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I acknowledge that I have received a copy of Hunterdon Central Regional School District’s Substitute
Handbook and the Policies, Regulations and Guidelines Appendix. I agree to read it thoroughly, including the
statements in the foreword describing the purpose and effect of the Handbook. I agree that if there is any policy
or provision in the Handbook that I do not understand, I will seek clarification from the Human Resources
Department. No individual board member, administrator, supervisor or other representative of the district
(except the Board of Education) has the authority to enter into any agreement for employment for any specified
period of time, or to make any agreement contrary to the above. In addition, I understand that this Handbook
conforms to Hunterdon Central Regional School District’s Board of Education policies and practices in effect
on the date of publication. I understand that nothing contained in the Handbook may be construed as creating a
promise of future benefits or a binding contract with Hunterdon Central Regional School District for benefits or
for any other purpose. I also understand that these policies and procedures are continually evaluated and may
be amended, modified or terminated at any time.
Please sign this receipt and return it to Dee Jablonski, Human Resources Department. The originals will be
placed in your personnel file.
Thank you.
Signature: ___________________________
Print Name: __________________________
Date: ____________
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About Hunterdon Central Regional High School
Located in beautiful, historic Hunterdon County in central New Jersey, Hunterdon Central
Regional High School serves the five municipalities of Delaware Township, East Amwell
Township, Flemington Borough, Raritan Township, and Readington Township. The District is
comprised of 152.5 square miles and has a population of approximately 51,089 residents.
One of the largest, campus-style high school districts in New Jersey, the school occupies a 72
acre campus and includes four general classroom buildings, a music building, a 2,000 seat
Fieldhouse, and an Instructional Media Center. Our communications building houses an FM
radio station and cable television station, from which satellite downlinks are available.
The school’s rigorous and comprehensive academic program is further enhanced by a cocurricular program that includes 33 interscholastic athletic teams. Hunterdon Central strives to
engage as many students as possible in student activities, and as a result, offers over 50
activities including dramatics, student government, publications, service organizations, clubs,
an award winning marching band and award winning orchestral and choral programs.
Hunterdon Central is a unique high school. We enjoy a sprawling bucolic campus. We are
fortunate to nourish deep roots. Many of our students are second and even third generation
Red Devils. Many of our staff members live in our community and even attended our high
school.
We are also proud of a tradition of innovation. At many times in our history, Hunterdon Central
served as an example to schools throughout the state and the nation. Whether through
innovation in tolerance education, instructional technology, or other initiatives, Hunterdon
Central has been in the vanguard.
Innovation has never been disruptive to our long history, our strong traditions, or our deep
roots. The motto on our ancient seal- “A sound mind in a sound body”-continues to be fit to
guide our efforts. It can still guide us as we move again into the vanguard of not only calling for
change but leading and exemplifying that change.
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About this Handbook
An interesting and challenging experience awaits you as an employee of Hunterdon Central Regional High. This handbook
will answer some of the questions you may have concerning Hunterdon Central and its policies. The policies stated in this
handbook are not inclusive and are subject to change at the sole discretion of the Board of Education. From time to time, you
may receive updated information concerning changes in policy. If you have any questions regarding any policies, please ask
a member of the Human Resource Department for assistance.
THIS HANDBOOK IS NOT A CONTRACT that expresses or implies guaranteed employment for a specific duration or
conditions of employment. Although we hope that your relationship with us will be long term, please keep in mind that
employment may be terminated by either the Board of Education or the employee at will. Please understand that no
supervisor or director of Hunterdon Central other than the Superintendent and Board of Education has the authority to enter
into any agreement with you for employment for any specified period or to make any promises or commitments contrary to
the foregoing. Further, any employment agreement entered into by the Superintendent or Board of Education shall not be
enforceable unless it is in writing, as approved by the Board of Education.
This handbook contains some policies and guidelines for employees: to promote cooperation and harmony; to recognize
mutual interest; to provide a channel through which information and problems may be transmitted from one to another; to
formulate rules to govern the relationship between the employee and the Board of Education and to promote efficient service.
It is hoped that this handbook is self-explanatory, however, each of us must realize that many items pertaining to your
employment cannot be entirely written. Simply stated, this manual has been established as an aid to better understanding, to
provide uniformity and to foster an environment conductive to our mutual well-being.
We wish you the best of luck and hope that your employment relationship with Hunterdon Central will be a rewarding
experience.
There are several things that are important to keep in mind about this handbook. First, it contains only general information
and guidelines. It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the
general policies and procedures described. It works in conjunction with Board Policies, and other district procedures. For
that reason, if you have any questions concerning eligibility for a particular benefit or the applicability of a policy or practice
to you, you should address your specific questions to the Human Resources Department. Neither this handbook nor any
other district document, confer any contractual right, either express or implied, to remain in the district’s employ.
Second, the procedures, practices, policies, and benefits described here may be modified or discontinued from time to time.
We will try to inform you of any changes as they occur.
Finally, some of the subjects described here are covered in detail in official board policy documents. You should refer to
these documents for specific information since this handbook only briefly summarizes district policies. Hunterdon Central
Board policies are available to all staff and the public via the Hunterdon Central website. We encourage you to access these
policies and become familiar with the responsibilities and expectations of the Hunterdon Central community.
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ADMINISTRATION
Superintendent…………………………………………………………………………………………Jeffrey Moore, ext. 7135
Business Administrator/Board Secretary ............................................................................Gymlyn Corbin, ext. 7110
Principal………………………………………………………………………………………...........Suzanne Cooley, ext. 7155
Acting Principal ......................................................................................................................Edward Brandt, ext. 7155
Director of Curriculum & Instruction .................................................................... Jessica Cangelosi-Hade, ext. 7151
Director of Special Services……………………………………………………………………………. Carol Webb, ext. 7149
Manager of Human Resources ...........................................................................................Shunda Williams, ext. 7180
Manager of Information Systems ......................................................................................... Michael Marron, ext. 7137
Manager of Operations....................................................................................................... Donald Thornton, ext. 7170
Communications Officer………………………………………………………………………………Nancy Tucker, ext. 7187

Supervisors/Vice Principals
Supervisor of Athletics/Student Activities……………………………………………………...Jesse Spencer, ext. 7175
Supervisor of Counseling Services……………………………………………………………….Dana Kurilew, ext. 7160
Supervisor of English.........................................................................................................Brendan McIsaac, ext. 7145
Supervisor of World Languages ........................................................................................ Laura Arredondo, ext 7189
Acting Supervisor of Mathematic………………………………………………………………………Robert Cole, ext. 7190
Supervisor of Health & PE/Business/Fine Arts.................................................................. Jacqueline Cole, ext. 7157
Supervisor of Science ............................................................................................................... Matthew Hall, ext. 7134
Supervisor of Special Education-Teachers.................................................................................. Ann Suter, ext. 6249
Supervisor of Special Education-Paraprofessionals…………………………………………...Scott Rebholz, ext. 7249
Supervisor of Social Studies/Family & Consumer Science................................................ Rebecca Lucas ext. 7147
Supervisor of Special Projects/Design Technology/Radio/TV/Broadcasting/IMC………. Jane Armellino, ext. 7178
Supervisor of Transportation .....................................................................................................Glenn Barry, ext. 7156
Vice Principal – grade 9 ...................................................................................................... Andrew Estrada, ext. 7234
Vice Principal – grade 10 ............................................................................................................. Scot Ebner, ext. 7152
Vice Principal – grade 11 ...................................................................................................Barbara Manfredi, ext. 7132
Vice Principal – grade 12 ............................................................................................... Richard Schneebeli, ext. 7142

Support Services
School Nurse – 9th Grade..................................................................................................... Jennifer Amato, ext. 7143
School Nurse – 10th Grade.........................................................................................................Janet Jeans, ext. 7235
School Nurse – 11th Grade .................................................................................................Cathleen Stenger, ext. 7140
School Nurse – 12th Grade ...................................................................................................Lauren Tomeski, ext. 7304

Board of Education
Vincent Panico, President (Readington Township)........................................................................................................
Lori Blutfield, Vice-President (Readington Township)...................................................................................................
Bruce Davidson (Raritan Township)................................................................................................................................
Michael Dendis (East Amwell Township) ........................................................................................................................
Lisa Hughes (Readington Township) ..............................................................................................................................
Roseann Nguyen (Delaware Township) ..........................................................................................................................
Scott T. Nicoll (RaritanTownship)………………………………………………………………………………………………...
Noelle O’Donnell (Flemington Borough).………………………………………………………………………………………..
Robert Pritchard (Raritan Township)…………..…………………………………………………………………………………
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SUBSTITUTES

WEATHER/SCHOOL CLOSING
SCHOOL DELAY INFORMATION
! YOU WILL RECEIVE A CALL FROM SCHOOL MESSENGER
! CHECK ABSENCE MANAGEMENT ONLINE FOR WEB ALERT
! CHECK HCRHS WEBSITE
! CALL THE MAIN PHONE NUMBER--------(908) 782-5727
! PRESS 5
FOR THE SCHOOL CLOSING - STUDENT ACTIVITY -SATURDAY
DETENTION INFORMATION LINE
! PRESS 1
FOR SCHOOL CLOSING AND
SCHOOL DELAY INFORMATION
****************************************************************************************************************

SEE PAGE 2 FOR DELAYED OPENING SCHEDULE
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PRE-EMPLOYMENT REQUIREMENTS
Application for Employment: All applications must be completed on our Applitrack website at
www.applitrack.com/hunterdon/onlineapp/ or through the HCRHS school website. Please upload all documentation
to your application (i.e., resume, certificates, letters of reference)
Substitute Teacher Certificates: If you do not currently hold a minimum of a Substitute Teacher Certificate you
must complete the appropriate application and provide the required documentation needed to issue the certificate.
The instructions are included in the online process.
Criminal History Background Check: New employees will be fingerprinted in accordance with: School
Employment, N.J.S.A. 18A:6-4.13 et seq., N.J.S.A. 18A: 6-7.1 et seq., and N.J.S.A. 18A:39-19.1.
ID Badges: Approved substitutes will be issued ID badges which must be worn at all times while on campus. Upon
termination of employment, these badges will be relinquished along with any other school owned materials. You
will receive your ID badge on the first day you report to work.
Mantoux Tuberculin Test: All employees shall be tested in accordance with N.J.S.A. 18A:16-2 & 40-16. An
intradermal tuberculin test shall be the sole basis for initial screening for evidence of tuberculin infection in
employees. Mantoux tests can be done by our health office, appointments can be schedule Monday through
Wednesday. This must be completed within 30 days of your employment. Please keep in mind when scheduling
an appointment, you will need to return within 48-72 hours to have it read. Failure to do so will result in you
providing proof of having the test performed by another health care provider at your own cost. If you have had the
test previously and there has been no break in employment you may provide a copy of the results which will be sent
to our health office. We will accept a positive reaction with follow up documentation, which includes negative X-rays
and possibly treatment with medication. If the results of the test so indicate, the employee will be referred for chest
X-ray and medical evaluation to determine the presence of tuberculosis at the employee’s expense.
Payroll Forms: All employees must complete all payroll related forms prior to employment. Both Federal and State
W-4 forms, Federal I-9 form with the required documentation.
Parking: You will pick up a placard from the 9/10 reception on your first day. This must be displayed on your
dashboard.
Training: Prior to your first assignment you will be required to read and complete a Powerpoint and Survey and
attend an orientation. You will also be required to complete mandatory state trainings under SafeSchools once you
have been board approved and completed the Powerpoint and orientation.
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Frontline Absence Management Registration
Once you have completed the hiring process and been board approved you will
receive an email with login information. This will have an ID number and pin
number for you to use for Absence Management. Once you have logged in,
please review all information that been entered in the system. If there are
corrections contact Dee Jablonski at djablons@hcrhs.org or call 908-284-7282.
The only change you can make is the pin number to a 4 or 5 digit number.
Congratulations, you are now registered!
Please Note:

Remember, you can’t be called or “job
shop” online until you register!

Some basic information:
1.

Call out times for assignments are from 4:00 pm until 10:00
pm the night before and then again from 5:30 am until 6:30 am
the morning of the assignments. After 6:30 am you may be
called directly so please be sure you have blocked the days you
do not want to work. Also, please make sure that all telephone
numbers on record are correct.

2.

Jobs can be seen online and are also available by phone up
to 120 days in advance.

3.

Staff has the ability to setup a list of preferred substitutes
also known as “Fav Five”. This means when an absence is
entered those five will receive an email immediately. Whoever
is the “quicker clicker” will get the assignment. If the job is still
open 48 hours prior to start time then the “Fav Five” will receive
a phone call in the order they have been sorted by the staff
member. However, if someone is “job shopping” they also have
the ability to accept the assignment. Staff also has the option to
setup and exclusion substitute list, if a substitute is on this list
they will not be able to see any assignments for that person.

4.

Important Note: If a substitute cancels a job on the same
day they were to report, they will not be able to accept another
job that day in that district. Please keep this in mind when
accepting positions.
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DAY-TO-DAY PROCEDURES
A. SCHEDULING SUBSTITUTES
You can “job shop” to check for available openings via the phone 1-800-342-3767 or Online at
www.aesoponline.com. Substitutes needed for late calls will be called prior to 7:00 a.m. whenever
possible.
When called to report, the teacher’s recorded message will direct you to the teacher’s schedule and plans.
Please login to the assignment to check to see if the teacher left special instructions or upload documents.
A substitute's day, is from 7:20 a.m. to 2:10 p.m. Substitutes must be at their homeroom
assignment by 7:30 a.m. Important Reminder: You are to report at 7:20 a.m. and remain until 2:10
p.m. regardless of what times are recorded in Aesop.
Upon arriving at school, pick up the TEACHER'S DAILY SCHEDULE and other necessary material from the
teacher's mailbox. Pick up a Substitute Teacher Report (two page document) and a Block by Block
Substitute Report to Teacher Form from the House Offices or the Human Resources office. If this is the
first day you may pick up a mailbox listing from the Human Resources office.
Substitutes that accept a partial day position are to contact Dee Jablonski at 908-284-7282 by 7:00 am to
determine if additional coverage is required.
Teachers that do not have a 1st block assignment are to contact Dee Jablonski at Ext. 7282 to determine of
additional coverage is required.
Be sure to wear your Hunterdon Central Regional High School I.D. Badge.
B.

HOMEROOM/BLOCK 1 ATTENDANCE
Homeroom at Hunterdon Central takes place during the first six minutes of the Block 1 class. Call in by
7:41 a.m. This will serve as both Homeroom and Block 1 attendance. Daily announcements are done over
HCTV Channel 5.
The telephone number for the student attendance line is 5504. Please speak clearly, leaving the following
information only on voicemail:
1.
2.
3.
4.

Your name.
Name of the teacher for whom you are substituting.
Class block you are reporting.
Names of students who are absent.

Student I.D. numbers are not needed.
Keeping an accurate record of student absences is a crucial part of our attendance policy and is required
by law.
C.
CLASSROOM ATTENDANCE – Block 2, 3 and 4 – attendance must be taken and called in during the
first 15 minutes of class, listing absentees or stating “All Present”.
It is essential to report attendance for each and every class regardless of whether there were absent
students or not. This must be done to verify that attendance has been taken for each class.
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DAY-TO-DAY PROCEDURES
D.

TARDINESS TO SCHOOL
Students arriving to school after 7:35 are required to report to the nearest house office to obtain a pass to
class.

E.

INSTRUCTION
The staff at Hunterdon Central believes that having a substitute teacher should not mean an interruption in
a student’s program. Therefore, each teacher is asked to provide detailed plans for the day, and each
substitute is asked to carry out those plans. The department supervisor is available to answer your
questions and provide assistant when necessary. Feel free to call on the supervisor with your questions
and concerns.

F.

DISCIPLINE
For emergencies dial “O” from the classroom phone.
If you encounter a discipline problem in a classroom situation which requires immediate attention, contact
should be made with the Administrator in the nearest House Office. For less pressing discipline problems,
a discipline report (available in the House Offices) should be completed and turned in to the House Office
by the end of the day. This discipline report should be discussed with the Administrator before you leave
for the day. You are encouraged to handle as many discipline problems as possible in the classroom;
however, the staff is ready to help and support you in matters which go beyond the realm of minor
classroom disruptions.

G.

TWO-WAY COMMUNICATION DEVICES
Two-Way communication devices are to be in the off position during class time, tutorials and club activities
unless approved by the staff member in charge.
Permissible Use:
-

H.

Use is permitted during Unit Lunch.
Use is permitted during posted passing time outside of the classroom. Lateness to class will
not be tolerated and regulations will be enforced as outlined in the Student Handbook.
Use during field trips is with the staff member’s approval.
In the IMC after school, two way communication devices may be on VIBRATE and may be
used for silent activities such as texting or using the calendar. Phone calls are only permitted
after school in the IMC’s After School Cell Phone Zone.

CLASSROOM TECHNOLOGY
The classrooms at Hunterdon Central are equipped with a variety of hardware and software to support
instruction. Substitutes should not allow students to use the technology unless directed by the classroom
teacher. If use of technology is part of the lesson, the substitute should closely monitor the students to
ensure proper use related to the lesson. Substitutes should not try to adjust or fix technology problems.
Almost immediate assistance is available by calling extension 4444 and at the Central Hub located in
the IMC.
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DAY-TO-DAY PROCEDURES
BYOD (Bring Your Own Device)
All Hunterdon Central students are offered the option to bring in their personally-owned devices to use in their
classes. HCRHS calls this initiative BYOD (Bring Your Own Device). Student owned mobile devices include a
wide variety of types, but generally netbooks, laptops, tablets and smartphones make up the majority of devices
that students bring in to school for their learning use.
The way our district has managed cellphones and smartphones use to date has been on a class by class; teacher by
teacher basis. Within each class, once approved and guided by their teacher, students have been allowed to
use their cellphones and smartphones during their classes. Smartphones may connected to our network. Internet
access from these devices is acquired via the district network or data plans that the students have on their personal
devices. This has allowed the opportunity to realize the benefits of our students using their cell phones and/or
smartphones for instructional purposes.
Substitute teachers are advised that they are to follow the lesson plans provided by the regular classroom teacher.
If the lesson plan requires the use of student owned devices, then the lesson plans should be followed and students
permitted use of their personally owned device. If the lesson plan does not require the use of student owned
devices, then the district policy on the use of student owned devices, including cell phones and smart phones
remains in place and students should not use those devices during the regularly scheduled class.
If you have any additional questions or need clarification regarding the implementation of this procedure, please
contact Dee Jablonski at “x7282”. As always, technical support is available from “Central Hub” at “x4444”.

Listening Devices
-

Portable listening devices such as (mp3, CD player, etc.) may be used during passing time only if
one ear is left clear for attention to external input.
Portable listening devices may be used during unit lunch and study hall only in the areas
designated for lunch or study hall.
Portable listening devices may only be used within the classroom during instructional time at the
permission of the staff member. Portable listening devices with earphones may be used in the
IMC only after school.

Recording Devices
Photographic and, audio/video recording devices are prohibited unless with specified permission by
staff member.
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DAY-TO-DAY PROCEDURES
Consequences (are cumulative for any and all electronic devices)
-

1st infraction: The device will be confiscated and held in the nearest House Office until the end of
the day and returned to the student. Staff member shall complete a Misconduct Report and submit
to appropriate vice principal. The student will receive a discipline report warning.

-

2nd infraction: The device will be held at the nearest House Office and only be returned to a
parent at the end of the day. Staff member shall complete a Misconduct Report and submit to the
appropriate vice principal. The student will be assigned a house detention.

-

3rd infraction: The device will be held at the nearest House Office. The student will be assigned a
Extended day detention and the device will be returned to a parent after the Extended day
detention is served.

-

Additional infractions will include confiscation of the device and will be considered willful
disobedience and open defiance as stated in NJ Statue 18A:37-2 and will result in more
serious consequences to be determined by the administrative team following a mandatory
meeting with the student and parent.

Procedures for Enforcement of violations of two-way communication device regulations:
The staff member who observes a student using the device during restricted times shall:
-

Call the switch board for a pick up of the device which will be taken to the nearest House Office.

In all cases:
I.

The staff member shall follow-up with a timely Misconduct Report to the appropriate House Office.
Staff members shall report all infractions to the House Office on each and every occasion.

UNIT LUNCH

COUNSELING SERVICES/CST – members of the counseling department and the CST are available to students
everyday during unit lunch.
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UNIT LUNCH DETENTION ROOM – is Room 519. This room will be supervised by a VP and a DRA. It is a silent
room. Students will be permitted to eat, and work silently at their desk. Use of all electronic devices is prohibited
and students will not be permitted to talk. Students will report directly to the detention room at the end of block 2.
FOOD LOCATIONS/TIMES – Food may be purchased in the following locations. Full lunches are available at all
locations and swipes may be used at all locations:
○Commons
○End of the 600 hallway
○Under breezeway between the IMC and Music building
○Three Cafeterias in the 9/10 building
○Auxiliary gym
INNER ROADWAY – All 3 gates (the one located by the end of zone 3-fieldhouse/the one located at the top of
zone 2- Mid-Campus area and the one located by the breezeway-back of auditorium) will be closed during unit
lunch. There will be no vehicular traffic allowed other than our security vehicles which will be patrolling.
IMC – is open to all students as a quiet study-no food is permitted
LEAVING CAMPUS – STUDENTS ARE NOT PERMITTED TO LEAVE CAMPUS DURING UNIT LUNCH. Staff
who leave campus should notify their supervisor or the House Office so that we know who is off campus during an
emergency.
LOBBY AREAS – on both campuses are not permissible areas for student to utilize during unit lunch.
NURSES OFFICE – on both campuses will be open and available to students. Because of this we ask that all 3rd
block teachers only send emergencies to the nurses’ office during the first 50 minutes of block 3.
OUTSIDE AREAS – The front of the 9/10 and 11/12 building are off-limits for students. Student will be permitted to
go to any of the areas listed below:
○Grassy hill area outside the 140 rooms (in zone 1)
○Practice football/band field located behind the home bleachers
○Football stadium-students may eat in the bleachers but will not be permitted to eat on the turf or the track
○Students may use the track or the turf field for activities provided they have the appropriate footwearsneakers or rubber soled shoes.
○Outside the front of the IMC
○Outside the front of the Music building on both sides of the stream and behind the Music building
○Outside behind the 600-800 area (softball fields) over to the fieldhouse
○From the Fieldhouse to the music building students must remain on the HC side of the roadway. They
are not permitted to go on the fields located on the PolyTech side of the inner roadway.
QUIET ROOMS – IMC Conference Room is designated as a quiet room. Students will be supervised by our
counselors and child study team members and opened everyday. This room is for the students who would prefer a
smaller, quieter setting in which to eat their lunch or to “hang out”.
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J.

EMERGENCY PROCEDURES

Fire Drill/Evacuation
The signal for fire drills will be an intermittent sounding of the fire alarm, accompanied by strobe lights and
a recorded message. All personnel shall quickly leave the building according to posted routes in a quiet,
orderly manner. Teachers must also designate an area for students to report to if the evacuation occurs
during lunch. Please update it quarterly with your students and submit the location to your supervisor.
• Take attendance roster and emergency information card with you.
• Close doors and windows, leaving doors unlocked.
• Turn off any equipment which produces large amounts of heat (i.e. hot plates, gas burners, coffee pots, etc.).
• Computers do not need to be shut off.
Teachers should have a prior plan for the evacuation of those with special needs. Consult the Safety Officer
for assistance in this matter.
Proceed to designated locations, leaving driveways clear, and wait until you have been signaled to return.
All evacuated staff and students shall remain at least 30 feet from any roadways and 50 feet from buildings.
Once all students are out of the building, the doors must be closed.
When safely outside, all teachers must take attendance, keeping students under their direct supervision.
The signal for return to classes will be a series of three long rings over the outside bell system, usually
accompanied by a PA announcement.
Teachers should be aware of both the primary and the contingency escape routes.
Please make your students aware of the evacuation route that is posted in your classroom.
LOCKOUT – A Lockout will be announced when an emergency occurs in close proximity to our campus or outside
one of our buildings. It is a precautionary form of alert and confinement. Examples include, but are not limited to,
the following: an emergency situation on/near roads near HCRHS, a chemical spill, threatening animal sighting
(bear), and/ or a violent situation in/near proximity to the school. Teaching may continue; however, there will be no
passage from building to building until an announcement is made ending the Lockout. Once in a building,
teachers and students may continue to their classrooms.
LOCKDOWN –
A Lockdown will be called in the event that an armed and dangerous intruder is thought to be coming to or
has been spotted on campus. This is a higher form of alert indicative of imminent danger to staff/students.
SHELTER DRILL
A shelter drill is used when the need for personal protection is necessary. Some events that may cause a shelter
drill are a Tornado in the area, hazardous material, flooding, or an earthquake.
A PA announcement will be made informing the building of the emergency and instructions that should be followed.
These instructions will be: -Shelter for ________! Drop, Cover and Hold: During an earthquake or when
directed the following actions should be performed. DROP, preferably under a desk or table. Stay away from
windows,bookcases, file cabinets and other objects that could fall. COVER your head with your hands and stay
under cover until the shaking stops. HOLD onto the desk or table; if it moves, move with it.
People confined to a wheel chair also need to know the proper actions to take to protect themselves
during earthquakes. If you or a student is in a wheel chair, the wheels should be locked and lean forward
and cover your neck with your hands. -And Seal- Close and lock all outside doors and windows.
Locking may provide a tighter seal. If you are informed there is a danger of explosion, close the window
shades or blinds. -In Silence- Maintain silence.
7

Evacuation procedures – Each classroom has a color coded sign posted inside the classroom with
the room number clearly displayed. During any evacuation you should take this sign with you and your
classes to assist in helping students locate you during the evacuation. On the back of this sign is the map
(below) which will assist you in finding where your classroom should evacuate.

SECURITY – One of our security guards will be monitoring the cameras while the other two will be supervising the
outside areas along with one VP and 3 supervisors.
SUPERVISION – Teachers assigned to help with lunch supervision will be assigned a particular area or hallway to
patrol. To begin, all teachers will be actively patrolling their area and will not be stationary. Additionally, a
supervisor or administrator will be assigned areas to cover that overlap with teachers. It is important that staff be at
their scheduled position for the entire length of the duty.
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DAY-TO-DAY PROCEDURES
K.

DISMISSING STUDENTS FROM CLASS
Students reporting to your 3rd block class late must be sent to the office for a pass and be assigned a
Lunch Detention. Also, students should not be permitted out of 3rd block for the first half of the block unless
it is an emergency.
Students needing to use the lavatory must sign in and sign out on sheet provided in the classroom.
For other purposes, a student should not be permitted to leave the classroom unless he/she is in
possession of a pass from the nurse, counselor or administrator. If you feel a student has a legitimate
reason for leaving the classroom, the student must have a student ID and a pass signed by you. Prior to
dismissing a student, it is best to call someone at the location the student is requesting to visit. The pass
should be collected upon the student's return.

L.

DUTY ASSIGNMENT
The Teacher's Daily Schedule will indicate his/her duty assignment. If the Daily Schedule card is missing
or incomplete, contact a vice-principal, the person’s supervisor or the Human Resource Office. Refer to the
procedures for the assigned duty. Substitutes not required to cover Lab or HUB duty.

STUDY HALL
Procedure for Study Hall Assignment
The professionals assigned to study hall will be responsible for the maintenance of an orderly and safe atmosphere.
Study halls conducted in the “Commons” require a minimum of two proctors at all times. Mature student
behavior must be insisted upon at all times. The following are guidelines for the assignment:
1. Arrive punctually for the duty to ensure maximum coverage.
2. Work out a seating arrangement that balances the requirements needed for effective control with your needs.
In the Commons area, staff should consolidate the seating area to provide for efficient supervision.
3. Develop an attendance procedure, which provides for accurate student accountability.
A. Take careful attendance and record an absence for all students unaccounted for.
B. On the third tardy a Report of Misconduct shall be submitted to the appropriate office.
C. Use the formal sign-in and sign-out sheet to control student movement.
4. Police the area before and after the period for vandalism and garbage which may be a potential health and/or
safety hazard and report it to the appropriate house office.
5. Make sure all students are seated during study hall and that student movement is kept to a minimum.
6. Students should either work or talk quietly in a manner that does not disrupt the study hall atmosphere.
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7. The study hall proctors should not be preoccupied with any work or activity which may interfere with the carrying
out of this assigned duty of supervising study hall.
8. The study hall proctors shall be visible and mobile to ensure proper student behavior and discourage improper
behavior.
9. Inform students of the behavior requirements that are essential to preserve an orderly atmosphere and that
are required by school policy. No gambling of any type is permitted.
10. At the end of each period, require the students to clean the area.
11. No food shall be consumed during study hall when the study is located somewhere other than a cafeteria.
12. Library procedure:
A. All students must first report to study hall for attendance. Ten (10) students may visit the IMC during any
blocks.
B. Students sent to the IMC during the first half of the block will return to you with their pass signed by an IMC
staff member. The IMC will keep and file the passes brought by the students arriving during the second half of
the period.
C. If additional students need to use the IMC, please call ext. 7141 to check availability.
Any student failing to conform to expected standards of behavior should be referred to the appropriate house
office.
M.

HALL DUTY/LAVATORY MONITOR
1. Report to area designated by supervising vice-principal. When this area has been cleared of student traffic,
commence a periodic check of halls and lavatories in your designated area. Advise the respective House
Office(s) when it is necessary for you to leave your assigned area.
2. Supervise all student traffic in these areas by checking hall passes and ensuring that students are in proper
areas.
3. Report all violations to the appropriate grade level administrator by submitting a discipline report explaining
the infraction.
4. Coverage of classes may occur if substitutes on staff are delayed or have left due to an emergency
situation.
5. Duties may change due to the needs of the institution.
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N.

GENERAL EXPECTATIONS

You are expected to stand outside the classroom door during the change of blocks. This will help control
problems in the hallways and will help students to recognize you as part of the staff.
Because the Hunterdon Central Regional High School Administration views a substitute as an integral part
of the staff, the substitute is expected to report any problems, rule infractions, etc. which they may witness
to an Administrator or Supervisor.
END OF DAY REPORTS
At the end of each day, all materials that the teacher left for the day’s instruction must be returned to the
mailbox, unless teacher leaves other instructions. The block by block report to the teacher and blue
schedule card are also to be returned to the mailbox. Bring or send the white copy of the Substitute
Teacher Report form to the Human Resource Office mailbox; keeping the yellow copy for your records.
Interoffice envelopes can be found in all the House Offices.
Please Note: The Substitute Teacher Report must be submitted to the Human Resources
Department daily. The payroll department will not be able to process payment
for services without receipt of your Substitute Teacher Report.
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CHECKLIST FOR SUBSTITUTES
1.

2.

3.

Accepting position from Absence Management:
a.

Be sure to determine in which House Office you are to pick up the Teacher's Daily Schedule (blue
card in mailbox). The phone/mail list will be your resource if the teacher has not specified mailbox
location in the “Special Instruction” area of Aesop or the teacher may attach instructions.

b.

Bring Substitute Handbook.

c.

Wear Hunterdon Central Regional High School I.D.

Upon arrival at HCRHS
a.

Pick up Teacher's Daily Schedule card.

b.

Pick up Substitute Teacher Report and block by block Substitute Report to Teacher.

c.

Pick up plans.

d.

Pick up attendance materials.

e.

Check teacher's mailbox for passes and other information. Distribute passes immediately.

f.

Contact department supervisor or Dee Jablonski (ext. 7282) with questions or problems.

At the end of the day
a.

Return Teacher's Daily Schedule card to the mailbox.

b.

Turn in completed assignments, plans, cards, etc. to designated area. Do not put in Interoffice Mail.

c.

Turn in white copy of the Substitute Teacher Report to Dee Jablonski in Human Resources.
Please keep the yellow copy for your records.

d.

Please Note: The Substitute Teacher Report must be handed in daily so they are received by
the Human Resource Office in time to process for the payroll department. If they are not
received in time, they will be sent in for payment for the next payroll period. Either drop to HR
office or can be sent through interoffice mail. These envelopes can be found in all House
Offices.

PHONE/MAILBOX LIST - Is updated each semester. Pick up a copy in the Human Resource Office a week
after the start of the next semester. Semester Two begins January 30, 2020.
These dates may change if school is closed due to inclement weather.
ABSENCE MANAGEMENT - You will be able to pick up jobs online or by phone during the call out periods of
5:30 a.m. –6:30a.m.and 4:00 p.m. – 10:00 p.m. daily, unless you have entered yourself as non-work day .
Please review all information in Aesop beforehand.
USE OF COMPUTERS – Substitutes can log-in on any classroom or lab computer (not admin) with the user
name of teacher and the password of rugral. From there you can access HCRHS WebConnect, Yahoo.com
or any other web addresses allowable by HCRHS policies. It is understood that you will do this during a prep
period or lunch.
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EVALUATION PROCEDURE
At the conclusion of each substituting assignment, you will be asked to turn in a Substitute Teacher Report, and a
Block by Block Substitute Report to Teacher which are available in the House Offices. The Substitute Teacher
Report should be sent to Dee Jablonski in the Human Resources Office. The Block by Block Substitute Report to
Teacher should be returned to the teacher’s mailbox along with the blue card, any plans and student rosters.
Teachers and supervisors will be completing similar forms regarding your performance. We hope that this
procedure will provide our students with the best possible situation in the absence of a teacher.
COPIES ARE IN EACH HOUSE OFFICE AND IN THE SUBSTIUTE ROOM IN THE ADMINISTRATION WING.

BLOCK BY BLOCK SUBSTITUTE REPORT TO TEACHER
DATE:
PLEASE COMPLETE THIS REPORT AND LEAVE IT IN THE TEACHER’S MAILBOX AT
THE END OF THE DAY

TEACHER:
SUBSTITUTE:
HOMEROOM/
BLOCK 1
7:35 … 9:01
BLOCK 2
9:09 … 10:29
UNIT LUNCH
10:29 … 11:10
BLOCK 3
11:15 … 12:35
BLOCK 4
12:43 … 2:0
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EMERGENCY MEDICAL SERVICES

Medical Emergencies
To ensure nursing assessments are performed at the time of injury, please contact the school Switchboard (Dial “0”)
immediately for any:
Injury occurring at school Bodily contact, fighting or violence between students
Severe bleeding Head injury
Seizure activity (witnesses or alleged) Loss of consciousness or fainting
When contacting the health offices for nursing services, please provide the following information:
Location of emergency
Name of student and grade (if known)
Nature of injury (i.e., bleeding, ankle injury, etc.). It is not sufficient to state “a nurse is needed.”
To reach the 9/10 Health Office, dial Extension 5742; the 11/12 Health Office, dial Extension 5516. Dial Extension 2221 for
the 9/10 Lobby Switchboard or Extension 7144 for the Commons Switchboard.

Dial “O” for the Operator.
It is imperative to provide efficient emergency medical aid to the injured victim in the school setting.
Therefore, to ensure that nursing assessments are performed wherever anyone is injured, DIAL “O”.
1.
2.
3.
4.
5.
6.

injury occurring at school regardless of the severity
all fights or any bodily contact that occurs between students which results in injury
head injury regardless of severity
severe bleeding
seizure activity (witnessed or alleged)
loss of consciousness or fainting

When contacting the Health Offices for nursing services, please provide the following information:
1. location of emergency (building, campus or room number)
2. nature of injury (i.e., bleeding, ankle injury, etc.); it is not sufficient to state
“a nurse is needed”.
3. the name of student and grade (if known)

To reach the:
1. Health Office (9/10 building):

2. Health Office (11/12 building):

Jennifer Amato—9th Grade, ext. 7143
Janet Jeans—10th Grade, ext. 7235
Cathleen Stenger—11th Grade, ext. 7140
Lauren Tomeski—12th Grade, ext. 7304
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A. FIRST AID FOR SEIZURES
Basic first aid measures for all seizures are:

DO keep calm.
DO protect the person from injury.
DO remain in attendance. Stay nearby until the person is fully alert.
DO help maintain airway (Turn the person on his side as soon as possible).
DO NOT restrain movement. You cannot stop the seizure.
DO NOT force anything into the mouth.
DO NOT offer any food or drink until the person is fully awake.
If you witness your student having a seizure, call the appropriate health office or press 0 for operator.
Additional measures for the most common seizure types are:

B. UNIVERSAL PRECAUTIONS
What are Universal Precautions?
Usual and ordinary steps all school staff need to take in order to reduce their risk of infection from:
! Blood Borne Pathogens (Hepatitis B, Hepatitis C, HIV) Infectious Organisms that cause illness
Exposure occurs through contact with infected body fluids.
These Body Fluids Include:
! Blood
! Vomit
! Saliva
! Stool (feces)
! Urine
! Drainage from nose or sinuses
! Drainage from cuts, scrapes, wounds or sores
! Secretions from mucous membranes
! Sputum (mucus from lungs)
! Vaginal secretions
! Semen
Protect Yourself…
Universally, treat every child’s body fluid as if it were infected.
Precaution – Use foresight and plan ahead to avoid exposure
Universal Precaution Steps:
Gloves (Personal Protective Equipment)
Decontamination
Hand Washing
Waste Disposal
Step 1: Gloves...
Always wear gloves when …
! Direct contact with body fluids is anticipated (nosebleeds, bleeding abrasions, etc.)
! Handling clothes soiled by urine, feces, vomit or blood
! Diapering children
! One time use only
! If gloves not immediately available, use barrier such as paper towels.
! When removing, peel off hands and roll glove outside in.
! Discard gloves in lined trash container.
! Wash hands after removing gloves.
! Gloves are provided in the infection control kits.
! Please ask any Health Office if you need more.
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Step 2: Decontamination
! Area must be cleaned with approved quaternary disinfectant – Clorox wipes and Lysol type products will kill
many infectious organisms but will not kill blood borne pathogens.
! Contact custodian for clean-up of blood or body fluid “spills”.
! Discard gloves and any contaminated materials in a lined trash container.

!

Wash Hands.

Step 3: Hand washing
! The MOST IMPORTANT STEP in preventing the spread of disease!
! Use liquid soap and warm water.
! Wash vigorously for 10 – 15 seconds.
! Rinse under warm running water.
! Turn off faucet with paper towel.
Accidental Exposure
! Alert your supervisor.
! Complete employee injury report.
! Follow-up with District’s Worker’s Comp medical provider for confidential evaluation
C. ASTHMA
Asthma is a chronic inflammation of the lungs with reversible episodes of obstruction, caused by an increased reaction of
the airways to various triggers
Breathing problems usually happen in “attacks” but the inflammation underlying asthma is continuous.
Prevalence
Asthma is the most common chronic disorder in childhood, currently affecting an estimated 6.8 million children under 18
years; of which 4.1 million suffered from an asthma attack or episode in 2006.
What is an Asthma Attack?
An asthma attack is a series of events that results in narrowed airways. These include: swelling of the lining, tightening of the
muscle, and increased secretion of mucus in the airway. The narrowed airway is responsible for the difficulty in breathing
with the familiar "wheeze".
Allergic Asthma
• Allergic asthma is the most common form of asthma.
• Allergic asthma is triggered by inhaling allergens such as dust mites, pet dander, pollens, mold, etc.
• Through a complex reaction, these allergens cause the passages in the airways of the lungs to become inflamed and swollen.
• This results in coughing, wheezing and other asthma symptoms.
Non Allergic Asthma
• Non-allergic asthma is also characterized by airway obstruction and inflammation
• Non-allergic asthma is triggered by other factors such as anxiety, stress, exercise, cold air, dry air, hyperventilation, smoke
viruses or other irritants.
• In non-allergic asthma, the immune system is not involved in the reaction, as with allergic reaction.
!
!

Rodent/Insect Droppings
Strong Emotions – Laughing, Crying

Early Warning Signs
! Asthma episodes almost never occur without warning.
! Key to controlling asthma is taking medicine at the earliest possible sign of worsening.
! Early symptoms can include: coughing, chest tightness, feeling very tired. Airways narrow slowly, so symptoms may not
be felt until the airways are badly blocked.
! Wheezing
! Mouth breathing
! Shortness of breath
! Rapid breathing
! Chest discomfort (hurts)
! Cannot catch breath
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! Dry mouth
! Neck ‘feels’ funny
! Doesn’t feel well
! Itchy neck, chin
! Clipped speech, short choppy sentences

Teacher’s Role in Asthma Management
! Reduce Exposure to asthma triggers in the classroom
! Notice when students are coughing or showing other “warning signs”
! Be supportive – approach and support in a calm, reassuring manner
! Call or send for the school nurse
D. DIABETES
Diabetes is a serious chronic disease and must be managed twenty-four hours a day in order to avoid the potentially lifethreatening short-term consequences of blood sugar levels that are either too high or too low and the serious long-term
complications of high blood sugar levels. In order to manage their diabetes, pupils must have access to the means to balance
food, medications, and physical activity level while at school and at school-related activities.

E. Public Access Defibrillation (PAD)
Hunterdon Central Regional High School (HCRHS) has made available throughout the campus, 12 Automated External
Defibrillators (AED) units.
HCRHS has appropriately trained staff members who will respond to emergencies that require appropriate assessment and
early defibrillation. Staff that have been trained have completed the American Heart Association requirements. This training
consists of CPR (Cardio-Pulmonary Resuscitation), use of the defibrillator, choking emergency skills and universal
precautionary care measures for health care providers.
Those trained include the duty release aides, school nurses, athletic trainers, vice principals, teachers, security personnel,
activity advisors/coaches, and second and third shift custodians.
Locations of the AEDs are:
9/10 Campus
200’s hallway across from girls’ lavatory
Operations Office – Administrative Hallway
Health Office
Outside of Room 100
Outside of Staff Lounge, Room 143
11/12 Campus
Field House (east side inside alcove)
Entrance to 11/12 Health Office
Inside the Health Office
IMC
Satellite Units
(2) Athletic Trainers Offices
(2) Security vehicles
Business Office
Transportation Office
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POLICIES
A. Anti-Bullying Staff Responsibilities and Procedures
New Jersey has instituted one of the strictest laws in the country to address the issues of
harassment, intimidation and bullying (HIB). The law specifically details the responsibilities and

procedures that must be followed with each incident. As a member of the Hunterdon Central staff,
you share this responsibility. The law reads as follows:
Under New Jersey law, “harassment, intimidation, or bullying” means any gesture, any written,
verbal or physical act or any electronic communication, whether it is a single incident or a series
of incidents, that is:
Reasonably perceived as being motivated by either any actual or perceived characteristic, such as
race, color, religion, ancestry, national origin, gender, sexual orientation, gender identity and
expression, or a mental, physical or sensory disability, or
a.

By any other distinguishing characteristic; and that

b.

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, that substantially
disrupts or interferes with the orderly operation of the school or the rights of other
pupils; and that

c.

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

d.

Has the effect of insulting or demeaning any pupil or group of pupils; or

e.

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

If, in the course of your day at Central, a student reports to you or you witness an act of
bullying, harassment or intimidation, you are required to report it.
These are the procedures you must follow:
A.

You are told about or observe and incident of HIB. (This is not limited to your
classroom. This can happen anywhere in the building including the hallways especially
during change of classes.)

B.

Verbally contact the student’s vice principal/ house office. This should be done as
soon as possible. Based on the severity of the incident, dial “0” and ask for the vice
principal to be contacted by radio. If the student’s vice principal is not available, you
can contact the following people for assistance:
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•
•
•
•

Jaclyn Coppola-x7159, Katey Edgar-x7165, or Stacy Heller-x7174
Anti-Bullying Specialists.
Barbara Manfredi- VP and HIB Coordinator x7132
Any other Vice Principal
The student’s school counselor

C.

Complete the HIB form which can be obtained from any house office. Please make
sure all of the required information is submitted. Be aware, you may need to be
contacted later as the investigation is completed.

D.

Sign and return the document to the student’s vice principal as soon as possible but
no later than the end of the school day.
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POLICIES
B. Equal Employment Opportunity #1530
The Board has an established policy of equal employment opportunity without regard to race, creed, color, religion,
national origin, sex, sexual orientation, age, domicile, marital status, handicap, or atypical hereditary cellular or

blood trait, or because of liability for service in the armed forces, or status as a disabled or Vietnam era veteran.
Positive action has been and will be taken to ensure the fulfillment of this policy in all areas of employment including
hiring, placement, upgrading, transfer or demotion; conditions of employment; rates of pay; benefits and other forms
of compensation; reduction in work force, recall, or termination; recruiting, advertising, or solicitation for
employment; selection for school-sponsored training, education or tuition assistance; social and recreational
programs.
We remain convinced that the best interest of Hunterdon Central, its students, and other staff members can be best
served when equal employment opportunities are given to all citizens.
In addition, it is Hunterdon Central's policy that all employees should be able to enjoy a work environment free from
all forms of discrimination, and sexual harassment.
C. Americans with Disabilities Act #1510
Hunterdon Central complies with the Americans with Disabilities Act and applicable state and local laws providing
for nondiscrimination in employment against qualified individuals with disabilities. Hunterdon Central also provides
reasonable accommodation for such individuals in accordance with these laws.
D. Affirmative Action #1140 AND #1550
It is the policy of Hunterdon Central Regional High School not to discriminate on the basis of race, color, creed,
religion, sex, sexual orientation, ancestry, national origin, or social or economic status in its educational program or
activities and employment policies as required by Title IX of the Education Amendments of 1972 and N.J.A.C. 6:41.1 et. seq. The Affirmative Action Officer at Hunterdon Central is Ms. Barbara Manfredi. Concerns regarding this
policy should be addressed to Ms. Suzanne Cooley.
E. HCRHS 24-HOUR SMOKE FREE CAMPUS #7434
The Board of Education adopted a policy that makes the entire campus a 24-hour smoke-free environment.
F. DRUG-FREE WORKPLACE #7436
It is the policy of Hunterdon Central to create a drug-free workplace in keeping with the spirit and intent of the DrugFree Workplace Act of 1988. The use of controlled substances is inconsistent with the behavior expected of
employees, subjects all employees, students, and visitors to our facilities to unacceptable safety risks, and
undermines Hunterdon Central’s ability to operate effectively and efficiently.
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G. CONTROVERSAL ISSUES #2240
Classroom discussions on controversial questions which arise unexpectedly shall be the responsibility of the
teacher, who shall provide relevant information on both sides of the question. Such discussions shall be kept free
from the assumption that there is one correct answer which should emerge from a discussion and be taught
authoritatively to the pupils. Pupils shall be taught to recognize each other’s right to form an opinion on

controversial issues, and shall be assured of their own right to do so without jeopardizing their relationship with the
teacher or the school.
H.

SEXUAL HARASSMENT #3362

A. Definition
1.

Sexual harassment shall consist of unwelcome sexual advances, request for sexual favors, and other
inappropriate verbal or physical conduct of a sexual nature when made by a member of the school
staff to a pupil, when made by any member of the school staff to another member or made by any
pupil to another pupil or staff member when:
a.

Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's employment or education.

b.

Submission to or rejection of such conduct by an individual is used as the basis for academic
or employment decisions affecting that individual.

c.

Such conduct has the purpose or effect of substantially interfering with an individual's
academic or professional performance or creating an intimidating, hostile or offensive
employment or education environment.

B. Action
Sexual harassment of any individual is expressly prohibited and will not be tolerated. Direct all complaints
and questions to Ms. Barbara Manfredi, Affirmative Action Officer.
I. TRANSGENDER STUDENTS #5756
All students are to be treated with respect. The teacher’s gradebook contains the student’s legal name. The
seating chart contains the name and gender the student identifies with. Substitutes must identify the student
properly. Students shall be addressed by the proper name and pronoun that is listed on the seating chart which
identifies them.
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J: DRESS CODE # 3216
As educators, our commitment to excellence should be reflected in our appearance. Staff members shall demonstrate by
example wholesome attitudes toward neatness, cleanliness, propriety, modesty and good sense in attire and appearance. In
general, a business casual style is appropriate for professional and Para-professional employees. The Board is cognizant of
the rights of employees to express their individuality through their attire. The Board also recognizes the value of tasteful and
appropriate dress which is conducive to a positive environment for learning. The Board believes that adults serve as role
models for the children, and help shape the pupils' attitudes and values concerning neatness, pride and self-worth.
Balancing these factors, the Board has adopted a dress code for employees that sets
reasonable standards for grooming and appearance during school hours. The dress code
for employees is to be enforced fairly at all times, and shall be periodically reviewed for
reasonableness under the standard of generally acceptable dress in business and social
contexts.
Administrators, teachers and all non-certificated staff of the Hunterdon Central Regional School District shall be neatly
attired and groomed while discharging their responsibilities in all school situations including regular, evening, summer or
extra-curricular activities and in other situations where there is direct contact with pupils or adults.
Expected Attire During School Hours:
Certificated and Non-Certificated Staff
Dress for certificated staff, which includes administrative, supervisory, certificated
support and teaching staff, as well as non-certificated staff, which includes secretaries
and support personnel (i.e., aides) etc., is expected to be representative of appropriate
professional attire whenever a staff member is working or representing the district.
A. Grooming and attire shall meet the following criteria when students are present during the school day:
1. Male staff members shall wear a collared dress shirt. Ties are optional. Suit/sport
jacket, or sweaters shall be optional. As an alternative to dress shirts males may also wear:
a. Turtleneck shirts, sweaters, collared golf or polo shirts
b. Dress slacks and dress khakis (docker style). Jeans are not permissible
2. Female staff members shall wear slack or dress suits, blouses, shells, sweaters, skirts, dresses, dress slacks, dress khakis,
capri pants. Jeans are not permissible.
3. Appropriate dress footwear shall be worn by all staff. Sneakers and rubber flip flops are not considered appropriate
footwear.
4. All custodial and maintenance personnel, when on the job, and unless
otherwise granted written approval by the Superintendent or his/her
designee, shall wear appropriate attire to work. The official attire shall
consist of a work-type shirt and work pants, belt and work shoes.
B. Attire not acceptable when students are present:
1. Clothing/footwear which is torn, dirty or in poor condition
2. Sneakers, rubber flip-flops, or work boots (except with
written medical prescription)
3. See-through (transparent) or tight fitting garments; garments that expose midriff, or cleavage
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4. Sweatshirts, sweatpants, team jerseys

5. Jeans except as permitted on Friday spirit days
6. Any dress or grooming which would attract undue attention, create
disruption or would be potentially unsanitary or dangerous.
C. Special Rules
1. Physical education teachers may wear clothing appropriate to their subject
area, including athletic jackets, pullover shirts, sweatshirts, * shorts, athletic, wind pants and warm-ups, sneakers and/or
appropriate footwear. (Hooded sweatshirts are permitted to be worn for outside activities)
2. Other classes - Protective clothing such as smocks, lab coats, aprons and
work boots may be worn as needed depending on the class being taught.
3. Nurses may wear scrubs and sneakers
4. Instructional and Duty Release Aides are permitted to wear sneakers
5. Other employees – Employees involved in transportation, maintenance,
and custodial staff shall wear appropriate clothing to accommodate their
working situations.
Prior Approval
A. Occasionally, specifically organized learning activities, (i.e., field trips) may
reasonably dictate variations from the dress code of the normal classroom setting.
Employees shall discuss this with their supervisor or principal at least one day prior to the
activity. The supervisor/principal shall have the authority to approve variations from normal dress.
Special Situations
A. The principal shall have full discretion in temporarily suspending the
dress code during after-school activities and/or special theme days (i.e., School
Spirit Day).
B. The superintendent or his/her designee shall decide if particular weather
conditions warrant exception to the required dress code (i.e., temperatures in
excess of eighty-five degrees). This information will be conveyed to the
principal who will be responsible for conveying this to the staff personnel.
Enforcement
A staff member violating the dress code may be subject to progressive disciplinary
measures including but not limited to, a verbal warning, written reprimand, withholding
of an increment, charges of insubordination, or other sanctions as permitted by law.
Severability
This dress code shall be deemed to be severable. If any section is found to be
unreasonable or void by a forum of competent jurisdiction, only that section shall be
deemed deleted.
N.J.S.A. 18A:27-4
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COMPENSATION POLICIES
A. Work Hours
Substitute Teachers: 7:20 a.m. to 2:10 p.m. These are the times you are expected to be here, regardless of
the time that was entered for the absence.
B. Regular Pay Procedures
The rate of pay for substitute teachers is $100 per day. Substitute teachers are paid an additional $20 per day if
they cover four blocks. Aides (instructional aides, duty release aides, etc.) substitutes are paid $100 per day, if you
work ½ day for aides (instructional aides, duty release aides, etc.) the pay is $50.00 for the day unless you are
given an additional assignment. Your net pay will be credited directly to a banking institution of your choice
(checking or savings account). You received a form in your hire paperwork that should be completed and returned
with this information. You also received information to register online to receive electronic documents. Which is the
paperless pay stub, which gives details of your pay and deductions each pay day instead of a check and you can
also access your W-2.
Employees are paid on the 15th and the last day of each month. Checks/advances will be mailed to your home
address. If a scheduled payday falls on a Saturday, Sunday or school-observed holiday, you will usually be paid on
the day preceding the weekend or holiday provided checks are available from the Payroll Department. All required
deductions, such as for federal, state and local taxes, will be withheld automatically from your pay.
Please review your paycheck/advice for errors. If you find a mistake, report it to the Payroll Department
immediately. The Payroll Department will assist you in taking the steps necessary to correct the error.
C. Social Security Tax
Employees are subject to Social Security Tax (F.I.C.A.) which provides old age and survivor benefits. Your
contribution, at the rate currently provided by law, is deducted from your salary each pay day. The Board of
Education pays an equal amount, and all contributions are paid periodically to the federal government.
D. Federal Income Tax
The law requires that all employees withhold federal income tax at the source of wages. Therefore, we deduct from
your salary each pay day the amount required, based on your earnings and the exemption certificate (W-4 Form)
filed with the Payroll Department.
E. State Income Tax
The law requires that all employers withhold New Jersey State Income Tax from the wages of New Jersey
residents. Each pay day we will deduct from your salary the amount required, based on the exemption certificate
(W-4 Form) filed with the Payroll Department.
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WORKER’S COMPENSATION INSURANCE
As a substitute you are covered by Worker’s Compensation Insurance.
The following procedures should be utilized for the reporting of accidents and referral for medical treatment under
worker’s compensation.
ALL ON THE JOB ACCIDENTS THAT RESULT IN INJURIES SHOULD IMMEDIATELY BE
REPORTED TO THE SUPERVISOR AND SCHOOL NURSE.
Should the injury require medical treatment, a First Accident Report of Injury must be completed. This can be done
in one of the Health Offices.
If the injury to the employee is urgent or life threatening, emergency medical personnel at the scene will make the
determination as to the appropriate medical facility to which the injured employee should be taken for treatment.
If the injury is of a non-urgent or non-life threatening nature the employee will report the incident to the school
nurse. The employee will be referred to the districts authorized health care facility. The employee should be given
an appropriate identification card, prescription card and Employer’s Authorization for Treatment form to be taken to
the districts authorized health care facility.
Each case has a case manager and an adjuster. Any further medical treatment required as a result of the injury will
be requested by the physician and authorized by the case manager in accordance with the Worker’s Compensation
Law. Any continuing disability will be determined by the physician and verified by the case manager and adjuster.
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EMPLOYEE DEMEANOR
All employees are expected to conduct themselves and behave in a manner which is conducive to the efficient
operation of the school. Such conduct includes:
a.
Reporting to work punctually as scheduled and being at the proper work station, ready for work, at
the assigned starting time.
b.
Notifying the supervisor in advance when the employee will be absent from work or is unable to
report for work on time.
c.
Complying with all school safety regulations.
d.
Wearing clothing appropriate for work being performed.
e.
Maintaining work place and work area cleanliness and orderliness.
f.
Treating all students, parents, visitors and fellow employees in a courteous manner.
g.
Refraining from behavior or conduct deemed offensive or undesirable, or which is subject to
disciplinary action.
h.
Performing assigned tasks efficiently and in accord with established quality standards.
i.
Cell phone use is permitted during unassigned times. Substitutes are requested to use faculty work
rooms or dining areas when making personal cell phone calls.
The following conduct is prohibited and will subject the individual involved to disciplinary action, up to and including
termination:
a.
Reporting to work under the influence of alcohol, illegal drugs and/or narcotics or the use, sale,
dispensing, or possession of alcohol, illegal drugs and/or narcotics on school premises.
b.
The possession of firearms or other weapons on school property.
c.
Insubordination or the refusal by an employee to follow management's instructions concerning a jobrelated matter.
d.
Fighting or assault on a fellow employee or student.
e.
Falsifying or altering any school record or report, such as a medical report, a time record, an expense
account, an absentee report or shipping and receiving records.
f.
Threatening or intimidating management, supervisors, or fellow workers.
g.
Engaging in any form of sexual harassment or discrimination.
New Jersey Department of Education has recently established standards for teacher and support staff behavior.
Attached are board policies regarding the district’s compliance with these new regulations. Please carefully read
and review these policies.
Policy #3159

Teaching Staff Members/School District Reporting Responsibilities.

Policy # 3281

Inappropriate Staff Conduct.

Policy # 4159

Support Staff Member/School District Reporting Responsibilities.

Policy # 4281

Inappropriate Staff Conduct (Support Staff).

Policy # 5512

Harassment, Intimidation and Bullying

The examples listed above are illustrative of the type of behavior that will not be permitted, but are not intended to
be all-inclusive. All questions in connection with these policies should be directed to Ms. Shunda Williams.
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EMPLOYEE CONDUCT
A. Absenteeism and Tardiness
The Board expects all employees to assume diligent responsibility for their attendance and promptness. We
recognize, however, that illnesses and injuries may occur.
If you are unable to work because of illness or other emergency situations, contact Dee Jablonski at
908-284-7282 by 6:30 am.
B. Confidentiality of Information
It is the policy of the Board to ensure that the operations, activities, and business affairs of Hunterdon Central and
our students are kept confidential to the greatest possible extent. If, during their employment, employees acquire
confidential or proprietary information about Hunterdon Central and its students, such information is to be handled
in strict confidence and is not to be discussed with outsiders. Employees are also responsible for the internal
security of such information.
Employees found to be violating this policy are subject to disciplinary action, up to and including termination, and
may also be subject to civil and/or criminal penalties for violations of applicable laws.
C. Telephone Manners
Courtesy on the telephone is extremely important. Many parents and work related associates seldom come to the
school, but frequently use the telephone to get information from one of our departments. They are entitled to the
same courtesy and careful attention they expect to receive when visiting the school in person.
Substitute secretaries: When you are away from your telephone, always forward your phone to voice mail. Your
message should include the following information: when you will return, how you can be reached, or who to contact
in the event of an emergency situation. Upon your return, prompt attention should be given to messages.
D. Accuracy
Due to the nature of our business, accuracy is essential. Cultivate care and accuracy in everything you do right
from the start.
E. Health and Safety
Hunterdon Central is committed to providing a safe and healthful working environment. In this regard, Hunterdon
Central makes every effort to comply with relevant federal and state occupational health and safety laws and to
develop the best feasible operations, procedures, technologies, and programs conducive to such an environment.
Hunterdon Central's policy is aimed at minimizing the exposure of our employees, students and other visitors to
health or safety risks. To accomplish this objective, all Hunterdon Central employees are expected to work
diligently to maintain safe and healthful working conditions and to adhere to proper operating practices and
procedures designed to prevent injuries and illnesses.
The responsibilities of all employees of Hunterdon Central in this regard include:
1.

Exercising maximum care and good judgment at all times to prevent accidents and injuries;

2.

Reporting to supervisors and seeking first aid for all injuries, regardless of how minor;

27

5.

3.

Reporting unsafe conditions, equipment, or practices to supervisory personnel;

4.

Using safety equipment provided by Hunterdon Central at all times;

Observing conscientiously all safety rules and regulations at all times; and
6. Notifying their supervisors, before the beginning of the work day, of any medications they are taking
that may cause drowsiness or other side effects that could lead to injury to them, co-workers and
students.
F. Student Confidentiality/Use of Technology

It is the responsibility of each substitute to maintain the confidentiality of student information as outlined in the
“Issues of Confidentiality”, Student Information and Use of Technology by Substitutes” agreement.
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MISCELLANEOUS
A) Board Rights
The Board of Education has the right:
a.
to direct all employees of the school district.
b.
to hire, assign, retain, discipline or discharge employees of the school district
c.
to maintain efficiency of the school district operation entrusted to it, and
d.
to determine methods, means and personnel by which such operations are to be conducted.
B) Job Posting
Hunterdon Central has established a job-posting program to give all employees an opportunity to apply for positions
that they are interested in and qualified for. Vacancy notices are normally forwarded to staff e-mail, and posted on
our web site www.hcrhs.org as well as on our Applitrack website www.applitrack.com/hunterdon/onlineapp/.
Postings generally include title, required skills and closing date for filing applications/letter of interest.
We cannot guarantee that you will be interviewed nor can we guarantee that you will ultimately be selected as the
candidate to employ. Please keep in mind that how you perform in your present assignment is a major
consideration.
C) Human Resource Files
Hunterdon Central maintains a Human Resource file on each employee. These files contain documentation
regarding all aspects of the employee's tenure with Hunterdon Central, such as performance appraisals, beneficiary
designation forms (where applicable), disciplinary warning notices, and letters of commendation. You may review
your Human Resource file during the regular office hours of the Human Resource Department by appointment. If
you are interested in reviewing your file, contact the Human Resource Department to schedule an appointment.
To ensure that your Human Resource file is up-to-date at all times, notify the Human Resource Department of any
changes in your name, telephone number, home address, marital status, number of dependents, beneficiary
designations, scholastic achievements, the individuals to notify in case of an emergency.
D) Parking Regulations
All substitute teachers must have an authorized substitute decal visible either on your dashboard. It is necessary to
get a new decal each year since they are color coded.
Staff may apply for parking permit cards through the 11/12 Campus Receptionist.
Staff must park in the outlined spaces provided and NOT along curbs or other areas designated as “visitors”, "no
parking", “reserved” or “handicapped”, OR IN NUMBERED SPOTS.
The new inner roadway is for authorized vehicles only. It will be closed when loading and unloading buses.
Staff, as well as students, are subject to the provisions of Raritan Township Ordinance 81 which calls for ticketing
and/or towing of vehicles parked in violation of same.
Parking regulations are under the jurisdiction of the Raritan Township Police Department. Check the posted signs
and the follow the flow of traffic.
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E) Provisions
If any provisions of the handbook or any application of this handbook to any employee or group of employees is
held to be contrary to law, then such provision or application shall not be deemed valid and subsisting, except to the
extent permitted by law, but all other provisions or applications shall continue in full force and effect.
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Safety Standards
Personal Protective Equipment
The Board of Education directs the rigorous implementation and enforcement of safety practices for pupils, staff members,
and visitors exposed to conditions potentially hazardous in the instructional or operational programs of this district.
Each pupil, staff member, and visitor exposed to a condition identified as hazardous must wear protective equipment
appropriate to the activity and certified to meet the standards established by the State Board of Education, the American
National Standard Practice for Occupational and Educational Eye and Face Protection, ANSI Z87.1-1979, and American
National Standard Practice for the Safe Use of Lasers, ANSI Z136.1-1986 and the New Jersey Administrative Code. The
protective device shall be supplied by the Board, except that the pupil, staff member, or visitor may wear personal eye wear
that is appropriate to the activity and certified, in writing. District owned protective devices shall be inspected regularly by
the appropriate staff member, and defective or poorly fitting devices shall be returned to the principal for repair or discard.
Any shared protective devices shall be disinfected between uses by the method prescribed by the school medical inspector.
Each classroom, shop, laboratory, and other area of the school in which pupils or staff members are exposed to caustic
materials that can cause damage to the eyes shall be equipped with an emergency eye wash fountain in accordance with
standards established by the Department of Education.
A person who refuses or persistently neglects to wear a protective device when required to do so or fails to observe
established safety practices may be disciplined for insubordination for failing to obey the rules established by this Board.
A visitor to the schools who refuses or persistently neglects to wear a protective device when required to do so or fails to
observe established safety practices may be requested to leave the school premises.

OSHA
The Board of Education recognizes that the health and physical well-being of the pupils and staff of this district depend in
large measure upon the cleanliness and sanitary management of the schools.
The Board has established a program of hygienic management be instituted in the schools and explained annually to all staff
members. Each building shall be inspected for cleanliness and sanitation by the Manager of Operations not less than once
each year.
The Board will cooperate with the local board of health in the sanitary inspection of the schools’ toilets, washrooms, food
vending machines, water supply, and sewage disposal systems.
The Superintendent has prepared, in consultation with the school medical inspector, regulations, first aid and emergency
medical procedures that utilize universal precautions in the handling and disposal of blood and body fluids, whether or not
pupils or staff members with HIV infection are present. School staff members and volunteers shall be provided the supplies
for implementing the procedures. In particular, school nurses, custodians, and teachers shall be trained in proper handling
procedures. These regulations and procedures will comply with the regulations of the State Department of Health and State
Department of Labor (OSHA Standards for Occupational Exposure to Bloodborne Pathogens) and recommendations of the
Centers for Disease Control and Prevention.
PE-OSHA
The New Jersey Public Employees Occupational Safety and Health Act, N.J.S.A. 34:6A-25 et seq., and regulations
promulgated by the Department of Labor, N.J.A.C. 12:100, establish safety and health standards for public schools. Three
state agencies have authority to implement the Act — the Department of Labor, the Department of Health and the
Department of Community Affairs.

Bloodborne Pathogens
The Board recognizes that school employees may in the performance of their duties reasonably anticipate contact with human
blood or other potentially infectious body fluids that may expose them to bloodborne pathogens such as Hepatitis B Virus
(HBV) and Human Immunodeficiency Virus (HIV). In accordance with federal OSHA regulations, the Board will establish a
written Exposure Control Plan designed to eliminate or minimize employee exposure to such infection. The plan shall list all
job classifications and tasks in which exposure occurs; describe and require the implementation of workplace controls to
eliminate or minimize exposure; require the provision of hepatitis B vaccination to employees who have occupational
exposure; and require the provision of a training program for employees who have occupational exposure. The plan shall be
updated annually and as required to include new or revised employee positions with occupational exposure. A copy of the
plan shall be made accessible to employees.
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Disposal of Medical Waste
The Superintendent has prepared, in consultation with the school medical inspector, a medical waste disposal program to
ensure all medical waste, including needles and sharps, are disposed of in accordance with the rules and regulations of the
New Jersey Department of Health.

Chemical Hygiene
The Board also recognizes that certain school employees who work in laboratories may be exposed to hazardous chemicals in
the course of their duties. In accordance with federal OSHA regulations, the Board will establish practices that are capable of
protecting employees from health hazards presented by hazardous chemicals used in the workplace. The plan shall contain
the locations of hazardous chemicals and shall enunciate a plan capable of protecting employees from associated health
hazards and keeping exposure of employees below specified limits. The Chemical Hygiene Plan shall be readily available to
employees and shall contain at least the following elements:
1. Standard operating procedures for using hazardous chemicals in laboratory work;
2. Criteria that the Board will use to determine and implement control measures to reduce employee exposure;
3. The requirement that fume hoods and other protective equipment are functioning properly and that measures are taken to
ensure adequate performance of such equipment.
4. Provision for employee information and training.
5. The circumstances under which a particular laboratory operation, procedure or activity shall require prior approval from
the Supervisor of Science before implementation;
6. Provisions for medical consultation;
7. Designation of personnel responsible for implementation of the chemical hygiene plan; and
8. Provisions for additional employee protection for work with particularly hazardous substances.
The Board directs that the program of chemical hygiene be implemented by the Chemical Hygiene Officer. The Safety
Officer will serve as Chemical Hygiene Officer for all schools in the district and shall be responsible for the examination of
all school facilities to determine where hazardous chemicals are used and to ensure compliance of all school facilities with
the Chemical Hygiene Plan.
AHERA
On October 22, 1986, President Ronald Reagan signed into law the Asbestos Hazard Emergency Response Act (AHERA).
As prescribed by AHERA, EPA issued the Asbestos-Containing Materials in Schools Final Rules and Notice on October 30,
1987. The new rule required LEA’s to develop an Asbestos Management Plan (AMP) for all asbestos containing building
materials. Hunterdon Central’s AMP was approved by the State of New Jersey and is available along with subsequent reinspections by contacting Donald Thornton, Manager of Operations, extension 7170.
NJRTK
The New Jersey Worker and Community Right to Know Act requires employers to provide information about hazardous
substances at their facilities. Under the RTK Act you can obtain information about hazardous substances by contacting
Donald Thornton, Manager of Operations, extension 7170.
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