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Medford Township Public Schools
Medford, New Jersey

TEACHER HANDBOOK
2010-2011

INTRODUCTION

The purpose of this handbook is to provide a ready reference for teachers,
assistants, and administrators. The handbook highlights several of the overall
school assignments to include teachers’ responsibilities.

While we have checked it carefully to be certain that it conforms to all existing
written policies and regulations, we recognize that errors may occur. If you feel
that an item is in error, please bring it to the attention of Mrs. Theresa Sheppard,
at Extension 8040, especially if the item seems to conflict in any way with the
agreement between the Medford Education Association and the Medford Board
of Education.

Your attention to and cooperation in this matter is greatly appreciated.



MEDFORD TOWNSHIP PUBLIC SCHOOLS

2010 - 2011

BOARD OF EDUCATION
Janet Law Clancy President
Michael Etter Vice President
Bryan C. McGair Board Secretary
Kathleen Chang Michelle Hammel
Trudy Cole Katherine Santamore
Ann Davidson Debra Tarrant

Kristen Gallagher
CENTRAL OFFICE ADMINISTATION
Joseph J. Del Rossi, Ed. D. Superintendent of Schools

Bryan C. McGair Assistant Superintendent for Finance and
Support Services

Mark S. Gelardo, Ph.D. . Director of Pupil Personnel Services

Thomas Olson Administrative Director of Educational
Programming and Development

Shirley Allen Supervisor of Instruction
Elizabeth Asbury, Ed. D. Supervisor of Instruction
Joseph Biluck Maintenance and Operations Supervisor

BUILDING ADMINISTRATORS

Jane Hower Principal, Allen School

Richard Lacovara Principal, Chairville School

Lucas Coesfeld Principal, Cranberry Pines School

Mark Damon Principal, Kirby’s Mill School

Sherry Weinberg Principal, Taunton Forge School

Brooke Farrow Principal, Haines-Memorial Sixth Grade Center
Phillip Petru Principal, Memorial School

Peter Bisconte Assistant Principal, Memorial School




CENTRAL OFFICE SUPPORT STAFF

Superintendent’s Office

Patricia Dyer Administrative Assistant to the Superintendent

Johanna Ingham Administrative Assistant to the Superintendent
for Personnel

Theresa M. Sheppard Administrative Secretary

Giovanna Pilch Secretary

Business Office

Catherine Cwirko Smith Secretary to the Assistant Superintendent for
Finance and Support Services/Board Secretary

Carol Beachy Payroll

Suzanne Smith Benefits

Mary Davidson Accounts Payable

Helen Szymanski Accounts Payable

Office of Educational Programming and Development

Jo Eckert Secretary

Child Study Team Department

Denise Albright Secretary
Bonnie Jones Secretary
Patricia Miller Secretary

Transportation

Mary Drayton Transportation Supervisor

Elizabeth Poblete Assistant Transportation Supervisor
Operations

Florence Mauro Maintenance Secretary

Food Services

Charlene Zimmerman Cafeteria Manager
Andrea O’ Neal Assistant Cafeteria Manager



MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, NJ

STAFF ASSIGNMENTS 2010-2011

ALLEN SCHOOL

Position Employee
Kindergarten . Kari Pollock

Jessica Phillips (1/2 time)

Grade One Jennifer Entwistle
Alison Sweeney
Jennifer Zagorski

Grade Two Amy King
: Terri Hamilton
Tina Wilt (L. Robey)

Grade Three Kimberly Curran
Danielle March
Rebecca Smith

Grade Four Ryan Wilt
Melissa Rienzi
Lynn Johnston

Grade Five Christan Demski

Ken Reed

Sharon Hawthorne
Art - Julie Maguire

(shared with Chairville)
Guidance Linda Palmer
Technology/Impact Maureen Schoenberger
Music Sue Gontowicz

(shared w/Kirby’s Mill & T. Forge)

Media Kathy Simpkins
: (shared w/Taunton Forge)



'ALLEN SCHOOL (continued)

Position Employee
Nurse Kathy Gigantiello

Physical Education David Bruchansky

Reading Specialist Cynthia Falkowski

Special Education Lori Dolci
Beverly Duffy
Kristie O'Donnell (Ludwig)
Michele McMullen

LDTC Constance Hanhauser
Speech Cheryl DeMarco
Psychologist Venus Ferry
Social Worker Mary Maley
Assistants
Jessica Anderson Eileen Casciotta
Kathy DeSiena Suzanne.Fryer
Mary Hawkinson Faye Heiser
Stephanie Herberg Mary Lou Horrocks
Christa Lampitt Debbie Leitner
Kathleen O'Hanlon Harlowe Reynolds
Grace Rosato Elizabeth Sabatino
Sandra Martinez Helen Smith
Secretary Susan Troy
Principal Jane Hower
Custodians Randall Warrick

Laura Adams
Audwin Edwards




MEDFORD TOWNSHIP PUBLIC SCHOOLS

Position

PreSchool

Kindergarten

Grade One

Grade Two

Grade Three

Grade Four

Grade Five

Art (Shared)

Guidance
Technology/Impact

Media

Medford, New Jersey

STAFF ASSIGNMENTS 2010-2011

CHAIRVILLE SCHOOL

Employee

Lauren Tomaziefski
Christine Rotay

Nadine Freedman
Theresa Shapiro

Danielle Cherry

Dana Carmody-Burns
Grace Oliva

Nicole Nance

Denise DeAngelis
Alicia Love
Jessica Yeager

Ashley Fudurich
Wendy McKenna
Karen Nolan
Michael Potter

Nicole Bianca (C. Maser)
Laurie Funk
Christine Masters

Kate Clapperton
Kathy Dumont
Agostino Monti

Mary Beth Bortzfield
Liette Kelly

Brenda McCue

Julie Maguire
Loreanna Bratty
Deb Sadlier

Jacqueline Pugh
(shared with Kirby’s Mill)



CHAIRVILLE SCHOOL (continued)

Position

Music

Nurse

Physical Education
Reading Specialist

Special Education

Speech

Psychologist

Social Worker
Learning Consultant
Occupational Therapist

Assistants

Kathryn Morris-Bell
Cindy Bisset
Linda Codianni
Maggie Gaffney

. Donna Harris
‘Sheri Kaminski
Fran Markarian
Mary Petracci
Holly Priester
Erika Scheifele
Laurie Sloan
Kelly Wiechnik

Secretary

Employee
Sally Brinkerhoff

Sharon Conway
Adam Keagy
Linda Farnsworth

Joy Byrd

Mia Davis
Shelly Gardner
Christina Leach
Michele Leisse

Roxanne Lafferty (preschool)
Lori Steffen

Heather Kreismer (ESU)
Jacquelyn Williams
Carin Brown (ESU)

Brenda Jilajian

Megan Bilello
Julie Caples
Debbie Derzinski
Karen Gault
Michael Heiman
Gianna Kuzinski
Lori O'Brien
Barbara Pody
Kelly Rogers
Heidi Sims
Jamie Taylor
Mary Milano

Lois Grzeszczak




Custodians

Principal

Ricky Dabbenigno
Debra Clark
Janice Hogan

Eric Spadea

Richard Lacovara




MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, New Jersey

STAFF ASSSIGNMENTS 2010-2011

CRANBERRY PINES SCHOOL
Position Employee
Kindergarten Kristen Seltzer

Dana Rainier (1/2 day)

Grade One Tracy Grayson
Daria Potosky
Patricia Russell

Grade Two Pamela Catalano
Robin Martin (A. Keagy)
Stacy Smith

Grade Three Toby Martin
Melissa Reiss
Dorothy Thornton

Grade Four Lori Griffith
David Levin
Lisa Rorke (M. Borrello)

Grade Five Julie Curcio
Christy Connelly
William Morrow

Art Mary Beth Bortzfield
Guidance Allison Wallenhurst
Technology/Impact Gail Weisberg
Media Katie Eagen-Casale

(shared with Haines)



Music

Nurse

Physical Education’

Reading Specialist

Special Education

Speech

LDTC
Psychologist
Social Worker
Assistants

Linda Bader
Nancy Ballinger
Sean Cunningham
Maryann Evoy
Jean Gaskill
Margaret Molina
Diane Rea

Karen Shively
Alisa Ventre

Mary Milano

Secretary

Custodian

Principal

- CRANBERRY PINES (continued)

Mark Dishong (shared w/K. Mill)
Peter Johnson (shared w/T. Forge)

Karyn Reilly
Debra Sullivan
Briean Madden

Cynthia Dolbec
Melissa Fratz
Katie Mc Kenna
Tracey Newman

Regina Cardenas
Julie Bates
Jill Brown (Yvette Terry)

Mary Maley

Carol Bailey
Maureen Bertolino
Joan Eckart

Diana Fennelly
Katie Jenkins
Michael Pauciello
Kristen Sanelli
Melissa Wigley
Kristina Watson
Elizabeth Griffin

Kathleen Posch
Donna Hubbell
Harry Keith Eckman

Kenny Bunning

Lucas Coesfeld




MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, New Jersey

STAFF ASSIGNMENTS 2010-2011

KIRBY’'S MILL SCHOOL
Position Employee
Preschool Elizabeth White
Kindergarten Melissa Slocum
Grade One Rachel Amendola

Kathleen Schieehauf

Grade Two , Carolyn Rosin
Dawn Saporito
Melissa Maver

Grade Three Sharon Matthews
Ruth Reed

Grade Four Jason Fritz
Catherine Whitecar

Sandra Butler

Grade Five Nancy Kasputis
David Khanlian
Andrew Reuter

Art Brenda McCue
Guidance - Elizabeth Lembo
Technology/Impact Christy Green
Media Jacqueline Pugh

(shared w/Chairville)

Music ' Mark Dishong
(shared w/C. Pines)

Nurse Kathleen Frame



KIRBY'’S MILL SCHOOL (continued)

Physical Education

Reading Specialist

Special Education

Speech

LDTC
Psychologist
Social Worker
Occupational Therapist
Assistants

Beth Albright
Carol Buzby
Jane Cole

Karen Crandley
Kathy Edgerton
Carol Graziano
Veronica Horigan

Linda Kaminski
Janeene Martin

Secretary

Custodians

Principal

Glenn Heusser

Betsy Ferg

Mandy Fisher
Robin Holloway
Marie Potter
Nikki Tait

Betty Zeidman

Gina McLaughlin
Connie Hanhauser
Venus Ferry
Jackie Williams

Kristine Moir

Susan Angermeier
Kim Chiachetti
Clara Corson
Hayley Del Rossi
Lydia Gleason
Donna Haar
Christina Hughes
Wendy Mangene
Mary Thompson

Mary Steckler
Joan German
Janice Hogan
Kathleen McGlynn
Charles Markelwith

Mark Damon




MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, New Jersey

STAFF ASSIGNMENTS 2010-2011

TAUNTON FORGE SCHOOL

Position Employee
Kindergarten Arianne Kline (K. Bray)
Grade One Lori Holberg

Anne Hill

Leslie Irwin
Grade Two Nicole Ahrens

Cynthia Crowthers
Ellen Bruccoliere

Grade Three Stacy Kasse
Laura Steckler

Grade Four Luke Hodges

Linda Stone

Glenn Wigley
Grade Five Michael Ahearn

Margaret Atwater

Janice Urban |
Art Liette Kelly
Guidance Kathy Brown
Technology/Impact Constance Papp
Media Kathy Lee Simpkins

(shared w/Allen)

Music Peter Johnson
(shared w/C. Pines)



Position

Nurse

Physical Education
Reading Specialist

Special Education

Speech
Psychologist
Social Worker
LDTC
Assistants

Kim Bailey

Carol Bunks
Susanne Dougherty
Kathaleen Evans
Lori Goodman
Virginia Kraus
Deborah Lesser
Robin Machuzak
Nancy Meyer
Judie Peccini
Megan Strittmatter
Allison Volkerijk

Secretary

Custodian

Principal

TAUNTON FORGE (continued)

Employee

Elizabeth Broderick
Thomas Williams
Lori Ann Cassidy

Priscilla Clark
Miriam Coll
Samantha Ells
Linda Styer
Joanne Tracey

Maria Schmal
Jill Brown (Y. Terry)
Mary Maley

Julie Bates

Mary Ann Brusco
Melissa Daniels
Judy Gallagher
Alexa Golub
Jeanne Hauser
Pam Leonard
Kimberly Little
Ann Martin
Maureen Palasciano
Cathleen Silver
Allison Trosko

Ellie Mills

Mary Hunger
Boualay Keovilay
Suzanne O’Connor

Sherry Weinberg




MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, NJ 08055

STAFF ASSIGNMENTS 2010 - 2011

MAURICE & EVERETT HAINES SIXTH GRADE CENTER

POSITION EMPLOYEE
Team 6-1

Reading/LA Nanci Moore
Math Renee Robson
Science Tammy Simmons

Social Studies

| Team 6-2

Michael Del Rossi

Reading/LA Alison Murphy
Math Sandi Atkinson
Science Liza Niccoletti

Social Studies

Thomas Tursi

Team 6-3

Reading/LA Julia Alatrach

Math Caroline Sletten (Thomas Kelly) ;:
Science Solveig Jakobsen |

Social Studies

Faith Sutton

Team 6-4

Reading/LA Jaclyn Mann
Math Steve Fasolo
Science Sharon O’Donnell

Social Studies

World Language (Spanish)

Fine & Performing Arts

Adam Rutkowski
Maribel Concepcion

Robyn Corum
Linda Cecil (shared with Memorial)

Band James Sheffer (shared with Memorial)
Guidance Tressa Holmes

Media Katie Eagen-Casale (shared w/C. Pines)
Nurse Elaine Lipnitz



MAURICE & EVERETT HAINES SIXTH GRADE CENTER

POSITION

Physical Education & Health

Special Education

Child Study Team

Assistants

Sally Cuneo
Christine Gustavsen
Carol Herb

Theresa Kane

Bev Miraglia

Carol Seminerio
Barbara Wineland

Secretary

Custodian

Principal

(Continued)

EMPLOYEE

Charles Candy
Sandra Metcalf

Kelly Adams
Theresa Brooks
Paulette Crawford
Brittany Devino
Carolan Kviklys
Daryl Schwenck

Karen McKenna — Speech*
Catherine Barrett-Yost — LDTC*
Kimberly O’Keefe — Psychologist*
Jennifer Quinn — Social Worker*

*all shared with Memorial

Katie Dyer

Judy Hansen

Pat Hirsh

Michelle Marmarou
Karyn Rickards
Lisa Slusarz

Karen Nevins - Principal

Joann Houck - Front Desk/Guidance

Sharon Crammer
Patricia Hogan - Head
Martin Sherry

Brooke Farrow



MEDFORD TOWNSHIP PUBLIC SCHOOLS
Medford, New Jersey

STAFF ASSIGNMENTS 2010-2011

MEMORIAL SCHOOL
Position Employee
Team 7-1
Social Studies Donald Eng
Language Arts Diane Freidel
Science Victoria Gorman
Math Ingrid Schoen
Team 7-2

Social Studies

Taryn Calamito

Language Arts Christie Marzano
Science Cynthia Hess
Math James Paga
Team 7-3

Social Studies

Meghan Bracken

Language Arts Adeline Toleno
Science Michele Genzer
Math Elizabeth Bell
Team 7-4/8-4

Social Studies

Brittany Lare

Language Arts Michele Loughlin
Science Danielle Fritz
Math Jennifer Disler
Team 8-1

Social Studies

Brian Saunders

Language Arts Jennifer Baughman
Science Michael Karwacki
Math Fran Mastrogiovanni




MEMORIAL SCHOOL (continued)

Team 8-2
Social Studies
Language Arts
Science

Math
Math/Algebra
Team 8-3
Social Studies
Language Arts
Science

Math

World Language

Visual & Performing Arts

Band

Guidance

Media
Nurse

Physical Education

Special Education

Joni-Jean Marchio
Catherine Fiebelkorn
Albert Siedlecki
Jenny Amendola

Jill Wakefield

Patricia Murphy
Diane Strangfeld
Susan Steck
Danielle Caton

Stacey Keeler
Monica Stillman

Linda Cecil (shared with Haines)
Nancy Ohotzke

James Sheffer (shared with Haines)

Jill Bieberbach
Annamaria Scheimreif

Barbara O’Hanlon
Cecilia Pinard

David Hower
Francis Reed
Laurie Rourke
Robin Gordon

Lynda Acchitelli

Kris Gallo

Jennifer Kelly (N. Bintliff)
Daniel Giannattasio
Marian Dahlgren

Dawn Ensign

Kelly McKernan (J. Miller)
Christine Brocco

Christa Whitman (C. Hepperlen)
Carrie Sheldon

Amy Russell (N. Thomas)
Christy Weaver



MEMORIAL SCHOOL (continued)

Position
LDTC
Psychologist

Social Worker

Speech

Assistants
Linda Baker
Susan Grant
Susie Kohn
Bernadine Landante
Richard Masso
Dawn Ranere
Beverly Robey

Custodians

Secretaries

Principal

Assistant Principal

Employee

Catherine Barrett-Yost*
Kimberly O’Keefe*
Jennifer Quinn*

Karen McKenna*

*shared with Haines Sixth Grade Ctr

Adele Barnaby
Jayne Hessian
Virgina Kustra
Terry Madosky
Tim Morea
Mercedes Rizzo
Colleen Scaffa

Anica Gies
Gary Hopkins
Brenda Carillo
Daniel Foley
Christy Powell

Colleen Lash
Catherine McGrady
Nancy Staffieri
Mary Herron

Phillip Petru

Peter Bisconte



MEDFORD TOWNSHIP
HOME AND SCHOOL ASSOCIATION
2010 - 2011 SCHOOL YEAR

September, 2010

The HSA is an organization of dedicated members who volunteer their free time to help make
sure that the children of the Medford School District receive the best education possible. One
of the most important things we do for our children is fund raising; this is the nuts and bolts of
this organization. We are an avenue of communication between parents, teachers, and
administrators. HSA also provides volunteers for each of the schools.

To sum things up, we are just a piece of the puzzle, along with teachers and administrators.

If we keep our priorities in mind, and remember why we are all here, our children will truly reap
the benefits. Then we can say, "I helped make a difference in the education of the children of
the Medford School District.”

The following are some of the people in our organization who are available to help in the
schools:

SCHOOL REP

The school rep is the liaison between the parents, HSA and the principal. The school rep
coordinates HSA activities, is a member of the Parent Advisory Committee at her/his individual
school, and also arranges hospitality for HSA events/meetings.

ROOM PARENT

The room parent coordinates the class emergency list, and through the telephone tree, notifies
parents of emergency school closings and other important notices. The room parent is
available to assist the teacher in a variety of ways, such as class parties, class trips,
volunteering in the classroom, etc.

VOLUNTEER COORDINATOR

Another duty of the school rep is to collect information on parents interested in volunteering
and to make sure that information is available to school staff. This task helps provide a list of
parent volunteers for classroom activities, Media Center, etc.

OTHER COMMITTEES
Additionally, each school has a Membership Chairperson and Book Fair Chairperson.

A complete list of HSA Representatives, Committee Chairpersons and Coordinators is in the
Medford Township Public Schools Handbook.
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MEDFORD TOWNSHIP HOME AND SCHOOL ASSOCIATION (continued)
September, 2010

NEWSLETTER

Our monthly Newsletter is a great way to keep informed of HSA activities and school
happenings. It also offers direct communication with parents. If you have any newsworthy
item for the newsletter, please contact the Newsletter Editor or HSA President.

OTHER INFORMATION

Home and School will again sponsor the “Informational” programs. Each of the “Informational”
programs will be an informal gathering of people who share a common bond and want to
discuss specific interests. Information on individual programs will be advertised through the

year.

As you know, HSA runs a variety of HSA Social Fundraisers throughout the year. Through the
hard work of our volunteers and the support of the community, we have been very successful in
our fundraising efforts. We are able to fund special projects for our schools, such as library
automation, as well as providing funds for school assemblies, and giving gifts to the schools
including computers, playground apparatus, audio-visual equipment, library books, the
Memorial Track and more.

The HSA is grateful for your past support and we are looking forward to another year of
partnership.

The 2010-11 Officers of the Medford Home and School Association:

Robbie Boyle President

Jen Welsey First Vice President

Jeanne Myers Second Vice President

Deanna Ott Treasurer

Tammi Abrams Assistant Treasurer

Tracey Robinson Secretary

Amy Duca President Pro-Tem/Parliamentarian

21



MEDFORD TOWNSHIP HOME AND SCHOOL ASSOCIATION

CALENDAR 2010 — 2011

Membership
Gift Wrap

Back To School Night — Allen & Cranberry Pines

Back To School Night — Haines

Back To School Night — Chairville & Taunton Forge

Back To School Night — Kirby's Mill
Back To School Night - Memorial
Allen School Book Fair

Chairville School Book Fair

‘Donate Your Used Books” Drive

HSA General Meeting/Taunton Forge 7:30pm

Yankee Candle

Cranberry Pines Book Fair
Taunton Forge Book Fair
Mixed Bag

Scripps/HSA Holiday Pass
HSA Meeting/Kirby’'s Mill 7:30pm

Holiday Shoppe

5 Below - Holiday
Kirby’s Mill Book Fair
Memorial Book Fair

HSA Meeting/Allen 7:30pm

Taunton Forge Book Fair
Fashion Show

Borders

Haines Book Fair

Reilly’ Candy

HSA Meeting/Chairville 7:30pm

Scripps

BOE Candidates’ Forum/Memorial 7:30pm
Earth Day Fundraiser

Harlem Wizards

Mixed Bag
HSA Meeting/Cranberry Pines 7:30pm

5 Below — Get Ready For Summer
HSA Meeting/Haines 7:30pm

or7
9/13-9/29
9/13

9/14

9/15

9/21

9/22
9/24-10/1
9/30-10/8

10/4-10/22
10/12
10/4-10/15
10/14-10/22
10/14-10/22
10/18-10/29

111
11/16

12/3 & 12/4
TBA
12/3-12/10
12/3-12/10

1711

2/24-3/7
2/25

TBA
3/4-3/11
3/11-3/25
3/22

41

4/5
4/4-4115
TBA

5/2-5/13
517

TBA
6/14



RELIGIOUS HOLIDAYS

FOR THE LIST OF RELIGIOUS HOLIDAYS PERMITTING
PUPIL ABSENCE FROM SCHOOL

Please refer to the Department of Education Website —

www.state.nj.us/njded/genfo/holidays.htm
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HOLIDAYS AND OTHER DAYS OF CELEBRATION

2010 - 2011

Throughout the year, many days are set aside as times of celebration for events that hold
special meaning for us. Below are listed the days that we recognize in some form in our
schools. You are advised to consult this list regularly when planning your school lessons so that
you can make the appropriate inclusions in your program.

MONTH DAY EVENT
September 17 Friday U.S. Constitution/Citizenship Day
October 11 Monday Columbus Day (Traditional — Oct. 12
October 31 Sunday Halloween
November 2 Tuesday Election Day
November 11 Thursday Veterans’ Day (Traditional)
November 25 Thursday Thanksgiving Day
January 17 Monday Dr. Martin Luther King, Jr.’s Birthday

(Traditional — January 15%)

February - African-American History Month
February 14 Monday Valentine’s Day
February 21 Monday President’s Day

Lincoln’s Birthday — February 12, 1809
Washington’s Birthday — February 22, 1732

March 17 Thursday Saint Patrick’s Day

April 29 Friday Arbor Day

May 8 Sunday Mother’s Day

May 30 Monday Memorial Day (Traditional — May 30™)
June 14 Tuesday Flag Day

June 19 Sunday Father’s Day

24



LENGTH OF SCHOOL DAY FOR PUPILS

Haines-Memorial Sixth Grade Center
Memorial School '

Allen School

Chairville School
Cranberry Pines School
Kirby’s Mill School
Taunton Forge School

KINDERGARTEN
Allen, Chairville & Kirby’s Mill Schools AM Session
PM Session

Cranberry Pines & Taunton Forge Schools AM Session
PM Session

PRESCHOOL

Chairville & Kirby’s Mill Schools AM Session
PM Session

7:45 AM to 2:00 PM
7:45 AM to 2:00 PM

9:05 AM to 3:20 PM
9:05 AM to 3:20 PM
8:25 AM to 2:40 PM
9:05 AM to 3:20 PM
8:25 AM to 2:40 PM

9:05 AM to 11:50 AM
12:35 PMto 3:20 PM

8:25 AM to 11:10 AM
11:55 AM to 2:40 PM

9:15 AM to 11:45 AM
12:45 PMto 3:15PM

SNOW AND EMERGENCY SCHOOL CLOSINGS

SNOW:

Teachers and staff will be telephoned via a relay. Students should tune television
Channel 19 or Channel 21 or to the radio. Medford’s closing number is 668.

EMERGENCY:

The Home and School Association can assist the schools with a telephone relay in the
event that one or more schools must close early or cannot open on a regularly

scheduled school day.

25




SCHOOL SAFETY/EMERGENCY SITUATION

In the event of a safety/threat school wide emergency situation, i.e., fire, bomb threat,
chemical/gas leak, etc., please follow the general guide below:

If you are the first person to identify the situation:
A) Contact the main office immediately to notify the principal.

B) Respond calmly in accordance with outlined emergency management
procedures. Refer to the Emergency Response Quick Reference Guide and
use your professional and personal discretion in split second decisions.

C) The principal or his/her designee will direct all school personnel as to how
to proceed, coordinate outside resources, and inform the Superintendent’s
Office. Your main focus is the students’ safety and responding to the
directions from your principal or his/her designee.

A School Personnel Reference Manual has been compiled by the Burlington County
Prosecutor’s Office in conjunction with the Burlington County Office of Education for
Responding to Acts of Violence or Emergencies. For information regarding various
scenarios a PDF version of this manual is available online. You may access this
information by going to ‘My Computer’; double click the Network Drive listed
“wan_share on *file-server’ (X:)"”; double click on the 'District Forms’ folder;
double click on the Adobe PDF *Burl Cty Prosecutor’s Manual 2010-11",

X:\District Forms\Burl Cty Prosecutor's Manual 2010-11.pdf
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STAFF PERSONAL APPEARANCE GUIDELINES

Dress, grooming and personal cleanliness standards contribute to the morale of
all staff and impact the professional image displayed by the school district.
During school hours and/or after school activities, all staff members are expected
to present a clean and neat appearance as outlined in Policy #3216 “Appropriate
Educational Attire for Staff” and Policy #4216 “Appropriate Educational Attire for
Support Staff”.

Without unduly restricting individual preferences, the following personal
appearance guidelines for staff should be followed:

e Hairstyles, mustaches and beards must be clean, neat and well groomed

e Extreme colored hair and/or extreme hairstyles are not acceptable

e Perfume, cologne and aftershave lotion should be used moderately, as
some students and staff may be sensitive to strong fragrance

Staff is encouraged to consult with their building principal if they have any
questions as to what constitutes appropriate professional personal appearance.

CASUAL DAYS

Specific days that are identified by your building principal may be considered
casual dress days. The primary objective of casual dress days is to have staff
project a professional image while taking advantage of more casual and relaxed
fashions. Casual dress offers a welcome alternative to the formality of typical
professional attire.

However, not all casual clothing is appropriate for the public school setting.
Casual business wear is clean, neat and “smart” in nature. It is not appropriate
to wear stained, wrinkled, frayed or revealing clothing to school. It would be
considered appropriate to wear blue jean pants, warm up suits and jogging suits.
Please refer to Policy/Regulation #3216 for “Appropriate Educational Attire for
Staff’ and Policy/Requlation #4216 for “Appropriate Educational Attire for Support
Staff”.

For many, professional attire may simply remain a more favored option on
identified casual days. This choice is strictly up to each individual staff member.
It is our hope that casual days will help make our school environment a more
enjoyable and productive setting.
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ABSENCES
PROFESSIONAL DAY OF ABSENCE

Professional days may be granted with or without pay upon the approval of the Superintendent.
Such requests should be discussed with the building principal as to the value of the proposal
with respect to the teacher, the classroom, the building or the district.

If the principal supports the request, (MTPS 35-A) the Professional Absence Approval Request
Form is completed in duplicate, signed by the principal and forwarded to Theresa Sheppard at
the Central Office, at least two (2) weeks prior to the scheduled date, provided approval
is NOT needed for Travel, Lodging and/or Meals. All requests must be submitted with a copy
of the announcement from the sponsoring agency. **Otherwise, if expense coverage is
required, the approval must be submitted for BOE confirmation in the month prior to
the Professional Day of Absence.** (Please refer to “Guidance for Travel”, p.29-31, for
specific rules governing such expenses). Request forms are available in each school office.
Upon completion of the Professional Day, (MTPS 35-B) the Staff Professional Absence Report
must be completed in duplicate and submitted to the building principal.

REQUESTING A PERSONAL DAY OF ABSENCE :

Teachers shall be entitled to five (5) personal business leave days for the 2010-2011 school
year. These days are to be requested at least three (3) days in advance, except in the case of
an emergency and an Employee Absence Form must be completed.

Request for one personal day with pay may be submitted, without reason, to the
superintendent for approval during the first and last week of school and the day just prior to a
school holiday or the day just after a school holiday. Two or more days are not permitted to
pyramid during these times. No more than fifteen (15) requests for the utilization of a
personal day, with pay, during the first and last week of school and in conjunction
with any given holiday shall be granted.

Up to three (3) unused personal days per year shall accumulate as sick days and be added to
the employee’s accumulated sick leave if they are not used.

ABSENCE DUE TO ILLNESS

Ten month employees are entitled to ten (10) sick leave days each school year. Unused sick
leave days are accumulated from year to year with no maximum limit. Upon returning to school
after a sick leave day, an Employee Absence Form must be completed.

FAMILY ILLNESS DAY

All employees shall be entitled to one (1) “Family Iliness Day” per contract year. Family Iliness
Days may be utilized where an employee’s personal presence is preferred because of an illness
of a parent, a spouse, a child, a significant other or other persons residing in the employee’s
residence. An informal explanation identifying the family member and the nature of his/her
illness will be provided on the Employee Absence Form. Unused Family Iliness Days shall not
be added to accumulated sick leave.
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DOCTOR'S CERTIFICATE

If an employee is absent on sick leave for three (3) consecutive work days or more, or on the
day before and after a day(s) school is not in session, a doctor’s certificate shall be

required.
EMPLOYEE ABSENCE FORMS

Employee Absence Forms are available in each school office. Complete these forms in triplicate,
and return the forms to your principal for approval. Upon approval, the white copy is forwarded
to Theresa Sheppard in the Central Office, the yellow copy is retained by the Principal and the
pink copy is retained by the Employee.

REQUESTING A SUBSTITUTE

In the case of your absence from school, for any reason, you will need a substitute. The
substitute caller for our district is Ms. Kerry Brown. Please call Ms. Brown at 609-714-1302
between 6:00 and 8:00 PM or 5:30 and 6:30 AM to request a substitute.

Staff members are not to request a specific substitute. The central office and
substitute caller follow prescribed district procedures to promote a fair and equitable process
when assigning substitutes. Please refer to your school office for requirements and information
regarding emergency lessons plans, etc.

Kindly complete a Substitute Review Report, available on your share drive, and return the form
to your Principal.

FOR ADDITIONAL INFORMATION ON SICK LEAVE — Please refer to Article XIV of the
MEA Contract

FOR INFORMATION ON TEMPORARY LEAVES OF ABSENCE — Please refer to
Article XV of the MEA Contract

FOR INFORMATION ON EXTENDED LEAVES OF ABSENCE — Please refer to Article XVI
of the MEA Contract and also the Medford Township Board of Education Policy
#3431.1 which is available online in each school’s Technology Lab. Please see your
school’s Technology Teacher for instructions.
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Guidance for Travel
Pursuant to
State of New Jersey Regulations

Mileage Reimbursement:  Pursuant to the new regulations
implemented by the Commissioner of Education effective July 1, 2008, all
authorized business related motor vehicle travel by school employees using their
personal vehicle must follow the reimbursement rate, as set by the IRS and
recognized under the collective bargaining agreement of 50¢ per mile. However,
please note that once the current collective bargaining agreement expires on
June 30, 2011, the MTBOE mileage rate is mandated to conform to the NJOMB
circular mileage rate of 31¢ per mile. This pertains to both in-district and out of
district travel via use of a personal vehicle.

One Day Programs: All out of district professional programs must
have PRIOR BOE approval to be reimbursed for mileage/tolls/parking expense.
The request for approval must have the specific mileage reimbursement amount,
toll and parking amounts to be approved by the BOE. If the mileage expense
request for reimbursement submitted following the trip exceeds what was
requested and subsequently approved by the BOE, only the APPROVED amount
can be paid to the employee. If the mileage expense request for reimbursement
submitted following the trip is less than what was approved by the BOE, the
LESSER amount must be paid. Multiple day workshops within the state are
considered one day workshops since overnight accommodations are not

permitted to be reimbursed.
RECEIPTS REQUIRED

IN-STATE
Meal expenses for one day in-state trips/programs ARE NOT permitted to be
reimbursed. Mileage/Tolls/Parking are permitted to be reimbursed as stated

above.
' RECEIPTS REQUIRED

OUT-OF-STATE
Meal expenses for one day out-of-state trips/programs are permitted to be
reimbursed, with prior BOE approval, in amounts not to exceed:

RECEIPTS REQUIRED

Five Dollars (5.00): Breakfast
Seven Dollars (7.00): Lunch
Ten Dollars (10.00): Dinner
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Overnight Travel: Reimbursement for lodging and meal expense for
overnight travel within the state IS NOT permitted. The only exception to this
provision is if the conference has prior Commissioner Approval to permit a BOE
to reimburse for such expenses. Prior BOE approval must be obtained. Multiple
day workshops within the state are considered one day workshops since
overnight accommodations are not permitted to be reimbursed.
Mileage/Tolls/Parking are permitted to be reimbursed as stated above.
RECEIPTS REQUIRED

Reimbursement for lodging and meals cannot exceed applicable federal per diem
rates by geographic location. These rates may be found at www.gsa.gov. In the
event that the federal per diem rates are not listed for a specific location, the
maximum per diem allowance shall be $31.00 for meals and incidental expenses
and $60.00 for lodging.

RECEIPTS REQUIRED

Reimbursement for overnight travel out-of-state or in-state for conferences as
permitted above, may exceed the federal per diem rates if the hotel is the site of
the conference and the going rate of the hotel is in excess of the federal per diem

rates.
RECEIPTS REQUIRED

The following is a summary of the general requirements of the new regulations
N.J.A.C. 6A:23A and NJOMB Circulars that MUST be followed pursuant to N.J.S.A.
18A:11-12:

e Registration and conference fees are not subject to the federal per diem rate cap.

e Under ordinary circumstances such as staff meetings, no meal expenses are
permitted at the school district or within a radius of ten (10) miles from the school
district.

¢ Board meetings are limited to light meals and refreshments for BOE members and
required personnel in attendance not to exceed ten dollars ($10.00) per person.

e Expenditure of public funds for meals and/or refreshments for staff development
activities, faculty meetings, etc is not permitted.

e All reasonable expenses for commencement and convocation activities for students
are permitted.

e All reasonable costs for student field trips are permitted.

e All reasonable costs for activities, events or functions provided or held for the
benefit of students are permitted.

e C(Costs for activities, events or functions for dignitaries and other “non-district”
employees (i.e. parents), including light meals and refreshments, is permitted. The
regulations and NJOMB circular specifically states that these types of expenditures
should be minimal and infrequent.
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The cost for receptions or other special functions held for the sole purpose of
honoring any employee or group of employees of the district (i.e. retirement,
awards, appointments, etc.) are not permitted to be paid with public school funds.
The cost of meals or refreshments served to participants or guests at any athletic
event or other games or contests are not permitted to be paid with public school
funds.

Charges for alcoholic beverages, laundry, valet services, taxi service, entertainment,
reverse telephone charges, third party calls, or personal calls are not permitted to be
paid with public school funds.

All costs and reimbursements MUST be properly itemized and documented in
detail.

We recognize that there may be questions regarding clarification on some items,
however it is important to understand that the intent of the regulations is to prohibit
expenditure of public funds that do not directly and positively impact students.
Therefore, please be aware that we have no authorization nor are we permitted, to
approve any such expenditure and/or reimbursement that may be interpreted to be
in violation of these regulations.

General Request & Submission Procedures
TRAVEL

1. Request approval, in writing, to attend a conference or workshop from
appropriate administrator giving sufficient time for review and subsequent
Board of Education approval.

2. Calculate mileage reimbursement and other permitted costs for
reimbursement and attach to your request.

3. The administrator should forward the request and attached reimbursement
documentation to the Superintendent’s Office to be placed on the Board of
Education’s next action meeting agenda.

4. Once approved by the BOE, the employee is then eligible for reimbursement
for expenses up to the amount approved by the BOE.

5. Following attendance at the conference or workshop, the employee is to
submit an “Expense Voucher” (copy attached) detailing the request for
reimbursement and attach all applicable receipts. The budget account to be
charged should be obtained from the authorizing administrator.

6. Reimbursement will be processed in the next bill payment period following
the Business Office’s receipt of the Expense Voucher.
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FIELD TRIPS - Please refer to the Medford Township Board of Education
Policy #2340 which is available online in each school’s Technology Lab.
Please see your school’s Technology Teacher for instructions.

PROCEDURE FOR REQUESTING A FIELD TRIP

Field trips should relate directly to the classroom instruction. Field Trip Request Forms
are available in each building and must be prepared in triplicate. The signature of the
principal is required and all three copies must be forwarded to the Central Office

no later than fifteen (15) calendar days prior to the planned trip.

Field trips should not be scheduled in late May or June unless they directly relate to the
teacher’s planned program.

Trips requiring a bus cannot leave Medford earlier than 9:15 A.M. or return later than
1:30 P.M. Questions regarding transportation should be directed to Mrs. Mary Drayton,
Transportation Supervisor. Questions regarding the destination or nature of the trip
should be referred to the Superintendent.
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REQUESTING A TRANSFER WITHIN THE DISTRICT

Teachers may apply for reassignment for the following year by submitting their request
in writing to the Superintendent by March 1% of the present year.

Please refer to the MEA Contract, Article XII for additional information.

EDUCATIONAL CREDIT

Credits that are to apply to the next higher salary level must be recorded in the Office of
the Superintendent by September 1st of each school year if salary adjustment is to be
made for the current school year. Such credits, which are to be completed by

August 20", will not become a part of the new contract until the teacher has filed a
transcript of this work with the Superintendent. Credits will only be honored for a salary
guide column change if written notification of such intention to move is received on or
before November 1st of the preceding year.

Please refer to the MEA Contract, Article XXI, for additional information.

Pursuant to the memorandum of Agreement for the 2010-2011 academic year, please
be aware that there are no funds available for tuition reimbursement.
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EXPLANATION OF PAYROLL STUB

Employee Number is printed on your pay stub next to employee name.

Cut-Off Date is the last day included in this check for hourly employees or extra pay
for salary employees.

Pay End Date is the 15" and 30" of the month. This is the last day included in this
check for salary employees.

Check No. is the number printed on your check that you will be cashing. If your salary
is direct deposited, this number will be the direct deposit statement number.

Earnings for this check will be shown here. Your pay descriptions will be here also.
REGULAR is your CONTRACT SALARY divided by your number of pays (20 for 10
month employees and 24 for 12 month employees), or the total of all your pay for
hourly employees. Your extra pay will be listed with a brief description of the different
activities you were paid for with the amount. ABSENCE will be the total absence you
have for this check or a deduction from your check due to a change in work schedule
or special circumstances.

Here are the Descriptions of all your deductions. Please refer to the Explanation of the
Deduction Description List.

Located at the bottom of your statement are your Sick, Vacation (12 mo. emp. only)
and Personal Days, (shown as Accumulated, Used, and Balance). Please note the
DATE Posted Thru for Sick, Personal and Vacation Days, as this will be at least two
weeks behind the current pay date.
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EXPLANATION OF THE DEDUCTION DESCRIPTION

FEDERAL TAX
STATE TAX
SUI TAX

FICA TAX
MEDICARE
PENS PERS

PENS TPAF

BACK PENS PERS
BACK PENS TPAF
LOAN/PERS
LOAN/TPAF
PURCH/ARREA PERS
PURCH/ARREA TPAF
CONT INS PERS
CONTR INS TPAF
BACK INS/PERS
BACK INS/TPAF

TAX SHELTER/PERS
TAX SHELTER/TPAF
DUES NJEA

BACK NJEA DUES
PURCH ADDL BENEFIT

HEALTH BENEFITS DED
GARNISHEE IRS
GARN'H. CHILD SUP.
GARNISHSTULOAN
WAGE GARNISHMENT
UNITED WAY

AIG VALIC 403B

AIG VALIC 457B
AMERIPRISE 403B

AXA EQUITABLE 403B
FIRST INVESTORS 403B
FIRST INVESTORS 457B
FIRST FINANCIAL GROUP-
MASS MUTUAL403B
MIDLAND NAT'L 403B
OPPENHEIMER FUNDS

Federal Withholding tax deduction

State Withholding tax deduction

State Unemployment Insurance tax deduction. This is the
combined tax for Unemployment Insurance, Workforce
Development (WD), Healthcare Subsidy (HC) and Family
Leave Insurance.

Social Security tax deduction

Medicare tax deduction

Pension deduction for Public Employees Retirement System
(from here on abbreviated to PERS)

Pension deduction for Teachers’ Pension and Annuity Fund
(from here on abbreviated TPAF)

Back pension deduction for PERS

Back pension deduction for TPAF

Pension loan deductions for PERS

Pension loan deductions for TPAF

Purchasing previous pension time for PERS

Purchasing previous pension time for TPAF

Pension Contributory Life Insurance deduction for PERS
Pension Contributory Life Insurance deduction for TPAF
Back Pension Contributory Life Insurance deduct for PERS
Back Pension Contributory Life Insurance deduct for TPAF
Pension additional Tax Shelter deduction for PERS
Pension additional Tax Shelter deduction for TPAF
Medford Education Association dues deduction

Back Deductions for Dues

Purchase of additional health benefits above benefits provided
Contractually

Employee required contribution for Health Benefits

IRS Wage garnishment

Child Support payment deduction

Student Loan wage garnishment

Private wage garnishment

United Way deduction

Tax Sheltered Annuity deduction for AIG Valic 403B

Tax Sheltered Annuity deduction for AIG Valic 457B

Tax Sheltered Annuity deduction for Amerprise 403B

Tax Sheltered Annuity deduction for Equitable Life 403B
Tax Sheltered Annuity deduction for First Investors 403B
Tax Sheltered Annuity deduction for First Investors 457B

Tax Sheltered Annuity deduction for Mass Mutual 403B

Tax Sheltered Annuity deduction for Midland National 403B
Tax Sheltered Annuity deduction for Oppenheimer Funds

36



EXPLANATION OF THE DEDUCTION DESCRIPTION

LINCOLN 403B

LINCOLN 457B

SAVINGS BOND
PRUDENTIAL NJEA DISAB.
PRUDENTIAL ADMIN DISAB.
AMERICAN GEN LIFE INS
CHECKING

SAVINGS

MED FLEX SPENDING
CHILD CARE - 125 PLAN

(cont'd)

Tax Sheltered Annuity deduction for Lincoln 403B
Tax Sheltered Annuity deduction for Lincoln 457B
U.S. Savings Bond deduction

Disability Ins. Plan

Disability Ins. Plan

Disability Ins. Plan

The amount direct deposited in your checking account
The amount direct deposited in your savings account
(including deposits into the ABCO Credit Union)
Section 125 Medical Spending Account Deductions
Section 125 Child Care Account Deductions
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PAYROLL — EXTRA TIME WORKED

Extra time worked for Salary Personnel should be filled out on a Payroll Time sheet (time sheets
are available in the school office) and submitted to your Principal for approval. He/she will then
send it to the payroll department for payment.

Please note what activity the extra pay is covering and be sure to include your employee
number which is your social security number.

Mileage and/or expense should be filled out on an Expense Voucher and submitted to your
Principal for approval. He/she will then send it through the appropriate channels for payment.
When your expenses include mileage, a mileage log should also be filled out and attached to
the Expense Voucher. The payment will be made through the general account from which
checks are sent during the week after the Agenda meeting.

All extra pay is combined and paid in one check separate from your regular contract salary
check. It is not direct deposited.
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OTHER DEDUCTIONS

Professional Dues
Professional dues are paid by purchase order. Each school is to send a purchase order to the

Accounts Payable Department in September to pay their building’s professional dues.

The Teacher’s Pension and Annuity Plan

Sponsored by the State of New Jersey and all teachers in the State’s public schools must
become members. Your pension deductions and any back deductions you may have are tax
deferred. Therefore, on your W-2's the Gross Wages subject to Federal Withholding will be
lowered by your pension, pension back and tax sheltered (if you're in a tax sheltered program)
deductions. The cost for your pension is 5.5 percent (.055) of your salary, effective beginning
July 01, 2007.

During the first year of employment, a teacher must be covered by the contributory insurance
plan, which provides life insurance in the amount of 3-1/2 times the employee’s salary.

At the end of the first year, an employee has the option to discontinue the contributory portion
of this life insurance. If this portion is dropped, the insurance coverage will decrease to 1-1/2
times the employee’s salary. If it is not dropped, the insurance remains at 3-1/2 times the
salary. The cost for this coverage is only 4/10 of one percent (.004) of the salary.

Once an employee has discontinued the contributory insurance plan, he/she may not enroll in it
again. For further information on TPAF, please consult the pamphlet provided each employee.

Prudential Financial

Available to all members of NJEA: Various plans are offered to provide salary insurance in the
event that an employee is unable to work. This is an optional service paid for by the employee
and becomes a payroll deduction. Contact the Board Office for enrollment or information.

American General Life Insurance

Available to all contracted employees: Various plans are offered to provide salary insurance in
the event that an employee is unable to work. This disability insurance company returns all
payments made for the coverage at age 65 minus any benefits paid while the plan was in
effect. This is an optional service paid for by the employee and becomes a payroll deduction.
Contact the Board Office for enrollment or information.

U.S. Savings Bonds '
Savings Bonds are available to all employees. Contact the Business Office for more information.

Tax Sheltered Annuity Plans

The Board of Education has a variety of 403(b) and 457 (b) plans for personal investment
options. Enroliment in these plans is optional and the employee holds the responsibility of
weighing the advantages and risks of investing in these plans. These plans allow an employee
to defer paying federal income tax during your peak earning years, when your income places
you in a higher tax bracket, until later in life when you will probably be in a lower bracket.
The payment of federal tax is deferred with the cooperation of your employer. Funds can be
accumulated under a tax sheltered annuity up to the contribution limits established by the IRS
for 403(b) and 457(b) plans. Contributions within the required limits are not subject to federal
tax withholding. When the funds are withdrawn after retirement, they are immediately subject
to federal tax.

Please contact the investment advisor listed at the end of this section for the appropriate plan

information and contribution limits.
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VALIC is the 3™ party administrator for the Board of Education. They manage loans, hardship
withdrawals and transfer of balances between plans. You can access their website at
https://www.myretirementmanager.com/?medtwp . You will need your employee ID number in
order to login to their website. This number is printed on your pay stub. When entering your
employee ID you will use the first letter of your first and last name followed by the employee
number.

John Doe with an employee ID of 200000
Employee Unique ID: jd200000

If it is the first time accessing Valic’s retirement manager website, click on *I'm a New User”
and establish a password. If you forget your password click on “I Forgot My Password”.

A brief tutorial is available to guide you through the Retirement Manager Website. The tutorial
is located at http://www.brainshark.com/valic/Retirement-Manager . The topics available in the
tutorials are as follows:

1) Tracking Retirement goals

2) How to create Loan certificate

3) How to create Hardship certificate

4) How to create In-Service Exchange certificate

5) How to create Severance of Employment certificate

6) How to reprint a certificate

The following is a list of the available tax shelter plans and the contact information. Please note
that effective 6/30/09, Vanguard is no longer an option for contributions. Vanguard was
de-certified due to non-compliance with our approved IRS plan.

COMPANY CONTACT INFORMATION

Equitable Life Assurance Local Rep: Robert J. Bunsa, Jr.

Individual Annuity CTR Telephone # 609-620-0025

P.O. Box 2996 Area 6-0 Local Rep: John Cicala

New York, NY 10116-2996 Telephone # 609-597-9615
Plan: 403(b) Local Rep: Steven W. Higley

Telephone # 609-597-9615
Fax # 609-597-9671

1322 Route 72 West, Suite 101
‘Manahawkin, NJ 08050

Ameriprise Financial Local Rep: Mark Lose
70205 AXP Financial Center Telephone # 609-784-7500
Minneapolis, MN 55474-0702 Voorhees Office

612-671-3733
Plan: 403(b)

Lincoln Investment Planning, Inc. Virginia Harriett

8000 Sagemore Drive, Suite 8301 856-596-4830 or

Wyncote, PA 19095 1-800-375-1133 Ext. 2161
Plan: 403(b) & 457 1-800-375-1133 and fax 1-856-489-4122
(Primary Contact) vharriet@]lincolninvestment.com
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TAX SHELTER ANNUITY COMPANIES
(Cont’d)

COMPANY

Lincoln Investment Planning, Inc.
611 Main Street
Voorhees, New Jersey 08043-9969
Plan: 457
(Secondary Contact)

Oppenheimer Funds
P.O. Box 5270
Denver, CO 80217-5270

Valic

210 Lake Drive East
Suite 307

Hill, New Jersey 08002

Plan: 403(b)
Plan: 457

First Investors Corporation
Center City Regional Office
Two Penn Center Plaza
1500 JFK Blvd.
Philadelphia, PA 19102
Plan: 403(b)
Plan: 457

Midland National — Annuity Division
4601 Westown Pkwy.
Suite 300
West Des Moines, 1A 50266
Plan: 403(b)

First Financial Group

David Jones, Account Representative
385 Kings Highway North

Cherry Hill, New Jersey 08034

Phone: 856-522-1014

Cell: 215-593-0429

Fax: 856-773-0953

E:Mail: dajones@finsves.com
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CONTACT INFORMATION

Edward Meglis, Professional Consultant
856-489-9197 x2066
E-Mail: edmeglis@comcast.net

1-800-835-7305
www.oppenheimerfunds.com

Daniel Drabkin

Office: 800-892-5558 Ext. 88964
Office Customer Service:
800-448-2542

Email: Daniel.drabkin@yvalic.com

Office 1: 800-841-1324

Office 2: 215-568-2078

Joyce and Troy Shorts

East Gate Center

309 Fellowship Road

Suite 210

Mount Laurel, New Jersey 08054
856-642-4074

E-Mail: jshorts@wealthacceleration.com




OTHER PRE —TAX DOLLAR DEDUCTIONS

Recent changes in the law allow for pre-tax dollar deductions for the cost of some insurance
payments, child care and unreimbursed medical expenses. It is up to the individual employees
to determine their needs. Companies soliciting employee pre-tax dollar deductions must meet
board policy DLBA. It is up to the individual employee to evaluate plans offered.

For more information please contact the Business Office.

OPTIONAL ITEMS

ABCO Credit Union

Ten month employees are paid their salary in 20 equal pays during the school year. If an
employee chooses to set aside earnings for the summer months, he/she has the option of
joining ABCO Credit Union. The employee can establish a checking/savings account and have a
portion of his/her earnings deposited in the account to set aside for the summer months. The
deposits into the ABCO Credit Union are handled through direct deposit. The employee
determines the amount of money he/she needs to save based on his/her needs. Please contact
the Business Office for an ABCO new member information package. Upon completion of the
application, contact the local credit union representative listed in the new member package.
When the account is established, ABCO will forward the direct deposit form to the Business
Office.

Direct Deposit
Employees have an opportunity to sign-up for Direct Deposit. Once you enroll, you will have

one pay period during which your accounts will be checked and you will receive a check. Your
Direct Deposit will become effective during the second pay period and will remain in effect until
you cancel in writing. Please inform the business office immediately if you have a change in
banking.
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HOSPITALIZATION/PRESCRIPTION/DENTAL/VISION PLAN

Health Benefits Program — New Employees

Please note: As of July 1, 2004, all new full time employees are eligible for single health
coverage for health benefits under the Horizon Direct Access 8 Plan only. New hires receive
individual coverage only for the first two (2) full years of employment. Eligibility will increase to
two (2) party coverage only for the third full year of employment, and full family coverage in
the years thereafter. Eligibility for coverage increase shall be at the first open enroliment period
after the employee’s anniversary date of service in the district.

If a new employee would like to participate in the Horizon Direct Access 9 Plan and/or purchase
additional coverage, he/she may do this only at the time of his/her employment or during any
open enroliment period and will be subject to payment for the additional cost above the Horizon
Direct Access 8 single coverage plan. Rates will change effective July 1 of each year.

The additional monthly cost for the increased coverage for 1% and 2™ year employees would be:

Husband/Wife Parent/Child Parent/Children Family
Per Month Per Month Per Month Per Month
Horizon
Blue Cross/Blue Shield of NJ
Direct Access 8 $587.80 $228.86 $228.86 $767.32
Direct Access 9 629.14 244.03 244.03 825.76
Horizon Dental Option 27.67 27.67 75.81 75.81
Horizon Prescription 147.33 56.72 56.72 254.35
Vision 0.00 0.00 0.00 0.00

The cost of participating in the Horizon Direct Access 9 Plan (for new employees with single coverage):

Horizon Hospitalization Single Parent/Child Husband/Wife Family
$175.00 $250.00 $350.00 $450.00

Health Benefits Program

Health Benefits will be administered by Horizon Blue Cross/Blue Sheild of NJ. Eligible employees,
with the exception of new hires, may participate in one of the following programs: Horizon Direct
Access 8 or Horizon Direct Access 9. Participation is voluntary and coverage in all plans does not
formally begin for two full calendar months from the date of employment. Coverage for teachers
beginning employment on September 1%, will start on September 1%,

All employees who are eligible for health benefits may op-out of any or all benefit programs.
The Board of Education will pay an opt-out incentive of 35% of the benefit premium.
For more information please contact the Business Office.

Rose Meimbresse of Allen Associates is the administrator for all health benefits. They may be
reached by phone at 1-800-442-5536, or by correspondence at 510 North East Avenue, Post
Office Box 790, Vineland, NJ 08360.
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Additional information and assistance relating to benefits is available by contacting
Sue Smith in the Business Office, at extension 8016.

Prescription Plan
HORIZON — Prescription Drug Benefits

Mail Order Retail Pharmacy
Generic --- Preferred --- Non-Preferred Generic --- Preferred --- Non-Preferred
$10.00 $15.00 $20.00 $10.00 $15.00 $20.00

All eligible employees may participate in the prescription benefit program.

Any permanent employee of the district who works thirty (30) or more hours per week and who
has been employed for a minimum of two (2) full consecutive months shall be eligible to
participate in the program. Premiums are paid in full by the Board of Education. For new
employees, premiums are paid in full by the Board of Education according to eligibility during first
three years.

HORIZON - Dental Plan Option

Any permanent employee of the district who works thirty (30) or more hours per week and who
has been employed for a minimum of two (2) full consecutive months shall be eligible to
participate in the program. Premiums are paid in full by the Board of Education. For new
employees premiums are paid in full by the Board of Education according to eligibility during first

three years.
For you and your dependents:

Dental Deductible: None

Maximum Benefit: $1,500 payable per person, per calendar year with orthodontia limited to
$1,500 payable per person, lifetime maximum.

Benefits
Class 1 Diagnostic and Preventive pays 100% of the Reasonable and Customary charges for:

Examinations — Three (3) per year
X-rays and lab tests

Prophylaxis — teeth cleaning
Fluoride treatments

Space maintainers

Cop oo

Class 11 Plan pays 70% of the Reasonable and Customary charges for:

a. General anesthesia

b.  Endodontics — root canal therapy

c.  Periodontics — gum disease treatment and surgery

d. Prosthodontics maintenance — adjustment and repairs of dentures and
bridges

e.  Oral surgery — extractions

f.  Restorative — fillings, re-cementing of inlays and crowns, single crowns,

inlays and gold restorations will be provided only when teeth cannot be
restored with other materials
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Class III Plan pays 50% of the Reasonable and Customary charges for:

Gold and porcelain inlays (as part of a bridge)

Gold foil restorations (as part of a bridge)

Crown — capping of teeth (as part of a bridge)
Prosthodontics — making and installing bridges and dentures

oooo

Class 1V Plan pays 50% of Reasonable and Customary charges for:

a. Orthodontia — braces on teeth
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Vision Service Plan Program (VSP - Group No. 12240293)

Any permanent employee of the district who works thirty (30) or more hours per week and who
has been employed for a minimum of two (2) full consecutive months shall be eligible to
participate in the program. Premiums are paid in full by the Board of Education according to
eligibility during first three years.

How Do I Use This Plan?

1. Consult your VSP brochure (available from your benefits representative) for a
description of your vision plan coverage.

2. The next step is to choose a VSP participating doctor either online (www.vsp.com) or
by phone (1-800-877-7195) 24 hours a day and identify yourself as a VSP member.
You are not required to complete any up-front paperwork or obtain a benefit form.
That's it!

When you call the VSP participating doctor you will also need to know the covered
member’s identification number (social security number) and the organization that
provides your benefits (i.e. your employer, Medford Board of Education).

3. After you have scheduled your appointment, the VSP participating doctor will contact
VSP to verify your eligibility and plan coverage. The doctor will also obtain
authorization for services and materials. If you are not eligible for benefits at that
time, the doctor will communicate that information to you.

Dual Choice Plan

When you utilize the services of the participating provider, you are assured of quality
professional services and materials, at little or no out-of-pocket cost (unless the plan contains a
deductible). On the other hand, if you choose to go to a provider who does not participate in
the VSP program, you must pay that provider his full charge for all services rendered. You will
then be reimbursed in accordance with the VSP Pamphlet provided to you previously.

The pamphlet is also on file in the Personnel and Business Offices.

How Much Do I Pay?

Please consult the pamphlet entitled “"VISION CARE PROGRAMS”. If you do not have one,
please contact the Personnel or Business Office to receive one.

How Often Are Services Available?

VISION EXAMINATION: Every 18 months
LENSES: Every 18 months only as needed
FRAMES: Every 18 months only as needed
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DEPENDENT CHILDREN TERMINATION RULES FOR OUR HEALTH BENEFITS

Hospitalization, Dental, Prescription and Vision

Unmarried children who live in a normal parent-child relationship are covered by your benefits
until December 31% of the year during which they attain age 23. These dependent children are
eligible for COBRA enroliment and they have 60 days from the day their coverage terminates to
apply for it.

COBRA BENEFITS

In April, 1986 Congress passed the Consolidated Omnibus Budget Reconciliation Act (COBRA).
One of the provisions of this act requires employers to allow terminated employees and
dependents who would otherwise lose their coverage to continue group health coverage. This
means that you may continue your group health benefits for up to eighteen (18) months, if
your employment terminates for any reason except gross misconduct. Your dependents may
also continue their coverage under certain circumstances, if they also participated in your group
health coverage.

Employee/Dependents Coverage May Who Pays for Continuation
Qualifying Events Continue for (Premium is regular rate+2%)
What Period (102%) Annual rate changes
Apply to COBRA participants
1. Employee is terminated 1. 18 months 1. Employee
(other than for gross
conduct) 5
2. Employee has work hours 2. 18 months 2. Employee
reduced
3. Employee legally separates 3. 18 months 3. Employee/former spouse
or divorces
4. Employee dies 4. 36 months 4. Spouse/child
- 5. Dependent child exceeds 5. 36 months 5. Employee/child
age limit of policy
6. Employee becomes eligible 6. 36 months 6. Spouse/child

for Medicare
Special Benefits Notation

Please be informed that you have thirty (30) days in which to make a change to your benefits
as a result of marriage, birth of a child, adoption, legal guardianship, divorce, or death of an
eligible dependent. If you want to change your coverage you should contact the payroll office
for the necessary forms as close to the event as possible. If you wait beyond thirty (30) days
of the marriage, birth, adoption, or legal guardianship, the only opportunity to enroll them is
during the next annual open enroliment period. Remember that coverage can be decreased at
anytime. You need not wait for an open enroliment period. Dependents you drop from your
coverage are eligible for COBRA benefits. They have 60 days from the date of termination to

apply for coverage.
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C.O.B.R.A.

HEALTH BENEFIT MONTHLY COSTS
(effective July 1, 2010 to June 30, 2011)

Parent and Husband

AETNA/US HEALTHCARE: Single  Child/Children & Wife Family
Horizon Direct Access 8: $508.24 $741.68 $1,107.80  $1,290.91
Horizon Direct Access 9: $545.46 $794.39 $1,187.18  $1,387.74
PRESCRIPTION:

HORIZON $160.46 $218.32 $310.74 $419.90
DENTAL:

HORIZON DENTAL OPTION $ 36.47 $64.69/$113.80 $ 64.69 $113.80
VISION:

VSP $18.25 $18.25 $18.25 $18.25
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I. ORGANIZATION

The Purchasing Office functions as a part of the Business Office which is a division of
Administration. The Assistant Superintendent for Finance and Support Services is head of the
business office. As contraction agent for the Board he/she is the only individual having the
authority to make contracts, agreements and purchases, the cost of which is to be paid with or
out of Board funds.

It is the function of the Assistant Superintendent for Finance and Support Services to observe
and enforce all procedures herein outlined in order that all purchases may be made fairly,
quickly, competitively, legally, and in such a way that the Medford Township School District may

benefit from it efficiency.

The role of the Purchasing Office is to serve, aid, and make easier for department heads, the
purchasing chore. If this is not being done, the problem must be brought to the attention of
the business administrator/board secretary at once.

Please note that the purchase of a product or service cannot be made until the Purchase Order
has been approved by the Assistant Superintendent for Finance and Support Services.

Any purchase made or called in prior to approval by the Assistant Superintendent for Finance

and Support Services is not the responsibility of the Board; it is the responsibility of the person

ordering. That person has the right to return what has been ordered or pay for it him/herself.
II. PURCHASING PROCEDURES

The purchasing procedures have been divided into several types. The procedure to follow is
dependent upon the individual circumstances surrounding your purchase request.

The purchase order form is the essential element in the purchasing process.

A. General Procedures

This procedure should be followed whenever the other types of procedures do not
“apply.

1. The Purchase Order
The purchase order is the means by which the school district may enter into a
contract with a vendor. When executed by the Assistant Superintendent for Finance
and Support Services, it authorizes the vendor to ship supplies, equipment or
provide services and the invoice accordingly. Minimum order amount of $25.00 is
required to process a Purchase Order. All orders less than $25.00 should be through
school petty cash or Expense Voucher.

a. Form
The purchase order is a five-part carbonized form consisting of the following
copies:
1. Purchase Order (white) — for vendor
2. Voucher (green) — to be signed by the vendor and returned to the
Business Office with the invoice
3. Business Office Copy (yellow) — this copy is retained at all times by the
Business Office and is filed in alphabetical order
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4.

Receiving Report (pink)** — this copy is signed by receiving party upon
final receipt of goods or services and immediately forwarded to the
Business Office

Requisitioner’s Copy (white) — this copy is removed and retained by the
requisitioning party prior to forwarding the set to the supervisor or
superintendent

** Pink Receiving Report: It is necessary to document the accuracy and completeness of

b.

goods and services received. Please refer to the checklist
regarding Complete Orders, Partial Orders and Returned Items.

Preparation
The purchase order initiates the purchasing process. All purchase order

preparation shall originate with the requisitioning party. It is important that all
purchase orders be prepared concisely and clearly to avoid misunderstandings
and unnecessary correspondence with vendors.

A standard purchase order form is issued for all purchases and each purchase
order shall contain the following information:

NOGA W

®

1. Vendor’s number, name, address and Phone/fax number
2.

Ship to or deliver to: name, location of recipient (i.e. Cranberry Pines,
Allen School, Bus Garage, etc.) address or to the attention of the
supervisor

Date prepared

Purchase order number — to be assigned by the Business Office
Budget account number

Quantity, unit description, unit and total price

Initials of requisitioning party, principal/supervisor and superintendent or
superintendent’s designee

Signature/Approval of the Assistant Superintendent for Finance and
Support Services

¢. Processing the Purchase Order
After the purchase order is typed, the following distribution is made:

1.

Requisitioner’s Copy (white) is removed and purchase order set is
forwarded to principal/supervisor or supervisor or superintendent’s
designee

After approval of both the supervisor and the superintendent, the
purchase order is forwarded to the Business Office where it is executed
by the Assistant Superintendent for Finance and Support Services

a. The white copy (requisitioner’s copy) and green (voucher copy)
copies are sent to the vendor for order processing. The vendor,
shall sign the green voucher copy and return with the invoice to
the Business Office for payment processing

b. The yellow (Business Office copy) is filed alphabetically by vendor
in an open orders file.
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¢. The pink (receiving copy) is forwarded to the receiving party
indicated in the “Ship To” section of the purchase order. Upon
receipt of all materials or services, this copy is signed by the
ordering principal or supervisor, dated and returned along with
any packing or delivery slips to the Business Office. Should any
of the materials received prove to be unsatisfactory, contact the
vendor immediately to rectify the problem. If further assistance is
needed, please contact the Business Office.

2. Insufficient Funds
Prior to initiating a purchase order, please check Edumet for available funds in the
account to which the order is being charged. If funds are insufficient for the order,
a funds transfer request should be attached to the purchase order in plain view and
forwarded to the Assistant Superintendent for Finance and Support Services.

Failure to follow this procedure will result in the purchase order being
returned to its origin and thus delaying the purchase.

3. Delivery Problems
The Business Office should be notified in writing or by email immediately when
merchandise is returned for exchange, for credit, or there are shortages on delivery,
damaged materials, or any deviation from the purchase order. Please refer to the
Returned Items Section of the checklist.

4, Payment Processing
Bills processed for payment only after the following are received by the Business

Office:

A voucher certified by the vendor

The original invoice

¢. Signed receiving report (Pink) original for complete orders or photocopy
for partial orders

o

Upon receipt of the above, the bills are then filed in an alphabetical “bill list” file.
One week prior to the regular Board of Education public meeting, these bills are

listed by fund and special project on “bill list” which is presented to the Board for
payment authorization.

5. Emergency Purchase Procedure and Faxing of Purchase Orders

Emergency purchases and faxing of purchase orders are to be made sparingly with
proper approvals, and are not an acceptable substitute for careful planning and
stocking of needed supplies. When a true emergency situation arises and an item or
service is required immediately — without use of the normal procedure — the
requesting department shall notify the Assistant Superintendent for Finance and
Support Services as soon as possible.

Within twenty-four (24) hours after an emergency purchase, the
requesting department shall prepare a confirming purchase order,
describing the purchase, why it was an emergency, and any other
pertinent information affecting the purchase.
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Walk-Through Purchase Procedure

This system is used when the situation is of such a nature that time will not allow for the
form to be processed as described in the normal procedure.

In this case, the department prepares the purchase order as described in the normal
procedure. It is then “Walked Through” for signature and processing by the department
head and Assistant Superintendent for Finance and Support Services.

Call for Purchase Order Number Request

This system is used when the walk-through request warrants immediate action.
The Assistant Superintendent for Finance and Support Service will make the
determination as to the validity of the request with proper justification being supplied.

The department calls the Assistant Superintendent for Finance and Support Services for
a purchase order number. The Superintendent for Finance and Support Services may or
may not provide the number, based upon determination of the facts. If a number is
issued, the Assistant Superintendent for Finance and Support Services is to be provided
with the following information:

Vendor number
Vendor name
Approximate cost
Account number

NS S

The requesting department will be required to follow through with a confirming
purchase order (within 24 hours) putting the purchase order number reserved in the
upper right corner and noting “Confirming Order”.

Expense Voucher

Special procedures have been adopted for the reimbursement of expenses incurred by
school employees (e.g. travel, petty cash)

1. Purpose
To reimburse employees only for prior approved expenses incurred in a school
related function or activity in an expedient and efficient manner pursuant to the
rules and regulations promulgated by the State of New Jersey. Reimbursement
is less sales tax because the school district is tax-exempt. Prior approval must
be obtained from the employee’s immediate supervisor and/or central office
administrator. Reimbursement through expense voucher is not |ntended to be
used to circumvent the purchase order process.

2. Forms
A special form shall be utilized in submitting reimbursement claims. This form
shall be known as the Expense Voucher and is available in your school office.

The Expense Voucher is a four-part form consisting of the following copies:
a. File Copy (white) for originating party
b. Expense Voucher (green)
¢. Accounting Copy (yellow)
d. Authorizing Parties Copy (white)
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3.

Procedures

The Expense Voucher shall originate from the claimant. After entering all the
information required, the first page (file copy) is removed and filed by the
claimant. The claimant shall then sign in the space provided on Page 2 (expense
voucher) and forward entire set to his/her principal or supervisor with attached
paid receipts or other proof of payment.

The principal or supervisor will approve or not approve this request for
reimbursement by either signing in the proper space provided or by not signing
and returning the form to the claimant.

If approved, the principal or supervisor may remove the last page (Authorizing
Parties Copy) for his file and return remaining portion to the superintendent or
his designee for approval. If approved, the superintendent or his designee shall
forward to the Assistant Superintendent for Finance and Support Services for
encumbrance and payment authorization.

E. Petty Cash Fund Reimbursement

Reimbursement for monies expended from petty cash funds shall be handled in the
following manner:

1.

2.

An expense voucher shall be completed for all requests for petty cash
reimbursement.

Attached to this expense voucher shall be all those receipts and/or petty cash
clips that comprise the total reimbursement figure.

It is important that there be clearly indicated on each voucher the account
number(s) from which these reimbursement funds are to be taken. This
account number(s) may be listed in the description portion of the voucher if
sufficient room is not available in the normal space.

School principals are responsible for signing as the claimant. The Assistant
Superintendent for Finance and Support Services and superintendent’s
designee shall approve all petty cash reimbursement requests.

Fully certified petty cash reimbursement requests must be approved by the
Board of Education before payment can be made. In order to appear on the
“bill list” the completed expense voucher must be received by the Business
Office at least seven (7) days prior to the regular public board meeting.

Expense voucher forms which shall be used for petty cash reimbursement are
available from the Business Office.

F. Maintenance and Repair of Equipment Requests

Procedures for requesting maintenance and repair services on office and instructional
equipment are as follows:

1

Service of Equipment Under Contractual Service Agreement or Warranty

a. Service requests for equipment which is currently under a service
agreement may be made directly to the service contractor without
notifying the Assistant Superintendent for Finance and Support Services.

b. A record of the service performed on each piece of equipment shall be
maintained by each department.
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2.

Service on Equipment Not under Contractual Service Agreement

a. If immediate repair service is required in order to continue regular school
or department activities, please contact the Maintenance Office who will
then determine the proper procedure to follow.

b. If repair service is not an immediate requirement, the normal procedures
prescribed in Section A shall be followed.

II1.SECURING PRICES

The securing of prices is the primary responsibility of the requisitioning party for all purchases
not requiring formal bidding.

A. Legal and Policy Requirements for Purchases

1.

Under $2,500.00
Board policy states the “whenever possible” purchases shall be made

competitively.

Over $2,500.00 - Under $36,000.00 State Contract Form
(Documented Quotation Required)

In accordance with N.J.S.A. 18A:18A-37 of the Public School Contracts Law,
guotations shall be solicited, “whenever practicable”, on any purchase, contract
or agreement the estimated cost or price of which is $2,500.00 or more.
Quotations may be solicited via telephone or on formal Quotation Request
Forms. In all cases, all quotations shall be clearly documented by the
requisitioning party and attached to the purchase order.

Documentation shall include but not be limited to the following:

a. Date of quote

b. Complete name of company and person giving quote

¢. Quoted amount including special terms (e.g. delivery charges, length of
delivery, etc.)

The Business Office will maintain these quotes on file for future reference and
inspection.

Over $36,000.00 — Formal Advertised Bid

Any purchase, contract or agreement for the performance of any work or the
furnishing or hiring of materials or supplies, the cost or price of which together
with any other sums expended or anticipated to be expended for the
performance of any work or services in connection with the same project or the
furnishing of similar materials or supplies during the same fiscal year paid with or
out of school funds, does not exceed the total aggregate sum of $36,000.00 in
the fiscal year, shall be made, negotiated and awarded only by the Board of
Education after publicly advertising for formal bids.
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