

ORIENTATION GUIDE


2023 – 2024
New Teachers’ Tips for Success


Dr. Kimberly A. Gruccio, Superintendent
Mr. George E. West, Assistant Superintendent


Ms. Lily Moss, Assistant Superintendent
Dr. Terry Charlton, Director of Human Resources


Mr. Daniel Smith, Business Administrator/Board Secretary


1 | Page







Table of Contents
ORIENTATION GUIDE 1


Administration and Board of Education Members 3


Mission Statement 4


2023-2024 Calendar 5


Important Telephone Numbers 6


Board of Education Meetings 9


Statement of Nondiscrimination 10


Nondiscrimination Grievance Procedures 11


Terms and Conditions of Employment 12


Professional Development Policy 13


Professional Day Requests & Link 15


Related Implementation Issues 16


Professional Learning Community & Professional Development 17


Individual Professional Development Plans and Corrective Action Plans for Teachers 18


Egg Harbor Township School District PreK – 12 Professional Development Plan (PDP) 21


Board Policies 30


Leave Information Form Link 33


Attendance Reminders and Frontline 31


Tuition Approval and Reimbursement Procedures 34


Employee Signature Page – Receipt of New Employee Booklet 35


2 | Page







Administration and Board of Education Members


Egg Harbor Township School District


ADMINISTRATION


Kimberly A. Gruccio, Ed.D – Superintendent
George E. West – Assistant Superintendent


Lily Moss – Assistant Superintendent
Terry Charlton, Ed.D – Director of Human Resources
Daniel Smith – Business Administrator/Board Secretary


BOARD OF EDUCATIONMEMBERS
Mrs. Barbara Szilagyi – Board President
Mrs. Marita Sullivan – Vice President


Mrs. Regina Bongiorno
Mr. Louis Della Barca


Mrs. Tamika Gilbert-Floyd
Ms. Juanita Hyman
Mr. Patrick Ireland
Mr. Michael Price
Mr. Nicholas Seppy


BOARD ATTORNEYS
Amy Houck-Elco, ESQ.
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Egg Harbor Township Schools
www.eht.k12.nj.us


Administration Offices
13 Swift Drive


Egg Harbor Township, NJ 08234


Kimberly A. Gruccio, Ed.D. Superintendent’s Office
Superintendent Phone: 609-646-7911


George E. West Telefax: 609-601-2794
Assistant Superintendent Human Resources Office


Lily Moss Phone: 609-646-7911
Assistant Superintendent Telefax: 609-601-2801
Terry Charlton, Ed.D. Business Office
Director of Human Resources Phone: 609-646-8441


Daniel Smith Telefax: 609-601-2904
Business Administrator/Board Secretary


Mission Statement


Embrace - Engage - Educate
Our mission in the Egg Harbor Township School District is to embrace families and their students to


provide a safe, rigorous, and relevant learning experience while students are engaged and educated to become


responsible for their own learning.


District Learning Goals for 2023-2024
To build a culture and climate that embraces, engages and educates individual


students and their learning needs.


Improve Student Achievement – Prioritize Literacy for ALL; meet the social and emotional learning needs of
individuals; create innovative learning experiences with STREAM education.


Support Climate, Culture and #EHTPride – Administrators, teachers, students, parents and community
members will support positive learning environments, where all are recognized and rewarded for achievement,
progress, good character, work ethic and a respect for diversity. We will continue to expand our school
environment to focus on cultural proficiency and ensuring equity in our schools.


Expand Community Partnerships – Reach out to the community by creating partnerships and cultivating
relationships with all stakeholders.
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2023-2024 Calendar
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Important Telephone Numbers


District Office – Administration Building 646-7911
13 Swift Drive, Egg Harbor Township, N. J. 08234
Superintendent’s Office
Dr. Kimberly Gruccio – Superintendent Ext. 1000
Sandy Ferriola – Administrative Assistant Ext. 1001
Ms. Lily Moss –  Assistant Superintendent Ext. 1004
Mr. George West – Assistant Superintendent Ext. 1027
Nitty D’Allesandro – Administrative Assistant Ext. 1003
Leanna Mullen – District Data Specialist Ext. 1029


Human Resources
Dr. Terry Charlton – Director of Human Resources Ext. 1022
Victoria Bordonaro – Human Resources Coordinator Ext. 1002
Jane Rainear – Employment Specialist (Employment Contracts, Certification) Ext. 1025
Christi McGowan – Human Resources Specialist (Attendance, Leaves, Frontline) Ext. 1026
Gina Delaney – Bookkeeper Ext. 6241


Business Office 646-8441
Daniel Smith – Business Administrator/Board Secretary Ext. 1006
Jennifer Germana – Assistant Business Administrator Ext. 1070
Shelleen Ancheta – Accounting Supervisor Ext. 1008
Aimee Frye – Administrative Assistant Ext. 1007
Judith Millar – Payroll Analyst Ext. 1024
Amy Diggins – Accounting Coordinator Ext. 1015
Nicole Barr – Bookkeeper (Purchasing, Accounts Payable) Ext. 1009
Sandra Casler – Special Revenue Fund Bookkeeper Ext. 1011
Ili Velez - Bookkeeper (Purchasing, Accounts Payable) Ext. 1010
Megan Halka – Benefits Analyst (Health Benefits & Retirements) Ext. 1023


Other Administrators
Allen Bloodgood – Director of Security and School Safety Ext. 1659
Bryan Paige – Security Coordinator
Kristin Boyd – Director of Extended School Enrichment Programs Ext. 2325
Ellen Gregory – Director of Community Education Ext. 1017


Special Education
Donna Freund- Director of Special Education Ext. 1020
Nicholas Dorey – Special Education Supervisor Ext. 2475
Salvatore “Sam” Angone – Special Education Supervisor Ext. 1674
Jennifer Biddick – Special Education Supervisor Ext. 1306
Vacant –Special Education Supervisor Ext. 2321
Kris Henderson – Secretary Ext. 1019
Heather Ingersoll – Secretary Ext. 1031
Leslie Butts – Bookkeeper Ext. 1034


Information Technology Services
Kevin Urtubey – District Director of Informational Technology Services Ext. 1654
Michael Sweeder – District Director Educational Media Tech. Dir. Ext. 1658
Joseph Celona –Systems Engineer Coordinator Ext. 1656
Kurt Faragher – Systems Engineer Coordinator Ext. 1655
Dean Tommi – Network Coordinator Ext. 1669
Caroline Prior – District Data Manager Ext. 1041
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Francesca Johnson – District Data Coordinator Ext. 1018
Ron Gubin – Telecommunications Coordinator Ext. 1657
Wyatt Singer – Computer Support Specialist Ext. 2697
Nevar Butler – Computer Support Analyst Ext. 1033
Gene Church – Computer Support Analyst Ext. 1035
Sebastian Cosme – Computer Support Novice (Help Desk) Ext. 1013
Inger Burnside – Computer Data Novice Ext. 1014


Transportation 927-2443
9 Swift Drive, Egg Harbor Township, N.J. 08234
Michele Fisher – Director Ext. 1700
John Auer – Dispatcher Ext. 1702
Laura Feinstein – Transportation Coordinator Ext. 1701
Cheryl Mattera – Secretary Ext. 1710


Facilities and Operations 927-1911
7 Swift Drive, Egg Harbor Township, N.J. 08234
Kurtis Woodrow – Director Ext. 1800
Barbara Dodd – Secretary Ext. 1801
Diana Reilly – Secretary Ext. 1039
Kevin Dick – Supervisor of Grounds & Maintenance Ext. 1802
Jason Haines – Supervisor of Custodial Ext. 1803


Food Services 383-3366 
25 Alder Avenue, Egg Harbor Township, NJ 08234
Tom Beck – Director Ext. 1451
Mary Divito Ext. 1452


Egg Harbor Township High School: (Grades 9-12) 653-0100
24 High School Drive, Egg Harbor Township, N. J. 08234
Jaclyn Carugno – Principal Ext. 1600
Kimberly Baumgartel – Secretary Ext. 1601
Thomas Biggins – Assistant Principal Ext. 1605
Gail Smithson – Secretary Ext. 1606
Angie Sharbaugh Hunt– Assistant Principal Ext. 1639
Kimberly Keefe – Secretary Ext. 1649
Adam Preim– Assistant Principal Ext. 1603
Diedina Rios – Secretary Ext. 1604
Mariah Jackson – Assistant Principal Ext. 1686
Tannette Medica – Secretary Ext. 2686
Samantha Elko – Director of Guidance Services Ext. 1624
Kevin Rutledge – Athletic Director Ext. 1662
Nicole Perone - Assistant Athletic Director Ext. 1661
Christine Dioguardo – Secretary Ext. 1661


Eagle Academy 926-1235
517 Bargaintown Road, Egg Harbor Township, N.J. 08234
Earl (Bud) Smith – Director Ext. 5576
Marissa Russo – Counselor Ext. 1616
Amy Spano – Secretary Ext. 1616
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Egg Harbor Alder Avenue Middle School: (Grades 6, 7 & 8) 383-3366
25 Alder Avenue, Egg Harbor Township, N. J. 08234
Tatiana Cunningham – Principal Ext. 1400
John Mason– Assistant Principal Ext. 1405
Elizabeth Feld – Assistant Principal Ext. 1403
Sharon Chase – Secretary Ext. 1408


Egg Harbor Fernwood Avenue Middle School: (Grades 6, 7 & 8) 383-3355
4043 Fernwood Avenue, Egg Harbor Township, N. J. 08234
Frank Locantora – Principal Ext. 1500
Megan Brown – Assistant Principal Ext. 1507
Lindsey Zabelski – Assistant Principal Ext. 1503
Bonnie Griffths – Secretary Ext. 1501


Dr. Joyanne D. Miller Elementary School: (Grades 4-5) 407-2500
2 Alder Avenue, Egg Harbor Township, N.J. 08234
James Battersby – Principal Ext. 2300
Dr. Bruce Singer – Assistant Principal Ext. 2304
Kelly Thomas – Assistant Principal Ext. 2307
Lisa Pisani – Secretary Ext 2301
Anne Marie Henry – Secretary Ext 2302
Kelly Warker – Secretary Ext. 2305


C. J. Davenport School Complex: 645-3550
2499 Spruce Avenue, Egg Harbor Township, N. J. 08234
Latiya White – Principal Ext. 1300
Craig Kahn– Assistant Principal Ext. 1305
Rosa Melendez – Secretary (Primary) Ext. 1301
Giselle Zompa – Secretary (Elem) Ext. 1309


Swift-Slaybaugh School Complex/Bargaintown Preschool (Grades PreK-3) 927-8222
11 Swift Drive, Egg Harbor Township, N. J. 08234
Rachel Casumpang – Principal (Swift & Slaybaugh Elementary) Ext. 1200
Joseph Marinelli – Principal (Slaybaugh Primary & Bargaintown)
Joan Day – Assistant Principal Ext. 1201
John Toland – Director of Early Childhood Education Ext. 1215
Kathleen McCarron – Supervisor of Early Childhood Education Ext. 1215
Jennifer Finnerty – Secretary Ext. 1202
Jane Davis – Secretary Ext. 1204
Sharon Balesteri-Secretary Ext. 1203
Lisa Fusaro – Secretary Ext. 1101
Barbara Maples – Secretary Ext. 1102


District Student Registration 
Cindy Hendrickson – Registration Supervisor Ext. 1109
Adam Robbins – Attendance Officer Ext. 1108
Lisa Avis – Secretary Ext. 1103
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Board of Education Meetings


EGG HARBOR TOWNSHIP SCHOOLS


BOARD OF EDUCATION


Reorganization Meeting – January 2024


BE IT RESOLVED by the Board of Education of the Egg Harbor Township School District of Atlantic County:


Pursuant to the Open Public Meetings Act, the Egg Harbor Township Board of Education has established the
following meetings of the Board to be held at the Alder Avenue Middle School/Board Room until the next
reorganization meeting of the Board. Action may be taken. Any revisions or additions to this schedule will be
separately noticed pursuant to the open Public Meetings Act.


Executive Session 6:00 p.m. followed by Regular Meeting 7:00 p.m.
Budget Meeting 6:00 p.m.


Alder Avenue Middle School – Board Room
Regular Meetings
Tuesday, September 26, 2023
Tuesday, October 17, 2023
Tuesday, November 121, 2023
Tuesday, December 19, 2023


This notice will be sent to “The Press” and “The Current of Egg Harbor Township” (official newspapers of the
Board), filed with the Egg Harbor Township Clerk, and posted on the inside of the glass front door of the Board
Office as required by law.
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Statement of Nondiscrimination


The purpose of federal and/or state anti-discrimination legislation (including, but not limited to Title VII of the Civil Rights Act


as amended, Section 502 and 504 of the Rehabilitation Act, Education for All Handicapped Children Act, the Equal Pay Act as


amended and Title IX of the Education Amendments) the New Jersey Administrative Code 6:2 and 6:4 and the Egg Harbor


Township Board of Education Policy on non-discrimination is to prohibit discrimination against students and employees on the


basis of race, creed, color, sex religion, ancestry, national origin, social/economic status, age, marital status, and/or


handicap/disability.


These and other federal and state laws and regulations provide that all person must be afforded equal opportunity with regard


to:


❖ Access to and treatment in curricular and extracurricular programs and activities;


❖ Treatment under regulations and policies governing student benefits, services, conduct and dress;


❖ Equal access to facilities, programs and services for qualified handicapped/disabled persons;


❖ Access to employment in educational agencies; and


❖ Terms, conditions and benefits of such employment.


The Egg Harbor Township Board of Education has designated Dr. Terrence Charlton to coordinate compliance
efforts and to investigate 1) and complaints of discrimination on the basis of race, creed, color, sex, religion,
ancestry, national origin, social/economic status, age or marital status as it pertains to the above and 2) any
complaints involving employment practice discrimination on the basis of handicap. As required by federal
regulations, all employees and parents/guardians/students must be notified of the name, office address and phone
number of this person, also known as the Affirmative Action Officer:


Name: Dr. Terrence Charlton – Director of Human Resources


Address: Central Administration Offices


Phone: 646-7911 ext. 1022


In addition, the Egg Harbor Township Board of Education has designated Dr. Terrence Charlton to coordinate
compliance efforts and to investigate any complaints of discrimination by qualified handicapped /disabled persons
as it pertains to educational facilities, programs and/or services. As required by federal regulations, all employees
and parents/guardians/students must be notified of the name, office address and phone number of this person, also
known as the 504 Officer:


Name: Dr. Terrence Charlton– Director of Human Resources


Address: Central Administration Offices


Phone: 646-7911 ext. 1022
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Nondiscrimination Grievance Procedures


In keeping with federal/state anti-discrimination legislation, the Egg Harbor Township Board of Education has
adopted and hereby publishes this grievance procedure providing for the resolution of employee, student and parent
complaints.


To provide employees, students, and parents/guardians a procedure by which they can seek a remedy for alleged violations


related to discrimination on the basis of race, color, creed, religion, sex, ancestry, national origin, social economic status, age,


marital status or handicap/disability.


DEFINITIONS: Grievance – A formal written complaint.


Grievant – Any employee, student, or parent/guardian aggrieved by a decision condition falling under


the guidelines of federal and/or state anti-discrimination laws.


GRIEVANCE OFFICER:


1. The district’s Affirmative Action Officer shall coordinate compliance efforts with anti-discrimination legislation as it applies to
1) any complaints of discrimination on the basis of race, creed, color, sex, religion, ancestry, national original, social/economic
status, age or marital status as it pertains to the above and 2) any complaints involving employment practice discrimination on
the basis of handicap; further he/she is charged with the responsibility of investigating such complaints; or


2. The district’s 504 Officer shall coordinate compliance efforts with anti-discrimination legislation as it applies to complaints of
qualified handicapped/disabled persons concerning educational programs, facilities and services of investigating such
complaints.
PROCEDURE:


1. The Grievance Officer has ten (10) working days from receipt of the written grievance in which to investigate and after
consulting with administrative/supervisory staff that are directly involved, respond in wiring on the appropriate form to the
grievance.


2. If the grievant is not satisfied with the disposition, he/she may appeal to the Superintendent within to (10) working days of the
Grievance Officer’s response.


3. The Superintendent’s response shall be rendered in writing within fifteen (15) working days of receiving the written appeal.


4. If the grievant is not satisfied with the disposition, an appeal may be made within ten (10) working days of the
Superintendent’s decision to the Egg Harbor Township Board of Education. The Board will head the complaint at its next
regular meeting or, at its option, within thirty (30) calendar days. The Board hearing shall be conducted as to afford all parties
involved in the complaint, the following: written notice of hearing dates, right to counsel, right to present and cross-examine
witnesses, and to present written statements. The decision of the Board shall be by action at an advertised public meeting.


5. The Egg Harbor Township Board of Education shall respond in writing to the grievant within thirty (30) calendar days after the
hearing.


6. If the grievant is not satisfied with the Board’s decision, the grievant may file the complaint with the Director of the Office for
Civil Rights, Washington, D. C. or appropriate regional office. The grievant maintains the right to by-pass the grievance
procedure and submit the complaint directly to the Office for Civil Rights.


11 | Page







Terms and Conditions of Employment


The Egg Harbor Township Education Association (EHTEA) represents teachers, custodians, maintenance
workers, paraprofessionals, grounds keepers, secretaries, clerks, cafeteria workers, mechanics and attendance
officers. All positions mentioned above must refer to the EHTEA Collective Bargaining Agreement to find
details of their Terms and Conditions of Employment.


All non-union support staff are to refer to Board Policies for their Terms and Conditions of Employment.


12 | Page







Professional Development Policy


Policy Egg Harbor Township


Board of Education


3000 Teaching Staff Members


3240 PROFESSIONAL DEVELOPMENT


The Board of Education encourages all teaching staff members to pursue a program of continuing


professional development by course work or matriculation in institutions of higher learning, participation in


workshops and conferences, membership in professional organizations, and independent scholarship.


Teaching staff members may be permitted to: visit other schools and classrooms; attend local, regional, or


national conferences; participate in committees, workshops, and panels, both within and outside the district.


Requests for participation in such professional development activities must be submitted in writing to the


Superintendent or designee for approval. In addition, the Board of Education must approve all travel


expenditures in accordance with N.J.S.A. 18A:11-12 and the State of New Jersey Department of the


Treasury, Office of Management and Budget Circulars 08- 19-OMB and 06-14-OMB (OMB Circulars) and


any superseding circulars and any additional requirements set forth in N.J.A.C. 6A:23A-7 et seq.


A teaching staff member who has been granted time off and/or approved to be reimbursed for a professional


development activity shall submit to the Superintendent or designee, with a copy to the School Business


Administrator/Board Secretary, within ten (number of working days, weeks), a brief written report that


includes the primary purpose of the travel, the key issues addressed at the event, and their relevance to


improving instruction or the operations of the school district.


All active teachers, defined as staff whose positions require possession of the instructional or educational


services certificates in accordance with N.J.A.C. 6A:9C-8 through 11 and 13 and all active school leaders


serving on a permanent or interim basis whose positions require possession of the Chief School


Administrator, Principal, or Supervisor endorsement in accordance with N.J.A.C. 6A:9B-12 shall comply


with the professional development requirements as outlined in N.J.A.C. 6A:9C-4.1 et seq.


To meet the professional development requirement, each teacher shall be guided by an individual


Professional Development Plan (PDP), which shall include at least twenty hours per year of qualifying


activities as outlined in N.J.A.C. 6A:9C-4.4. The PDP shall be developed by each teacher’s supervisor in
consultation with the teacher and shall align with the Professional Standards for Teachers in N.J.A.C.


6A:9-3.3 and the Standards for Professional Learning in N.J.A.C. 6A:9C-3.3. The PDP shall be updated
annually in accordance with N.J.A.C. 9C-4.4(c) and modified during the year as outlined in N.J.A.C. 9C-4.4(d).


District-level and school-level professional development planning and implementation shall be in accordance


with the requirements of N.J.A.C. 6A:9C-4.2.


Implementation of the professional development requirement for school leaders shall be in accordance with


N.J.A.C. 6A:9C-4.3.
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The Board of Education shall comply with the monitoring and assistance requirements as outlined in


N.J.A.C. 6A:9C-4.4.


The Board shall monitor and enforce the professional development requirements for teachers and school


leaders set forth in N.J.A.C. 6A:9C-4.1 et seq. and shall actively assist and support the provision of


opportunities and resources, and the efforts by teachers and school leaders to meet the professional


development requirements.


N.J.S.A. 18A:31-2; 18A:6-111
N.J.A.C. 6A:9-3.3; 6A:13-2.1; 6A:9B-8 through 13; 6A:9C-3.3;
6A:9C-4.1 et seq.


Adopted: 10/22/2002


Revised: 12/22/2009, 8/23/2016, 07/25/17
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Professional Day Requests
The EHTSD uses Permission Click, an electronic approval system for certain forms that require some level


of district approval. You can find the forms under District Website> Faculty and Staff > Frequently Needed


Forms > Professional Day Application.


Staff members do not require Permission Click credentials since the system generates forms and approvals


based on your email address, you simply complete the steps for each form and submit. The majority of forms


have three steps and require an upload of some kind; such as any literature i.e. brochure with each request


describing the event, registration fees etc. The system will alert you if any required information is missing.


Staff members will receive a confirmation letter of the approval via email.


Professional day requests and reporting form links: Professional Day Request. All requests submitted are


still subject to board approval. If a staff member is going out of state it must be board approved even if there


is no monetary reimbursement. A written report of the activity must be submitted to the Assistant


Superintendent's Office within ten (10) working days of the Professional Day. Professional Day Written


Report link: Professional Day Written Report Form. Mileage must be turned in within 30 days of travel


request. Mileage form request link: Mileage Form.


ALL PROFESSIONAL DAYS MUST BE APPROVED BY THE SCHOOL BOARD. WHEN


APPLYING FOR PROFESSIONAL DAYS BE AWARE OF THE DUE DATES FOR SUBMISSION.


Payment


Upon returning from the professional day activity please submit a receipt for your registration. Your


allowable amount will be included in your confirmation letter.


Mileage


When submitting a professional day request, any mileage request (the difference between your normal


commute to your daily teaching assignment and the actual mileage incurred as the result of your professional


day activity) should be estimated on the professional day application. Upon your return from the professional


day please submit a district mileage reimbursement form, Mileage Form.


Other Fees


When the approved professional day activity has lunch served in the middle of the activity, and is included in


the activity fee, payment for the meal will be approved since there is no possible means of separating the two


expenses. However, professional day programs in which the luncheon is separate and apart from the meeting


or workshop, or is optional, the professional development funds will not cover such expenses. The basic


premise is that the staff member would be responsible for providing their own lunch if they were at their


regular teaching assignment and, therefore, would assume the same responsibility if the workshop luncheon is


not included in the overall cost of the workshop.


Professional Written Day Reports


Within ten (10) working days following the professional day, staff members are to submit to the approving


central office administrator a professional written day report. The purpose of this report is to provide a


synopsis of the activity, to report on the knowledge gained from the visitation and to report on the value of


the activity to the Egg Harbor Township School District.Professional Day Written Report Form.
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Related Implementation Issues


Teachers on Leave


A teacher on leave for one year or less has the option to accrue professional development hours if: (a) the


teacher has a PDP for the school year; (b) the teacher and the supervisor have signed off on the PDP; and (c)


the teacher has delineated the potential professional development opportunities.


Part-Time Teachers


A part-time teacher is required to accrue 50 hours of professional development within each five year cycle. A


part-time teacher is defined as one who is employed on a regular basis for the school year, but for less than


the full school day or week.


The following formula will be used to handle cases where teachers move back and forth between full and


part-time employment within these five years.


The formula is the calculation of part-time work added to full-time work: x/5 X # hours required in five years


= total number of hours required of that teacher. For example, the number of hours a teacher who is


part-time for three years and full-time for two years would be calculated as follows: (3/5 x 50 = 30) + (2/5


x 100= 40) = 70 total hours required.


Full-Time Teachers Released for Local Education Association Responsibilities


Full-time teachers serving as full-time local education association presidents should be considered “teachers


on leave” and should follow the procedures for these teachers.


Validation of Professional Development


Validation of completion of professional development can be a transcript from a college or university, the


certificate issued by a registered provider, or an attendance record signed by the chairperson or facilitator of


a committee. This information will be recorded and documented on the Record of Professional Development


Hours.


Provisionally Certified Teachers


All active teaching staff members holding standard instructional or educational services licenses are required


to fulfill this requirement. The regulations do not apply to provisionally certified teachers (As stated in


Commissioner of Education’s letter – Sept. 5, 2000).
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Professional Learning Community & Professional Development


New Jersey


Department of Education


Individual Professional Development Plans and Corrective
Action Plans for Teachers
(N.J.A.C. 6A:9-15.4 and 6A:10-2.5)


Background


Revised professional development regulations effective July 1, 2013 require that (1) all teachers must


complete at least 20 hours of professional development (PD) annually and (2) the content of that PD must be


specified in a teacher’s individual professional development plan (PDP). Teachers receiving a summative


rating of Ineffective or Partially Effective on the annual performance review are placed on a Corrective


Action Plan (CAP), which is implemented in lieu of the PDP for these teachers.


The move to a yearly requirement ensures that teachers’ plans are revisited each year and are aligned with


teachers’ needs identified through the evaluation as well as other district, school, or collaborative team


goals. The teacher and supervisor should work together to develop the teacher’s PDP or CAP using the New


Jersey Professional Standards for Teachers, New Jersey ’s Definition of Professional Development, and the


New Jersey Standards for Professional Learning. Teachers and supervisors should distinguish between


learning goals teachers create for their students (e.g., Student Growth Objectives) and PDP or CAP learning


goals, which are designed for teachers’ growth and improvement.


The PDP and CAP requirements apply to:


● All active teachers whose positions require possession of the New Jersey instructional or education


services certificate;


● All district boards of education; and


● Those nonpublic schools choosing to adopt these regulations whose teachers require the


instructional or education services certificates.


In addition, the PDP requirements apply to charter schools.


New Annual Hourly Requirement


A new requirement for teachers to complete a minimum of 20 PD hours per year replaces the former


requirement to complete 100 hours over 5 years. Going forward, the professional development cycle will


extend from July 1 through June 30 each year. As before, this requirement may be prorated in a given year,


depending on individual circumstances such as a prolonged leave or a part-time teaching assignment. For


example, if a teacher works only three quarters of the school year, s/he is required to complete a minimum


of 15 hours in that particular academic year (three-quarters of the annual requirement of 20 hours). A


teacher’s individual PDP or CAP goals may necessitate more than the minimum requirements. Additional
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hours of qualifying activities may be required for teachers in low- performing schools, as determined by the


Commissioner.


Developing the PDP


● The teacher’s PDP, now effective for one year, must incorporate goals related to:


1. One area derived from the results of observations and evidence in the teacher’s


annual performance evaluation;


2. Additional areas, as appropriate, aligned to (a) the teacher’s role as a member of a
collaborative professional learning team and (b) any school and/or district improvement


goals; and


3. Any requirements for professional development stipulated elsewhere in statute or regulation.


● For teachers new to a district, a PDP must be created within 30 instructional days of the


teacher’s assignment. This time period has been shortened from the 60-day requirement in prior


regulations.


● Effective and Highly Effective teachers and their supervisors should consider professional


learning that engages teachers in leadership roles such as grant writing, mentoring a pre-service


or novice teacher, professional service on boards or committees, teaching a course or making


presentations, and developing curriculum.


● Teachers who have set multi-year professional learning goals under the previous 5-year cycle


requirement (e.g., completion of an advanced degree program) may continue to pursue these


goals; however, they must meet the new 20-hour annual requirement and revise their PDPs to


reflect annual goals.


● At the end of the school year, most teachers will create the PDP for the subsequent year as part


of the evaluation conference with their supervisor. The goals linked to evaluation results should


be based on the evaluation data available at that time for each individual. Teachers in tested areas


who receive a Student Growth Percentile (SGP) may not have that data at the end of the academic


year. Whenever the SGP data are received and the summative evaluation determined, the teacher


and supervisor should review that additional information and determine if the PDP should be


revised. In general, PDPs should be viewed as “living” documents subject to review and


discussion throughout the academic year and which may be adjusted to support the teacher’s


progress and respond to student learning needs.


Developing the CAP


● Teachers required to develop a CAP will work with their supervisors to create a plan focused on


meeting the needs identified through the performance evaluation process. The CAP must include


specific goals for improvement and timelines for meeting those goals and must delineate the


responsibilities of both teachers and administrators in implementing the plan.


● The CAP does not preclude any other plans for improvement determined to be necessary by the


supervisor. Any PD requirements stipulated in statute or regulation must also be fulfilled. The


CAP remains effective until the next annual performance review.


● If the teacher’s summative evaluation rating is finalized by the end of the school year and a CAP


is warranted, then the CAP must be developed prior to September 15
th
of the following school


year. The teacher and supervisor may elect to develop the CAP as part of the annual evaluation


conference at the end of the year.


● If a PDP has been developed but the subsequent addition of SGP data changes the teacher’s


summative evaluation rating to Partially Effective or Ineffective, then a CAP must be created to


replace the PDP within 15 working days following receipt of the rating. Supervisors should


communicate this important contingency to all teachers who might be affected by a delayed


summative evaluation rating.
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Monitoring and Support for Meeting PDP and CAP Goals


The teacher’s supervisor, supported by the school district administrator and district board of education, is


responsible for ensuring all teachers receive the necessary opportunities, support, and resources to engage in


ongoing professional learning and to meet the goals of their PDPs and/or CAPs.


The progress of each teacher in meeting the goals of the PDP must be discussed during a minimum of one


annual conference between the teacher and supervisor. The teacher must provide evidence of progress


toward meeting the goals of the PDP and the evidence must be discussed and reviewed with the supervisor


as part of each annual conference.


Teachers with a CAP must receive a mid-year evaluation. The progress of each teacher in meeting the goals


of the CAP must be discussed during each post-observation conference. Further, the teacher’s progress in


meeting the goals of the CAP, together with data and evidence about that progress collected by the


supervisor and teacher, must be documented in the teacher’s personnel file. The data and evidence are


reviewed during the annual summary conference or the mid-year evaluation, as appropriate.


For More Information


● View professional standards, guidance materials, and optional PDP and CAP plan templates


and examples at www.nj.gov/education/profdev/.


● Access AchieveNJ resources on professional development and support


at http://www.state.nj.us/education/AchieveNJ/resources/comm.shtml.


To share questions or comments, please email TeachPD@doe.state.nj.us.
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Egg Harbor Township School District PreK – 12 Professional
Development Plan (PDP)


Professional development includes district and individual professional development experiences, and other opportunities offered by


a New Jersey registered provider. Goals and activities may be modified throughout the calendar year to meet emerging needs of the


staff member. Professional Development goals should reflect student-learning goals.


Name: District: Egg Harbor Township Schools


School: Timelines:


DISTRICT GOALS:


The Egg Harbor Township School District will continue to build a culture and climate that embraces, engages and educates


individual students and their learning needs.


1. Improve Student Achievement Prioritize Literacy for ALL; meet the social and emotional learning needs of


individuals; create innovative learning experiences with STREAM education.


2. Support Climate and Culture Administrators, teachers, students, parents, and community members will support


positive learning environments, where all are recognized and rewarded for achievement, progress, good character,
work ethic and a respect for diversity.


3. Enhance Community Pride Reach out to the community by creating partnerships and cultivating relationships with


all stakeholders.


PERSONAL GOALS:


BASED ON YOUR NEEDS, CHOOSE FROM THE LIST BELOW:


● Social Emotional Learning
● Service Learning
● BrandEd (#EHTPride)
● Literacy for ALL
● Response To Intervention (RTI) Multi-tiered Supports
● Global-ready education (21st Century Learning/Skills/College and Career Readiness)
● Learning Spaces
● STREAM
● Personalized Learning
● Student Agency
● Community Engagement


Indicate how the above goals relate to the New Jersey Standards for Professional Development:


All of the above goals require activities that are aligned with the New Jersey & NCLB Professional Development and Teaching


Standards.


Suggested activities to accomplish my goals are:


1. Participate in Professional Development activities that are a part of the District PDP (must be documented).


2. ________________________________________________________________________________________


3. ________________________________________________________________________________________


This PDP was developed by:


Staff Person’s Signature Date:
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Supervisor’s Signature Date:


Egg Harbor Township School District PreK – 12


RECORD OF PROFESSIONAL DEVELOPMENT HOURS


Name: DISTRICT: Egg Harbor Township Schools


ANNUAL REVIEW: (attach relevant documentation where applicable)


Activities Dates # Hours Documentation


Total number of hours completed: From: To:


Staff Person’s Signature: Date:


Supervisor’s Signature: Date:


(Supervisor’s signature acknowledges receipt of annual review)


▪ A copy of this form must be kept in the staff member’s personnel file.


▪ Participation in district professional development activities, which are a part of the approved district professional plan,


must be recorded on this form.


▪ 100 hours of PD must be completed every five years.
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Egg Harbor Township School District PreK – 12


PDP MODIFICATION FORM


Name: Date:


School: Date:


1. New Professional Development Goals:


2. How do your new professional development goals relate to your district, school, department, or personal goals, and to
the New Jersey Professional Development Standards? (address all that apply)


3. List the activities to accomplish the new goals:


4. Identify the resources necessary and the source to accomplish the new goals:


Reviewed and discussed with subject supervisor on:
Date


Signature of Teacher:


Signature of Supervisor:


ATTACH THIS FORM TO THE PDP FOR THIS YEAR
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BOARD POLICIES


Board Policies are available at www.eht.k12.nj.us


under Board of Education/Board Policies/click on the


Folder


3000 Teaching Staff Members


Board Policies Link:


https://www.eht.k12.nj.us/cms/One.aspx?portalId=252317&pageId=549165#
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2023-2024 ATTENDANCE REMINDERS AND FRONTLINE
Please read this form in its entirety


PERSONAL DAYS


• Enter at least three days prior to their use in order for all necessary approvals: Building Principal, and/or
Supervisor, and Director of Human Resources.


• If all approvals are not completed, Frontline will not post your absence - thus, no coverage, if needed.


• You may not use a Personal Day prior to, or following a holiday (this includes the NJEA convention). If


you must be out before or after a holiday, you must submit an email to the Superintendent (and copy Dr.
Terry Charlton) to arrange a meeting to discuss your specific situation. Extraordinary circumstances are
evaluated on a case by case basis. The Superintendent may approve the personal day or may not charge
the personal day and the absence will be without pay.


• If you want to request a specific substitute, note that substitute's name in the blue "Notes to
Administrator" box and the substitute, if available, will be assigned upon final approval.


• The Frontline Administrator does not secure substitutes for you, so please don’t just assume that


because you are entering a substitute’s name in the “Notes to Admin” box that you are covered.


EMERGENCY PERSONAL DAY


• Less than (3) days notification, please enter your absence as a SICK DAY so that it immediately goes out
to the sub pool for fulfillment. In the “Notes to Admin” box, note that you are taking an “emergency
personal day”. Upon your return, e-mail Dr. Charlton requesting the day be changed to an emergency
personal day with any supporting documentation.


SICK DAY


• When a sick day is used preceding or following a holiday, you must provide a doctor’s note (including
NJEA convention).


• A doctor’s note is also required when utilizing three or more consecutive sick days (business days – i.e. if
a weekend falls in between the 3 days, you still must provide a doctor’s note).


• Failure to submit the doctor’s note may result in a loss of pay for the days of the absences.


FAMILY ILLNESS OR DEATH IN THE FAMILY


• Upon returning from a Family Illness or Death in the Family absence(s), you must complete the
appropriate Verification Form which is now in digital process. The digital form can be found on the
district webpage under “Frequently Needed Forms” for each occurrence and submit with the requested
documentation.
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You can also click on the appropriate link below:


FAMILY ILLNESS VERIFICATION:


https://permission.click/42VkY/us


DEATH IN THE FAMILY VERIFICATION:


https://permission.click/n8ykM/us


• NOTE: Family Illness days are not to be used for yourself; they are intended for immediate


family/household members who require your care or assistance. (You must provide a doctor’s note that
verifies you accompanied the family member to the treatment for the family illness, meaning, the
doctor’s documentation must indicate both your family members name and your name).


SCHOOL BUSINESS/PROFESSIONAL DAYS


• You may note your confirmed substitute directly on your form.


• Your absence will be entered and a substitute assigned upon Board Approval.


JURY DUTY


• You must send a copy of your summons to Christi McGowan at the Slaybaugh Primary District Office.


• You must call the telephone number on the summons the night before to see if you have to report.


• If you are to report, enter your absence in Frontline immediately so that a substitute may be secured.


• If you attend jury duty, submit your Jury Duty card(s) to Christi McGowan. If you do not submit the Jury


duty card(s) and the office is unable to track your absence, then you will be charged a personal day.
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HR FORMS LINK:
https://www.eht.k12.nj.us/faculty_and_staff/frequently_needed_forms


LEAVE INFORMATION LINKS


Medical Leave Form Links:
To obtain the forms please visit:


http://www.eht.k12.nj.us/cms/One.aspx?portalId=252317&pageId=13650078#


FMLA- Certification of Health Care Provider for Employee’s


Serious Health Condition (WH-380-E)


WH-380-E


FMLA- Certification of Health Care Provider for Family Member’s


Serious Health Condition (WH-380-F)


WH-380-F
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Tuition Approval and Reimbursement Procedures


Under the terms of the current negotiated agreement, certified staff members may apply for a reimbursement


of $500.00 per course for formal graduate level students. Prior approval from the Director of Human


Resources must be obtained in order for the reimbursement to be given. In order for any reimbursement


request to be considered, a copy of the student’s report grades for the courses in question must be attached.


NOTE: under Article XXV of the EHTEA negotiated contract, an individual’s reimbursement will be on a


first come first serve basis.


Graduate Course Approval Form


https://permission.click/reMXp/us/signee-info


Graduate Course Reimbursement Form


https://permission.click/7EYBy/us/signee-info
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Employee Signature Page – Receipt of New Employee Booklet


TEACHER
2023 - 2024


PRINT NAME: _________________________________________ ________________________
  (Print Name)             (Date)


NEW EMPLOYEE: _____________________________________________________________________
        (Signature)


________________________                _______________________________________________________
(Job Title)     (Location/Department)


PRINT, SIGN AND RETURN TO:


Victoria Bordonaro
Human Resources Coordinator


Egg Harbor Township Schools
District Office – Slaybaugh Primary


13 Swift Drive
Egg Harbor Twp., NJ 08234
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