
                                                                     DISTRICT   HANDBOOK 
                                                                              WARREN   TOWNSHIP   BOARD   OF   EDUCATION 

                                                                        2017-2018  
 
The Warren Township Board of Education is a nine-member body that is committed to making policy decisions that result in the best possible                       
education for the students in this community. The public is invited to attend Board meetings, which are generally held twice per month. Refer to the                         
district   website   for   exact   meeting   dates   and   locations.  
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***   A   MESSAGE   FROM   THE   SUPERINTENDENT   *** 
This document serves as a resource for you and your family. In it, you can find information about policies, procedures,                    
contacts,   and   daily   operations   of   the   schools. 
  

Warren Township Schools offer a thorough and challenging educational program while focusing on the whole child. The                 
whole child approach to education is predicated on the belief that it takes a learning community to support a student’s                    
progress through the school system and beyond. We are proud of the care, attention, and support paid to our students.                    
Our teachers, staff, and administrators are dedicated and talented individuals who work together to provide a nurturing,                 
interesting, and challenging educational environment. Additionally, our Board of Education and PTO volunteers             
demonstrate commitment to our students, parents, and community through their hard work and cooperation with staff.                
As a result of successful collaboration among staff, volunteers, community members, and parents, the Warren Township                
school   system   is   an   organization   that   is   exceptional. 
  
It   is   a   pleasure   to   welcome   you   to   the   2017-2018   school   year.   Together,   we   will   continue   to   “shine   brighter   every   day!” 
  

  Dr.   Matthew   A.   Mingle 
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STANDARD 

INSTRUCTIONAL 
HOURS 

Instructional 
START 

Instructional 
FINISH 

TOTAL 
INSTRUCTIONAL   TIME 

 
 

NOTE: 
STATE      LAW   REQUIRES   A 

MINIMUM   OF   4.0   HOURS   OF 
INSTRUCTION   PER   DAY   AND   A 

MINIMUM   OF      180 
INSTRUCTIONAL   DAYS   PER 

YEAR.  

 
In the event that by     
January 26, 2018, we    
have exceeded 4 snow    
days, scheduled days off    
will become days of    
attendance in the   
following order: February   
16, and the Spring Break     
working backwards from   
April 6 through April 2,     
2017   as   needed. 

ALT 8:10am 2:50pm 6   hours,   40   minutes 

CS/MH/WS 8:50am 3:30pm 6   hours,   40   minutes 

Warren   Middle 8:10   am 2:50pm 6   hours,   40   minutes 

(MH)   Project   Grow/ 
Partners   in   Preschool 
AM   and   PM   Sessions 

9:10   am  
 

12:40   pm 

11:40   am 
 

3:10   pm 

2   hours,   30   minutes 
Monday-Friday 

DELAYED 
OPENINGS 

Instructional
START 

Instructional 
FINISH 

TOTAL 
INSTRUCTIONAL   TIME 

 

ALT 10:10   am 2:50pm 4   hours,   40   minutes 2   hours   later   in   the   morning-no   change   in   pm 

CS/MH/WS 10:50am 3:30   pm 4   hours,   40   minutes 2   hours   later   in   the   morning-no   change   in   pm 

Warren   Middle    10:10   am 2:50   pm 4   hours,   40   minutes 2   hours   later   in   the   morning-no   change   in   pm 

(MH)   Project   Grow/ 
Partners   in   Preschool 

Cancel   AM 12:40   pm- 
3:10   pm 

2   hours,   30   minutes AM   Project   Grow   /   PIP   cancelled 

HALF DAYS &   
EARLY 
DISMISSAL 

Instructional
START 

   Instructional 
FINISH 

TOTAL 
INSTRUCTIONAL   TIME 

SCHEDULED   HALF   DAYS   (11/6-8,      11/22, 
12/22,   5/25      AND   THE   LAST   TWO   DAYS   OF 
SCHOOL)   AND   EMERGENCY   CLOSINGS 

ALT 8:10am 12:50pm 4   hours,   40   minutes 30   minute   lunch   period   is   included 

CS/MH/WS 8:50am 1:30pm 4   hours,   40   minutes 30   minute   lunch   period   is   included 

Warren   Middle 8:10am 12:50pm 4   hours,   40   minutes No   lunch   period   (15   min.   for   passing   time   included) 

(MH)   Project   Grow/ 
Partners   in   Preschool 

9:10   am   - 
11:40   am 

Cancel   PM 2   hours,   30   minutes  PM   Project   Grow/PIP   cancelled   –   early   dismissal   due 
to   emergency   closing 

 

SCHOOL   CLOSING 
Snow or another type of emergency may require a delayed opening or closing of schools. Radio station 1450am will broadcast notification of such emergencies.                        
TV Channel 2, 7, and 12 will scroll closings and delayed openings, as well as Local Cable Channel 15. On other occasions, mechanical failure or storms may                           
occur after the students are in school. The district also uses an automated telephone notification system via School Messenger and provides updates on                       
Facebook   (Warren   Township   Board   of   Education),   Twitter   (@warrenschoolsnj)   and   on   the   district   website   (warrentboe.org). 



Home,   Community   &   School 
FACILITY USE :  The district believes in the use of school facilities for the advancement of civic interests within the community. Policies exist to make use                         
easier and to protect school property. Applications for use, completed online, must be made through the school first, and then the Business Office. The Board                         
grants permission to use facilities only when such use will not interfere with school programs and schedules. Please note that it may be necessary to change dates                           
or   cancel   use   because   of   important   school   activities,   which   may   have   been   scheduled   after   permission   to   use   the   facilities   had   been   granted. 
 
HOME/SCHOOL PARTNERSHIPS : The district seeks to develop and maintain close cooperation with parents. Parents experience positive results from their                   
efforts to work cooperatively with school personnel. Should a parent or child have a concern, problem, or suggestion, the following steps should be taken to bring                          
about   resolution: 

                                                                                                                                                                                                                                                                                                                                           2017   -   2018   PTO   Presidents 

1. First,   address   questions   directly   to   the   teacher   concerning   a   child   or   a 
class 

2. If   not   satisfied,   address   questions   or   comments   to   the   building   principal 
3. If   results   are   still   not   satisfactory,   contact   the   Superintendent   of   Schools 
4. Should   a   satisfactory   resolution   still   not   be   attained,   the   Board   of 

Education   may   be   contacted   in   writing   at   213   Mt.   Horeb   Road,   Warren, 
NJ      07059 

ALT 
Central 

Mt.   Horeb 
Woodland 

Middle   School 
SEPAG 

Nelly   Pucci 
Lisa   Slepokura 
Danielle   Lader,   Stacy   Sackett 
Lauren   Wishnia 
Clara   Medina,   Gina   Rosenfarb 
Leanna   Wellerding 

LITERATURE FOR DISTRIBUTION : The approved procedure for the distribution of literature is to provide a copy to the principal, who upon approval from                       
the   Superintendent   will   announce   that   said   copy   is   posted   in   the   office.         School   personnel   are   to   clear   distribution   of   materials   with   the   principal. 
  
PARENT CONFERENCES : The schools schedule conferences in November. If parents have any questions concerning their child's progress, they should call                    
the   teacher   and/or   arrange   for   an   additional   conference. 
  
PARENT TEACHER ORGANIZATION : Parent Teacher Organizations provide additional benefits and services, strive to improve communication, advance                
school programs, and work for the general betterment of school life for all students. The vital work of each PTO is sustained through its membership. We urge                           
parents   to   join   and   to   contribute   their   time,   talents,   and   expertise. 
  
SPECIAL EDUCATION PARENT ADVISORY GROUP : The Warren Township Schools Special Education Parent Advisory Group (WTS SEPAG) is a forum                   
to provide input to the Director of Special Services concerning students with disabilities. It is the mission of the WTS SEPAG to enhance the quality of                          
district-wide special education policies, programs and services as well as promoting the inclusion of all children and their families with special needs in our                        
district.   WTS   SEPAG   has   a   PTO   Representative   Council   that   supports   this   mission   through   a   collaborative   process   within   the   structure   of   our   school   PTOs.  
  
VISITORS :  Parents and other visitors are welcome in the schools. Visitors will be required to provide a government issued ID (e.g. driver’s license) which will                         
be scanned via the district’s Visitor Management System. Once provided access to the building, visitors shall proceed to the main office to receive a visitor’s                         
badge.      Visitors   are   not   to   consult   with   teaching   staff      or   students   during   class   time   without   the   principal's   permission. 

 



Student   Information 
  

STUDENT REGISTRATION : NJ law requires all resident students between the ages of 6 and 16 to attend school unless they are physically or mentally unable                         
to do so. Proof of residency is required. Resident students are admitted to kindergarten provided they are 5 years of age  on or before October 1 of the school year.                              
Each child registering for kindergarten must present a birth certificate and proof of having received the following immunizations: diphtheria, tetanus, polio and                      
measles. New students transferring to Warren Township should register as early as possible. The following items are required when registering students for the                       
first time: birth certificate, certificate of immunizations, transfer card from former district, custody papers (should parents be separated or divorced), report cards,                      
health   and   dental   records.      In   addition,   to   verify   proof   of   residency,   we   require:   1)      lease   or   deed,   2)   utility   bill      3)      current   driver’s   license   or   passport. 
  
ACCESS TO SCHOOL RECORDS :  The Superintendent is responsible for the security of school records maintained in the school district. If a parent or other                        
authorized person requests a copy of a child’s records, the request must be made in writing to either the principal, Director of Special Services, or the                          
Superintendent. For specific guidelines on what is considered a child’s record, interested parties should consult Policy 5125 (Student Records). When Board                     
agendas   or   minutes   refer   to   a   special   education   student,   no   names   will   be   used.      Students   will   not   be   labeled   as   “special   education”   in   any   public   forum. 
  
SCHOOL ATTENDANCE :  Students are expected to be present each day school's in session unless illness or another legally bona fide reason prevents                      
attendance. The Board will report infractions of the law regarding excessive and unexcused absences to appropriate authorities. If a child is going to be absent, a                          
parent can call in the absence at any time prior to 8:00 am, giving the child's name, grade, reason for absence, and date of absence. If a parent has not called the                                
absence verification line, a written note of explanation signed by the parent is to be submitted. Parents are asked not to request that students be excused early                           
except   when   an   emergency   makes   early   dismissal   unavoidable.      The   request   must   be   in   writing.      See   Policy   5113   (Absences   and   Excuses). 
  
AFFIRMATIVE ACTION :  United States law (Title IX) and NJ Administrative Code (Title 6A) prohibit discrimination against students and employees in public                     
schools. Whereas Title IX prohibits discrimination based on sex, Title 6A goes further and prohibits it on the basis of race, color, creed, religion, gender, ancestry,                          
national origin, age, marital status, political affiliation, affectional or sexual orientation, disability, or socioeconomic status. Both require that all policies,                    
procedures and practices of the school district be non-discriminatory, and that there be no gender segregation in courses, educational programs and extracurricular                      
activities. No course, including but not limited to physical education, health, industrial arts, business education or vocational courses, home arts and music, shall be                        
offered separately. If a student or member of the staff alleges a violation of such regulations, he or she may submit a grievance. The process begins by verbally                            
notifying the Title IX Affirmative Action Officer, Mrs. Candida Hengemuhle, of the alleged violation within ten (10) days of its occurrence. A detailed description                        
of the grievance procedure is available in each district school and in the Superintendent's Office. The Affirmative Action Officer will answer any questions from                        
the   public   concerning   Title   IX   and   Title   6A   regulations.      See   Policy   5145.4   (Equal   Education   Opportunity). 
  
BULLYING :  Pursuant to New Jersey legislation, new laws regarding Harassment, Intimidation, and Bullying (HIB) took effect in public schools as of September                      
1, 2011. Warren Township has revised its Policy 5131.1(HIB) to meet the new standards. The new law is intended to strengthen the standards and procedures for                          
preventing, reporting, investigating, and responding to incidents of HIB. The district’s Anti-Bullying Coordinator is Mrs. Candida Hengemuhle. Each school has                    
an Anti-Bullying Specialist, posted on each school’s website, and a School Safety Team. These teams are formed to develop, foster, and maintain a positive school                         
climate.      Additionally,   see   Policy   5131(Conduct/Discipline).  
 
    
  



          Special   Services 
 

Services are provided for students with special needs. There are special education programs both in and out of district. Programs include a continuum of special                         
education services, speech therapy, occupational therapy, physical therapy and counseling. Home instruction services are available for students with health and                    
medical needs. In addition to school programs during the school year designed to address special needs, the Board offers extended school year for eligible                        
students. 
SPECIAL EDUCATION:  Students believed to have special education needs may be referred to the Child Study Team (CST) by parents or by school staff. The CST                          
reviews previous interventions and coordinates subsequent related activities, which may consist of interviews (with the student, teacher, principal and parent), varied assessments                      
(psychological,   learning   and   functional),   as   well   as   other   criteria   and   relevant   information   to   determine   eligibility   for   services. 
AMERICANS WITH DISABILITIES ACT, SECTION 504:  Section 504 is the section of the Rehabilitation Act of 1973 that applies to persons with disabilities.                       
It is a civil rights act that protects the civil and constitutional rights of persons with disabilities. Section 504 prohibits organizations that receive federal funds from discriminating                           
against otherwise qualified individuals solely on the basis of disability. Section 504 is enforced by the U.S. Department of Education, Office for Civil Rights. Section 504 is                           
administered   by   Mrs.   Candida   Hengemuhle.      If   there   are   concerns   about   discrimination,   she   should   be   contacted   immediately. 
HOME   INSTRUCTION :       Students   confined   to   home   by   an   illness/injury   for   an   extended   period   of   time   may   qualify   for   home   instruction. 

GUIDANCE SERVICES:  Guidance counselors are at the elementary schools and the middle school. They are available to assist students with study skills and offer social                         
and emotional support, and provide school-wide character education programming. The counselors also consult with teachers and parents and provide valuable information                     
regarding   community   resources.  
SPEECH/LANGUAGE OCCUPATIONAL AND PHYSICAL THERAPISTS:  Eligible students are provided OT, PT and Speech Therapy as determined by                 
the   individual   education   program   (IEP).      Therapists   also   consult   with   teachers   and   assist   in   district   program   initiatives   in   their   area   of   speciality.  
STUDENT ASSISTANCE:  Tobacco, drug and/or alcohol use are dangerous to the physical, emotional and cognitive health and development of students. A Student                      
Assistance program is available. The program identifies, screens, refers, and assists students who may be affected by their own or someone else's use of alcohol or other drugs.                            
Students are referred to the program through self-referral, parent, or staff referrals. All referrals are confidential. Student Assistance staff determine the appropriate referral for                        
services.      Support   groups   are   available   for   students   affected   by   alcohol   or   other   drug   abuse.   The   Student   Assistance   Counselor   is   Carol   Brown   at   extension   5101. 
REPORTING CHILD ABUSE:  Pursuant to  N.J.S.A. 9:6-8.10  et  seq. school personnel, compensated and uncompensated (volunteer), having reasonable cause to believe                    
that a child has been subjected to acts of child abuse shall immediately report the alleged abuse to the Division of Child Protection and Permanency. The person reporting the                             
alleged child abuse shall inform the school principal or designee of the report after the DCP&P referral has been made. However, notice to the principal or designees need not be                              
given when the person believes that such notice would be likely to endanger the referrer or child involved or when the person believes that such disclosure would be likely to result                               
in retaliation against the child or in discrimination against the referrer with respect to employment. A person making the report in good faith is immune from liability. Failure to                             
make a report is a violation, and the person may be subject to a $1,000 fine and up to six months in jail. No school personnel will be discharged from employment or in any                                  
manner   discriminated   against,   as   a   result   of   communicating   in   good   faith   a   report,   or   causing   to   be   reported   an   allegation   of   child   abuse. 
PROJECT CHILD FIND: Project CHILD FIND is a free referral service and public awareness campaign to assist in the identification of unserved/underserved youth with                        
a developmental delay or disability. Project CHILD FIND’s comprehensive efforts include assisting families of infants and toddlers, birth to age three. Parents concerned about                        
their child’s development by directing all requests regarding early intervention to the family’s local Special Child Health Case Management Unit. Information about Project                       
CHILD FIND may be obtained by calling the toll-free number, 1-800-322-8174, 7 days a week, 24 hours a day. All calls received are confidential. For further information on NJ                             
Early Intervention System or if you have concerns about a potential disability with regard to your preschool or school age child, contact Mrs. Candida Hengemuhle, Department of                           
Special   Services. 
SPECIAL EDUCATION PARENT ADVISORY GROUP : The purpose of the Warren Township Schools Special Education Parent Advisory Group (WTS SEPAG)                   
is to provide the district with input on issues concerning students with disabilities. WTS SEPAG hosts information meetings throughout the year. Parents are encouraged to                         
participate.      Further   information   is   available   through   contacting   Special   Services   or   emailing      wtssepag@gmail.com.  

 
 



 
 

Homework   Policy  
 

The Board of Education defines homework as any learning-related activity assigned to be done at               
home. The Board believes that homework, relevant to material presented in class, provides an              
opportunity to broaden, deepen or reinforce each student's knowledge. Homework is also intended to              
enhance a student's learning skills and work habits, as well as strengthen preparation for subsequent               
classes.   Homework   is   not   to   be   used   for   punitive   reasons. 
  
IN   THE   ELEMENTARY   SCHOOL: 
Homework should be typically assigned between two to four nights per school week, and take               
between 30-60 minutes on any given school night, including studying for tests. Recognize that              
homework time increases as students advance in grade levels. Weekend homework should be             
occasional   and   at   the   teacher's   discretion. 
  
IN   THE   MIDDLE   SCHOOL: 
At the beginning of middle school, homework will typically be assigned between two to four nights                
per school week, and take between 30-60 minutes on any given school night, including studying for                
tests. By eighth grade, students typically will be assigned approximately 30 minutes of homework              
per subject, per night, for an average of two to three hours of homework several nights per week.                  
Weekend   homework   is   at   the   teacher's   discretion. 
  
Homework   should   be   evaluated   often   for   both   accuracy   and   effort. 

 

 
MAKE-UP WORK : Students absent for any reason must make up assignments, classwork, and tests within a reasonable amount of time. In most cases, a                        
reasonable length of time shall be the same number of school days as the days missed. Students being excused for any reason, other than illness, must make                           
arrangements with the teacher of the missed classes in order to make up the work missed. This must be done before the absence from class. On the second day of                              
absence, a parent may request his/her child's homework assignments by 8:30 am. The homework assignments will be made available to the parent by the end of                          
that   day. 
  
  
INCOMPLETES : When a student does not complete work missed for absence or other reasons by the end of the marking period, he/she will receive an                         
"incomplete" for the marking period. Students will be given a reasonable number of school days following the end of the marking period to make up the missed                           
work. If work that is critical to a student's understanding of a subject is not made up by the end of the next marking period, a failing grade may be earned for that                                 
subject. If work is missing during the final marking period of the school year, the grade will be left to the discretion of the teacher. The teacher who has given an                               
incomplete   is   responsible   for   reporting   to   the   student   the   work   he/she   has   missed   and   citing   the   consequences   mentioned   above. 
  



 
Health   Matters! 

  
ASBESTOS MANAGEMENT PLAN: There is an Asbestos Management Plan for each building in the district. These plans are available in the Board of                       
Education   Administrative   Offices   and   in   each   school   office.      The   plan   is   available   for   inspection   upon   request. 
  
COMMUNICABLE DISEASE: Parents should inform the nurse via telephone of any communicable disease a child may have. A child should remain home for                       
24 hours after starting antibiotics as well as remain home for at least 24 hours following a fever. A child’s temperature should be taken free from medication such                            
as Tylenol, aspirin, etc. If a parent feels that a child needs to see a doctor for any injury or illness, they should not hesitate in keeping him/her home until checked                               
and   cleared   by   a   doctor.      All   absences   or   late   arrivals   should   be   reported   on   the   absence   line.  
  
FIRST AID: If an accident or sudden illness occurs after a student has arrived at school, first aid will be administered and the student’s parent will be notified.                            
School personnel can give no care beyond first aid, defined as the immediate, temporary care given in case of accident or sudden illness. When a child must be                            
sent home, the parent will be requested to pick up the child or otherwise arrange transportation. The school nurse should be notified if a child has been injured                            
outside   of   school.      A   doctor’s   orders   are   needed   for   crutches,   wheelchairs   or   any   type   of   treatment   that   may   be   necessary   for   a   child   to   attend   school. 
  
MEDICATION: School nurses are not allowed to administer medicine to students without a permission slip signed by the physician and parent. This includes                       
antibiotics, cough medicine, headache medicine, antacids, creams, ointments, eye drops etc. Forms are available in each health office as well as at                      
www.warrentboe.org . Medication shall not be transported by a student unless it is authorized as “self-medication” and appropriate forms are signed and on file in                        
the health office. If a child is allergic to anything, such as bee/insect stings or any type of food, it is  essential that the school nurse be notified immediately and                              
supplied   with   the   necessary   medication   and   medical   authorization   to   administer   the   medication. 
  
PESTICIDE INFORMATION: Before treatment of any room, a notice will be posted in the office. The notice will include the date, time, brand, active                        
ingredients, applicator’s name, safety procedures, proposed next application date and general information. All products are applied according to the                   
manufacturer’s directions and state approved for use in our buildings. Students and personnel will be allowed to enter a room which has been treated, once the                          
specified time has lapsed and proper procedures have been followed. The application of any pesticide, herbicide, and insecticide will be limited to the state                        
integrated   Pest   Management   Plan. 
  
PHYSICAL   EXAMINATIONS:       A   physical   examination   is   required   for   each   new   student   who   registers   in   our   district.      A   New   Jersey   licensed   physician   or   nurse 
practitioner   must   complete   this   physical.      Students   participating   in   any   school   sponsored   athletics   (other   than   PE)   must   have   a   medical   examination   completed   no 
more   than   365   days   prior   to   the   first   practice   session.      The   Pre-Participation   Health   History   Form   must   be   completed   for   each   sport,   each   season.      These   forms   may 
be   downloaded   from   the   district   website.      While   not   required,   a   physical   exam   is   recommended   for   children   at   least   once   during   each   developmental   stage.      These 
stages   include   early   childhood   (pre-K   through   3 rd    grade),   pre-adolescence   (grades   4-6),   and   adolescence   (grades   7-12). 
  
PHYSICAL EDUCATION EXEMPTIONS: A parent note is necessary to excuse a student from physical education classes for up to two days. Should a child                        
need   to   be   excused   beyond   two   days,   a   physician’s   note   is   required. 

http://www.warrentboe.org/
http://www.warrentboe.org/

