed or received reliable information regarding any such
incident. All Board members, school employees, and volunteers and confracted service providers who have
coniact with students, also shall submit a report in writing to the Principal within two school days of the verbal
report, The Principal will inform the parents of all students invelved in alleged incidents, and, as appropriate,
may discuss the availability of counseling and other intervention services. The Principal, upon receiving a
verbal or written report and determining that the allegations, if true, meet the threshold definition of
harassment, intimidation and bullying, may take interim measures to ensure the safety, health, and welfare of
all parties pending the findings of the investigation.

Students, parents, and visitors are encouraged to report alleged violations of this Policy to the Principal on the
same day when the individual witnessed or received reliable information regarding any such incident.
Students, parents, and visitors may report an act of harassment, intimidation, or bullying anonymously.
Formal action for violations of the Code of Student Conduct may not be taken solely on the basis of an
anonymous repoit.




A Board member or school employee who promptly reports an incident of harassment, intimidation, or
bullying and who makes this report in compliance with the procedures set forth in this Policy, is immune from
a cause of action for damages arising from any failure to remedy the reported incident.

In accordance with the provisions of N.J.S.A. 18A:37-18, the harassment, intimidation, and bullying law does
not prevent a victim from seeking redress under any other available law, either civil or criminal, nor does it
create or alter any tort liability.

The district may consider every mechanism available to simplify repotting, including standard reporting forms
and/or web-based reporting mechanisms. For anonymous reporting, the district may consider locked boxes
located in areas of a school where reports can be submitted without fear of being observed.

A school administrator who receives a report of harassment, intimidation, and bullying from a district
employee, and fails to initiate or conduct an investigation, or who should have known of an incident of
harassment, intimidation, or bullying and fzils to take sufficient action to minimize or eliminate the
harassment, intimidation, or bullying, may be subject to disciplinary action.

F. Anti-Bullying Coordinator, Anti-Bullying Specialist, and School Safety Team(s)

1. The Superintendent shall appoint a district Anti-Bullying Coordinator. The Superintendent shall make
every effort to appoint an employee of the school district to this position.

The district Anti-Bullying Coordinator shall:

a, Be responsible for coordinating and strengthening the school district's policies to prevent,
identify, and address harassment, intimidation, or bullying of students;

b. Collaborate with school Auti-Bullying Specialists in the district, the Board of Education, and
the Superintendent to prevent, identify, and respond to harassment, intimidation, or bullying
of studenis in the district;

c. Provide data, in collaboration with the Superintendent, to the Department of Education
regarding harassment, intimidation, or bullying of students;

d. Execute such other duties related to school harassment, intimidation, or bullying as requested
by the Superintendent; and

e, Meet at least twice a school year with the school Anti-Bullying Specialist(s) to discuss and
strengthen procedures and policies to prevent, identify, and address harassment, intimidation,
and bullying in the district.

2. The Principal in each school shall appoint a school Anti-Bullying Specialist. The Anti-Bullying
Specialist shall be a guidance counselor, school psychologist, or other certified staff member trained
to be the Anti-Bullying Specialist from among the currently employed staff in the school.

The school Anti-Bullying Specialist shall:
a. Chair the Scheol Safety Team as provided in N.J.S.A. 18A:37-21;

b. Lead the investigation of incidents of harassment, intimidation, or builying in the school
following the Principal’s or designee’s determination that the allegations meet the threshold
definition of harassment, intimidation and bullying; and

c. Act as the primary school official responsible for preventing, identifying, and addressing
incidents of harassment, intimidation, or bullying in the school.

3. A School Safety Team shall be formed in each school in the district to develop, foster, and maintain a
positive school climate by focusing on the on-going; systemic operational procedures and educational
practices in the school, and to address issues such as harassment, intimidation, or bullying that affect
school climate and culture. Bach School Safety Team shall meet, at a minimum, two times per school
year. The School Safety Team shall consist of the Principal or the Principal’s designee who, if
possible, shall be a senior administrator in the school and the following appointees of the Principal: a
teacher in the school; a school Anti-Bullying Specialist; a parent of a student in the school; and other
members to be determined by the Principal. The school Anti-Bullying Specialist shall serve as the
chair of the School Safety Tearn.

The School Safety Team shall:




a. Receive report of all complaints of harassment, intimidation, or bullying of students that have
been reported to the Principal, regardless of whether the reports are referred by the Principal
or his/her designee for an investigation;;

b. Receive copies of all reports prepared after an investigation of an incident of harassment,
intimidation, or bullying;

c. Identify and address patterns of harassment, intimidation, or bullying of students in the school,

d. Review and strengthen school climate and the policies of the school in order to prevent and
address harassment, intimidation, or bullying of students;

e. Fducate the community, including students, teachers, administrative staff, and parents, to
prevent and address harassment, intimidation, or bullying of students;

f Participate in the training required pursuant to the provisions of N.J.S.A. 18A:37-13 ef seq.
and other training which the Principal or the district Anti-Bullying Coordinator may request.
The School Safety Team shall be provided professional development opportunities that may
address effective practices of successful school climate programs or approaches; and

g. Execute such other duties related to harassment, intimidation, or bullying as requested by the
Principal or district Anti-Bullying Coordinator.

Notwithstanding any provision of N.J.S.A. 18A:37-21 to the contrary, a parent who is a member of the School
Safety Team shall not participate in the activities of the team set forth in 3. a,, b., or ¢. above or any other
activities of the team which may compromise the confidentiality of a student, consistent with, at a minimum,
the requirements of the Family Educational Rights and Privacy Act (20 U.S.C. Section 1232 and 34 CFR Part
99), N.JLA.C. 6A:32-7, Student Records and N.J.A.C. 6A:14-2.9, Student Records.

G. Harassment, Intimidation, and Bullying Investigation

The Board requires a thorough and complete investigation to be conducted for each report of violations and
complaints which either identify harassment, intimidation, or bullying or describe behaviors that indicate
harassment, intimidation, or bullying, provided that the threshold definition is satisfied. Once the Principal or
the Principal’s designee has, under histher discretion, determined that the allegations of the complaint, if true,
meet the threshold definition of harassment, intimidation, and bullying, the Investigation shall be initiated by
the Principal or the Principal’s designee within one school day of the verbal report of the incident. The
investigation shall be conducted by the school Anti-Bullying Specialist in coordination with the Principal. The
Principal may appoint additional personnel who are not school Anti-Bullying Specialists to assist with the
investigation.

The investigation shall be completed and the written findings submitted to the Principal as soon as possible,
but not later than ten school days from the date of the writlen report of the incident. Should information
regarding the reported incident and the investigation be received after the end of the ten-day period, the school
Anti-Bullying Specialist shall amend the original report of the results of the investigation to enswre there is an
accurate and current record of the facts and activities concerning the reported incident.

The Principal shall proceed in accordance with the Code of Student Conduct, as appropriate, based on the
investigation findings. The Principal shall submit the report to the Superintendent within two schooi days of
the completion of the_investigation and in accordance with the Administrative Procedures Act (NJ.S.A.
52:14B-1 et seq.). As appropriate to the findings from the investigation, the Superintendent shall ensure the
Code of Student Conduct has been implemented and may decide to provide intervention services, order
counseling, establish training programs to reduce harassment, intimidation, or bullying and enhance school
climate, impose discipline, or take or recommend other appropriate action, as necessary.

The Superintendent shall report the results of each investigation to the Board of Education no later than the
date of the regularly scheduled Board of Education meeting following the completion of the investigation. The
Superintendent’s report shall include fuformation on any consequences imposed under the Code of Student
Conduct, any services provided, fraiming established, or other action taken or recommended by the
Superintendent. The Superintendent shall not be required to report to the Board complaints that did not meet
the threshold definition of harassment, Intimidation, and bullying, as determined by the Principal or histher
designee, but may choose to do so at the Superintendent’s discretion,

Parents of involved student offenders and targets/victims shall be provided with information about the
investigation, in accordance with Federal and State law and regulation. The information to be provided to
parents shall include the nature of the investigation, whether the district found evidence of harassment,
intimidation, or bullying, and whether consequences were imposed or services provided to address the incident
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of harassment, intimidation, or bullying. This information shall be provided in writing within five school days
after the results of the investigation are reported to the Board of Education.

A parent may request a hearing before the Board of Education after receiving the mformation about the
investigation. The hearing shall be held within ten school days of the request. However, if the Principal or
his/her designee determines not to refer a complaint to the Anti-Bullying Specialist because the allegations, if
true, do not meet the threshold definition of harassment, intimidation and bullying, this decision is final and a
parent will not be entitled to appeal this determination to the Board. The Board of Bducation shall conduct the
hearing in executive session, pursuant to the Open Public Meetings Act (N.J.S.A. 10:4-1 et seq.), to protect the
confidentiality of the students. At the hearing, the Board may hear testimony from and consider information
provided by the school Anti-Bullying Specialist and others, as appropriate, regarding the incident, the findings
from the investigation of the incident, recommendations for consequences or services, and any programs
instituted to reduce such incidents, prior to rendering a determination.

At the regularly scheduled Board of Education meeting following its receipt of the Superintendent’s report on
the results of the imvestigations to the Board or following a hearing in executive session, the Board shall issue a
decision, in writing, to affirm, reject, or modify the Superintendent’s decision. The Board's decision may be
appealed to the Commissioner of Education, in accordance with N.J.A.C. 6A:3, Confroversies and Disputes,
no later than ninety days after issuance of the Board of Education’s decision.

A parent, student or organization may file a complaint with the Division on Civil Rights within one hundred
eighty days of the occurrence of any incident of harassment, intimidation, or bullying based on membership in
a protected group as enumerated in the "Law Against Discrimivation," P.L.1945, ¢.169 (C.10:5-1 et seq.).

Range of Responses to an Incident of Harassment, Intimidation, or Bullying

The Board shall establish a range of responses to harassment, intimidation, and bullying incidents and the
Principal and the Anti-Bullying Specialist shall appropriately apply these respanses once an incident of
harassment, intimidation, or bullying is confirmed. The Superintendent shall respond to confirmed harassment,
intimidation, and bullying, according to the parameters described in this Policy. The range of ways in which
school staff will respond shall include an appropriate combination of counseling, support services, intervention
services, and other programs. The Board recognizes that some acts of harassment, intimidation, or bullying
may be isolated incidents requiring the school officials respond appropriately to the individual(s) committing
the acts. Other acts may be so serious or parts of a larger pattern of harassment, intimidation, or bullying that
they require a response either at the classroom, school building, or school district level or by law enforcement
officials.

For every incident of harassment, intimidation, or bullying, the school officials must respond appropriately to
the individual who committed the act. The range of responses to confirmed harassment, intimidation, or
bullying acts should include individual, classroom, school, or district responses, as appropriate to the findings
from each incident. Examples of responses that apply to cach of these categories are provided below:

I Individual responses can include consistent and appropriate positive behavioral interventions (e.g., peer
mentoring, short-term counseling, life skills groups) intended to remediate the problem behaviors.

2. Classroom responses can include class discussions about an incident of harassment, intimidation, or
bullying, role plays {when implemented with sensitivity to a student’s situation or invelvement with
harassment, intimidation, and bullying), research projects, observing and discussing audio-visual
materials on these subjects, and skill-building lessons in courtesy, tolerance, asseriiveness, and
conflict management.

3. School responses can include theme days, learning station programs, “acts of kindness” programs or
awards, use of student survey data to plan prevention and infervention programs and activities, social
norms campaigns, posters, public service announcements, “natural helper” or peer leadership
programs, “‘upstander” programs, parent programs, the dissemination of information to students and
parents explaining acceptable uses of electronic and wireless communication devices, and
harassment, intimidation, and bullying prevention curricula or campaigns.

4. District-wide responses can comprise of adoption of school-wide proprams, including enhancing the
school climate, involving the community in policy review and development, providing professional
development coordinating with community-based organizations (e.g., mental health, health services,
health facilitics, law enforcement, faith-based organizations), launching harassment, intimidation, and
bullying prevention campaigns.

Reprisal or Retaliation Prohibited

The Board prohibits a Board member, school employee, contracted service provider who has contact with
students, school volunteer, or student from engaging in reprisal, retaliation, or false accusation against a
victim, witness, or one with reliable information, or any other person who has reliable information about an act




of harassment, intimidation, or bullying or who reports an act of harassment, intimidation, or bullying.
The consequence and appropriate remedial action for a person who engages in reprisal or retaliation shall be
determined by the administrator after consideration of the nature, severity, and circumstances of the act, in
accordance with case law, Federal and State statutes and regulations, and district policies and procedures. All
suspected acts of reprisal or retaliation will be taken seriously and appropriate responses will be made in
accordance with the totality of the circumstances.

Examples of consequences and remedial measures for students who engage in reprisal or retaliation are listed
and described in the Consequences and Appropriate Remedial Actions section of this Policy.

Examples of consequences for a school employee or a contracted service provider who has contact with
students who engages in reprisal or retaliation may include, but not be fimited to: verbal or written reprimand,
increment withholding, legal action, disciplinary action, termination, and/or bans from providing services,
participating in school district-sponsored programs, or being in school buildings or on school grounds.
Remedial measures may include, but not be limited to: in or out-of-school counseling, professional
development programs, and worlk environment modifications.

Examples of consequences for a Board member who engages in reprisal or retaliation may include, but not be
limited to: reprimand, legal action, and other action authorized by statute or administrative code. Remedial
measures may include, but not be limited to: counseling and professional development.

1 Consequences and Appropriate Remedial Action for False Accusation

The Board prohibits any person from falsely accusing another as a means of retaliation or as a means of
harassment, intimidation, or bullying.

1. Students - Consequences and appropriate remedial action for a student found to have falsely accused
another as a means of harassment, intimidation, or bullying or as a means of retaliation may range
from positive behavioral interventions up to and including suspension or expulsion, as permitted
under N.I.S.A. 18A:37-1 et seq., Discipline of Students and as set forth in N.J.A.C. 6A:16-7.2, Short-
term Suspensions, N.J.A.C. 6A:16-7, Long-term Suspensions and N.J.A.C. 6A:16-7.5, Expulsions
and those listed and described in the Consequences and Appropriate Remedial Actions section of this
Policy.

2. School Employees - Consequences and appropriate remedial action for a school employee or
coniracted service provider who has contact with students found to have falsely accused another as a
means of harassment, intimidation, or bullying or as a means of retaliation could entail discipline in
accordance with district policies, procedures, and agreements which may include, but not be limited
to; reprimand, suspension, increment withholding, termination, and/or bans from providing services,
participating in school district-sponsored programs, or being in school buildings or on school
grounds. Remedial measures may include, but not be limited to: in or out-of-school counseling,
professional development programs, and work environment modifications.

3.  Visitors or Volunteers - Consequences and appropriate remedial action for a visitor or volunteer found
to have falsely accused another as a means of harassment, intimidation, or bullying or as a means of
retaliation could be determined by the school adminisirator after consideration of the nature, severity,
and circumstances of the act, including law enforcement reports or other legal actions, removal of
buildings or grounds privileges, or prohibiting contact with students or the provision of student
services. Remedial measures may include, but not be limited to; in or out-of-school counseling,
professional development programs, and work environment modifications.

K. Harassment, Intimidation, and Bullying Policy Publication and Dissemination

This Policy will be disseminated annually by the Superintendent to all school employees, confracted service
providers who have contact with

students, school volunteers, students, and parents who have children enrolled in a school in the district, along
with a statement explaining the Policy applies to all acts of harassment, intimidation, or bullying, pursuant to
N.J.S.A. 18A:37-14 that occur on school property, at school-sponsored fanctions, or on a school bus and, as
appropriate, acts that occur off school grounds,

The Superintendent shall ensure that notice of this Policy appears in the student handbook and all other
publications of the school district that set forth the comprehensive rules, procedures, and standards for schools
within the school district.

The Superintendent shali post a link to the district’s Harassment, Intimidation, and Bullying Policy that is
prominently displayed on the homepage of the school district’s website. The district will notify students and
parents this Harassment, Intimidaticn, and Bullying Policy is available on the school district’s website.
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The Superintendent shall post the name, school phone number, school address, and school email address of the
district Anti-Bullying Coordinator on the home page of the school district’s website. Each Principal shall post
the name, school phone number, address, and school email address of both the Anti-Bullying Specialist and the
district Anti-Bullying Coordinator on the home page of each school’s website.

Harassment, Intirhidation, and Bullying Training and Prevention Programs

The Superintendent and Principal(s) shall provide training on the school district’s Harassment, Intimidation, and
Bullying Policy to cwrrent and new school employees; including administrators, instructors, student support
services, administrative/office support, {ransportation, food service, facilities/maintenance; contracted service
providers; and volunteers who have significant contact with students; and persons contracted by the district to
provide services to students. The training shall include instruction on preventing bullying on the basis of the
protected categories enumerated in N.JL.S.A. 18A:37-14 and other distinguishing characteristics that may incite
incidents of discrimination, harassment, intimidation, or bullying.

Each public school teacher and educational services professional shall be required to complete at least two
hours of instruction in harassment, intimidation, and bullying prevention s within each five year professional
development period as part of the professional development requirement pursuant to N.J.8.A. 18:37-22.d. The
required two hours of suicide prevention imstruction shall include information on the risk of suicide and
incidents of harassment, intimidation, or bullying and information on reducing the risk of suicide in students
who are members of communities identified as having members at high risk of snicide

Each newly elected or appointed Board members must complete, during the first year of the member’s first
term, a training program on harassment, intimidation, and bullying in accordance with the provisions of
N.J.S.A, 18A:12-33.

The school district shall provide time during the usual school schedule for the Anti-Bullying Coordinator and
each school Anti-Bullying Specialist to participate in harassment, intimidation, and bullying training programs.

A school leader shall complete school leader {raining that shall include information on the prevention of
harassment, intimidation, and bullying as required in N.J.S.A. 18A:26-8.2.

The school district shall annually observe a “Week of Respect” beginning with the first Menday in October,
In order to recognize the importance of character education, the school district will observe the week by
providing age-appropriate instruction focusing on the prevention of harassment, intimidation, and bullying as
defined in N.J.S.A. 18A:37-14, Throughout the school year the district will provide ongoing age-appropriate
instruction on preventing harassment, intimidation, or bullying, in accordance with the Core Curriculum
Content Standards, pursuant to N.J.S. A. 18A:37-29.

The school district and each school in the district will annually establish, implement, document, and assess
harassment, intimidation, and bullying prevention programs or approaches, and other initiatives in consultation
with school staff, students, administrators, volunteers, parents, law enforcement, and community members.
The programs or approaches and other initiatives shall be designed to create school-wide conditions to prevent
and address harassment, intimidation, and bullying in accordance with the provisions of N.J.S.A. 18A:37-17 et
seq.

Harassment, Intimidation, and Bullying Policy Reevaluation, Reassessment and Review

The Superintendent shall develop and implement a process for annually discussing the school district’s
Harassment, Intimidation, and Bullying Policy with students.

The Superintendent and the Principal{s) shall annually conduct a reevalnation, reassessment, and review of the
Harassment, Intimidation, and Bullying Policy, with input from the schools’ Anti-Bullying Specialists, and
recommend revisions and additions to the Policy as well as to harassmenl, intimidation, and bullying
prevention programs and approaches based on the findings from the evaluation, reassessment, and review.

Reports to Board of Education and New Jersey Department of Education

The Superintendent shall report two times each school year, between September 1 and January 1 and between
January 1 and June 30 at a public hearing all acts of violence, vandalism, and harassment, intimidation, and
bulying which occurred during the previous reporting period in accordance with the provisions of N.J.S.A.
18A:17-46. The information shall also be reported to the New Jersey Department of Education in accordance
with N.J.S.A. 18A:17-46.

School and District Grading Requirements

Each school and each district shall receive a grade for the purpose of assessing their efforts to implement
policies and programs consistent with the provisions of N.J.S.A. 18:37-13 et seq. The grade received by a




school and the district shall be posted on the homepage of the school’s website and the district’s website in
accordance with the provisions of N.J.S.A. 18A:17-46. A link to the report that was submiited by the
Superintendent to the Department of Education shall also be available on the school district’s website. This
information shall be posted on the websites within ten days of receipt of the grade for each school and the
district.

P. Reports to Law Enforcement

Some acts of harassment, intimidation, and bullying may be bias-related acts and potentially bias crimes and
school officials must report to law enforcement officials either serious acts or those which may be part of a
larger pattern in accordance with the provisions of the Memorandum of Agreement Between Education and
Law Enforcement Officials.

Q. Collective Bargaining Agreements and Individual Contracts

Nothing in N.J.S.A. 18A:37-13.1 et seq. may be construed as affecting the provisions of any collective
bargaining agreement or individual contract of employment in effect on the Anti-Builying Bill of Rights Act’s
effective date (January 5, 2011). N.J.S.A. 18A:37-30,

The Board of Education prohibits the employment of or contracting for school staff positions with individuals
whose criminal history record check reveals a record of conviction for a crime of bias intimidation or
conspiracy to commit or atternpt to commit a crime of bias intimidation.

R. Students with Disabilities

Nothing contained in N.J.S.A. 18A:37-13.1 et seq. may alter or reduce the rights of a student with a disability
with regard to disciplinary actions or to general or special education services and supports. N.J.S.A. 18A:37-
32.

The school district shall submit all subsequent amended Harassment, Intimidation, and Bullying Policies to the
Executive County Superintendent of Schools within thirty days of Board adoption.

N.JS.A.18A:37-13 through 18A:37-32

N.JA.C 6A:16-7.1 et seq.; 6A:16-7.9 et seq.

Model Policy and Guidance for Prohibiting Harassment, Intimidation, and Bullying on School Property, at School-
Sponsored Functions and on School Buses -- April 2011 — New Jersey Department of Education

Memorandum — New Jersey Commissioner of Education — Guidance for Schools on Implementing the Anti-Bullying
Bill of Rights Act — December 16, 2011

© 2018 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: {732)255-1502




State of New Jersey
Sexual Misconduct/Child Abuse Disclosure Release
P.L. 2018,c. 5
Effective June 1, 2018

P.L. 2018, c. 5 concerns school employees and supplements chapter 6 of Title 18A of the New Jersey Statues. This law
prohibits a school district, charter school, nonpublic school, or contracted service provider holding a contract with a
school district, charter school, or nonpublic school (collectively referred to as “hiring entity”) from employing a person
serving in a position which involves regular contact with students unless the hiring entity conducts a review of the
employment history of the applicant by contacting former and current employers and requesting information regarding
child abuse and sexual misconduct.

The applicant must submit this form for (1) all current employers and (2) to former employers within the last 20 years
that were school entities or where the applicant was employed in a position that involved direct contact with
children. The applicant will submit completed copies of this form to the hiring entity. The hiring entity will then
submit this form to each of the current or former employers for completion of Section 2.

Applicant, please complete the information immediately below and Section 1 of this form and return it to the hiring
entity. Please complete additional forms as necessary for each of your current and former employers for the last 20
years that were school entities or where you were employed in a position that involved direct contact with children.

To:

Name of Current or Former Employer: (1 No applicable employment
Street Address:

City, State, Zip:

Telephone Number:

, is under consideration for a position with Bergenfield Public Schools . The individual

whose name appears herein has reported previous employment with your entity. As required by P.L. 2018, c. 5, please
provide the information requested in Section 2 of this form within 20 days of receipt.

Section 1: Applicant Certification and Release
(to be completed by the applicant even if the applicant has no current or prior employment to disclose)

Applicant Name (First, Middle, Last):

Date of Birth:

Any former names by which the Applicant has been identified:
Last 4 digits of Applicant’s Social Security Number:
Approximate dates of employment with the entity listed above:

Position(s) held:
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Have you (Applicant) ever:

[JYes [JNo Been the subject of any child abuse or sexual misconduct investigation by any employer, State
licensing agency, law enforcement agency, or the Department of Children and Families (*unless the
investigation resulted in a finding that the allegations were false or the alleged incident of child
abuse or sexual misconduct was not substantiated)?

[ vYes [JNo Beendisciplined, discharged, non-renewed, asked to resign from employment, resigned from or
otherwise separated from any employment (1) while allegations of child abuse or sexual misconduct
were pending or under investigation, or (2) due to an adjudication or finding of child abuse or sexual
misconduct?

] Yes [ No Had alicense, professional license, or certificate suspended, surrendered, or revoked (1) while
allegations of child abuse or sexual misconduct were pending or under investigation, or (2) due to an
adjudication or finding of child abuse or sexual misconduct?

By signing this form, | (the applicant) certify under penalty of law that the statements made in this form are true,
correct, and complete. | understand that willfully providing false information or willfully failing to disclose
information required in Section 1 of this form, as required by N.J.S.A. 18A:6-7.7, may subject me to discipline up to,
and including, termination or denial of employment; may be a violation of N.J.S.A. 2C:28-3; and may subject me to a
civil penalty of not more than $500, which shall be collected in proceedings in accordance with the “Penalty
Enforcement Law of 1999,” P.L. 1999, c. 274.

By signing this form, | also hereby authorize the above-named employer to disclose the information requested in
Section 2 and release related records pertaining to the disclosures identified in SECTION 2. | understand that pursuant
to N.J.S.A. 18A:6-7.7, the above-named employer is released from liability that may arise of the disclosure or release
of records.

Signature of Applicant Date

Section 2: Current/Former Employer Verification

(to be completed by the applicant’s current employer(s) and all former employers that were school entities or former
employers in which the applicant had direct contact with children). Please complete the information below and
return this form to the hiring entity.

N.J.S.A. 18A:6-7.7(b) provides that a hiring entity shall not employ for pay or contract for the paid services of any person
in a position that involved regular contact with students unless the hiring entity conducts a review of the employment
history of applicant by contacting those employers listed by the applicant under the provisions of N.J.S.A. 18A:6-7.7(a)
and collecting the information requested below.

Employing Entity receipt date: Received by:

Applicant’s dates of employment: Contact phone #:
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To the best of your knowledge, has the applicant ever:

[ Yes [J No Been the subject of any child abuse or sexual misconduct investigation by any employer, State
licensing agency, law enforcement agency, or the Department of Children and Families (*unless the
investigation resulted in a finding that the allegations were false or the alleged incident of child
abuse or sexual misconduct was not substantiated)?

[ Yes [J No Been disciplined, discharged, non-renewed, asked to resign from employment, resigned from or
otherwise separated from any employment while allegations of child abuse or sexual misconduct were
pending or under investigation, or due to an adjudication or finding of child abuse or sexual
misconduct?

[ Yes [J No Had alicense, professional license, or certificate suspended, surrendered, or revoked while allegations
of child abuse or sexual misconduct were pending or under investigation, or due to an adjudication or
finding of child abuse or sexual misconduct?

Current/Former Employer Representative Signature Date

Current/Former Employer Representative Title

If a current or former employer responds to any Section 2 disclosure in the affirmative, the hiring entity may request
additional information regarding the disclosure by requesting that the current or former employer complete the
Sexual Misconduct/Child Abuse Disclosure Information Request form within 20 days and attach additional
information, including the initial complaint and final report, if any, regarding the incident of child abuse or sexual
misconduct. Pursuant to N.J.S.A. 18A:6-7.11, a current or former employer that provides information or records
about a current or former employee or applicant shall be immune from criminal and civil liability for the disclosure of
the information, unless the information or records provided were knowingly false. The immunity shall be in addition
to, and not in limitation of, any other immunity provided by law.

The failure of a current or former employer to provide the information requested in Section 2 within the 20-day
timeframe required by N.J.S.A. 18A:6-7.9 may be grounds for the automatic disqualification of an applicant from
employment with the hiring entity. The hiring entity shall not be liable for any claims brought by an applicant who is
not offered employment or whose employment is terminated: (1) because of any information received by the hiring
entity from an employer pursuant to N.J.S.A. 18A:6-7.7; or (2) due to the inability of the hiring entity to conduct a full
review of the applicant’s employment history pursuant to N.J.S.A. 18A:6-7.7.

Return all completed information to:

Hiring Entity: Bergenfield Board of Education

Address: 100 S Prospect Ave. Phone #: 201-385-8020

City: Bergenfield State: NJ Zip: 07621 Fax or Email: lursillo@bergenfield.org
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State of New Jersey
Sexual Misconduct/Child Abuse Disclosure Release Instructions
P.L. 2018, C.5
Effective June 1, 2018

Instructions

This standardized form has been developed by the New Jersey Department of Education, pursuant to P.L. 2018, c. 5, to
be used by hiring entities and by applicants, who would be employed by, or in, a school, in a position involving regular
contact with students. This form satisfies the statutory requirement to provide information related to child abuse or
sexual misconduct. An applicant who would be employed by or in a school in a position having regular contact with
students must provide the information requested in Section 1 of this form and sign the authorization for the disclosure
by the applicant’s current and former employers of the information requested in Section 2 of this form.

The applicant shall complete one form for the applicant’s current employer(s) and separate forms for each of the
applicant’s former employers for the last 20 years that were school entities or where the applicant was employed in a
position having direct contact with children. The applicant will submit this form in its entirety, with the information on
Page 1 and Section 1 completed, to the hiring entity. The applicant must also authorize, by signature, the release of
information regarding child abuse and/or sexual misconduct from the current and/or former employers to the hiring
entity. The hiring entity is prohibited from hiring an applicant for a position involving regular contact with students if the
applicant does not provide the information and authorization required by law.

Upon completion by the applicant, the hiring entity shall submit the form to the applicant’s current and former
employers to complete Section 2 of this form. A hiring entity may not employ an applicant who does not provide the
required information for a position involving regular contact with students.

If a current and/or former employer responds to any Section 2 disclosure in the affirmative, the hiring entity may
request additional information regarding the disclosure by requesting that the current and/or former employer
complete the Sexual Misconduct/Child Abuse Disclosure Information Request form and attach additional information,
including the initial complaint and final report, if any, regarding the incident of child abuse or sexual misconduct. Upon
providing documentation due to an affirmative response, every measure should be taken to ensure student privacy and
confidentiality. All student identifiers should be redacted prior to release.

Relevant Statutory Definitions Pursuant to N.J.S.A. 18A:6-7.6

Child abuse is defined as any conduct that falls under the purview and reporting requirements of P.L. 1971, c. 437
(N.J.S.A. 9:6-8.8 et seq.) and is directed toward or against a child or student, regardless of the age of the child or student.

Sexual misconduct is defined as any verbal, nonverbal, written, or electronic communication, or any other act directed
toward or with a student that is designed to establish a sexual relationship with the student, including a sexual
invitation, dating or soliciting a date, engaging in sexual dialogue, making sexually suggestive comments, self-disclosure
or physical exposure of a sexual or erotic nature, and any other sexual, indecent or erotic contact with a student.

ADDITIONAL INFORMATION

Per N.J.S.A. 18A:6-7.9, a hiring entity shall have the right to immediately terminate an individual’s employment or
rescind an offer of employment if: (1) the applicant is offered employment or commences employment with the hiring
entity following the effective date of this act; and (2) information regarding the applicant’s history of sexual misconduct
or child abuse is subsequently discovered or obtained by the employer that the employer determines disqualifies the
applicant or employee from employment with the hiring entity. The termination of employment pursuant to N.J.S.A.
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18A:6-7.9 shall not be subject to any grievance or appeals procedures or tenure proceedings pursuant to any collective
bargaining agreement or negotiated agreement or any law, rule, or regulation.

Per N.J.S.A. 18A:6-7.10, after reviewing the information disclosed in Section 1 and/or Section 2 of this form, and finding
an affirmative response to any of the inquiries, the hiring entity, prior to determining to continue with the applicant’s
job application process, shall make further inquiries of the applicant’s current or former employer to ascertain
additional details regarding the matter disclosed. The hiring entity should use its discretion, consistent with statute, in
the event that a current/former employer is no longer in operation or fails to respond to Section 2 of this form.

The hiring entity may employ or contract with an applicant on a provisional basis for a period not to exceed 90 days
pending the hiring entity or independent contractor’s review of information received related to Section 1 and/or
Section 2 of this form, provided that all of the following conditions are satisfied: (1) the applicant has complied with
N.J.S.A. 18A:6-7.7; (2) the hiring entity has no knowledge or information pertaining to the applicant that the applicant is
required to disclose pursuant to N.J.S.A. 18A:6-7.7(a)(3); and (3) the hiring entity determines that special or emergent
circumstances exist that justify the temporary employment of the applicant.

The sexual misconduct or child abuse disclosures articulated herein are required in addition to satisfying any pre-
existing requirements for employment in a school, including a criminal history review, pursuant to N.J.S.A. 18A:6-7.1
and N.J.A.C. 6A:9B-4.2.

Open Public Records Act

Pursuant to N.J.S.A. 18A:6-7.11, information received by a hiring entity under this Act shall not be deemed a public
record under P.L. 1963, c. 73 or the common law concerning access to public records.

Immunity

Pursuant to N.J.S.A. 18A:6-7.11, a current or former employer that provides information or records about a current or
former employee or applicant shall be immune from criminal and civil liability for the disclosure of the information,
unless the information or records provided were knowingly false. The immunity shall be in addition to, and not in
limitation of, any other immunity provided by law.

Contact

For more information, please contact the County Office of Education for the hiring entity.
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EMERGENCY NOTIFICATION FORM

Name: Primary School:

Address:

Zip Code: Phone Number:

In case of emergency, notify:

(Name - Relationship)

(Address)

Primary Phone Number Secondary Phone Number

Revised Jamuary 2054
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