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Unfinished  Business: 
 
Discussion Items:  policies which need to be reviewed 
 

1. Policies Mandated and/or Monitored by the State – forwarded to appropriate committees 
for consideration 

o Policy 2240:  Research, Evaluation and Planning (new) 
o Policy  4112.2:  Certification 
o Policy 5131.5:  Vandalism and Violence 
o Policy 5141:  Health 
o Policy 5142:  Pupil Safety 

The following policies that fall into the above two categories have been forwarded to the B&F 
Committee for their review: 

o Policy 3326:  Payment for Goods and Services (new version of existing policy) 
o Policy 3227:  Working Relationships with Vendors (revised version of existing 

policy) 
o Policy 3220/3230:  State Funds/Federal Funds 
o Policy 3541.32:  District Owned Vehicles 
 

Information Items: 
 
 1. Meeting Dates: 
   
  
  July:  committee meetings are generally not held in July 
  August 3, 2010 - anticipated 
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 CHERRY HILL PUBLIC SCHOOLS 
 Cherry Hill, New Jersey 
 

                                                            F-4 
 ADMINISTRATIVE PROCEDURE 
 FIRE DRILLS 
 
 
New Jersey State School Code Title 18a:41-1 requires shall have at least one fire drill 
and one school security drill each month within the school hours, including any 
summer months. [at least two (2) fire drills each month during school hours in every 
school of two (2) or more classrooms].   Because attendance registers and class 
enrollment are maintained centrally by the school district, procedures should be 
established in each elementary school to account for all pupils after the building has 
been evacuated.  The procedure should provide for instruc- 
tional organizations other than self-contained classrooms such as Joplin Plans in 
reading, etc., when teachers may not have their regular class during a fire drill. 
 
Reporting Fire Drills 
 
Use the attached form (CHPS: BG-3) to record the fire drills completed.  Keep a 
cumulative listing of all fire drills.  Send a copy of this form to the Supervisor of 
Secondary/Elementary Education, as appropriate, at the end of January and June each 
year.  A record of all fire drills is sent twice a year to the Township fire officials. 
 
Evacuating Wheelchair Bound Students 
 
Each school shall develop a plan for the evacuation of wheelchair bound students in 
the event of a fire or building evacuation.  The plan is especially important in 
multi-level buildings such as East, West, Harte and Sharp.  Other buildings that have 
physical barriers which require special procedures will also develop a plan.  
Attachment 2 to this procedure is to be used to develop the evacuation plan.  This plan 
is to be submitted by September 30 of each year with changes submitted as needed. 
 
Trainer 
 
The Director of Health Services shall arrange for the training of the appropriate staff 
members in the techniques for hand-carrying students. 
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Legal Reference: 
 
 N.J.S.A.. 18A:41-1 
 
Related Policy and Procedure: 
 
 Policy 4147:  Employee Safety 
 Policy 5131.7:  Firearms, Weapons and Dangerous Instruments 
 Crisis Plan 
Adopted:  8/9/89 
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The sequence of the paragraphs has been changed.   

BOARD OF EDUCATION 
Cherry Hill, New Jersey 

 
   POLICY 5113 

 
ATTENDANCE POLICY 

  
 In order for the Board to fulfill its constitutional and statutory responsibility for 
providing a thorough and efficient education for each student, the complete cooperation of 
parents/guardians and students is required to maintain a high level of school attendance.  
The frequent absence of students from the classroom disrupts the continuity of the 
instructional process and limits the ability of students to complete the curriculum 
requirements successfully.  A student must be in attendance for every day that school is in 
session.   
 
 For the purposes of this policy, “attendance” need not always be within the school 
facilities.  A student will be considered to be in attendance if he/she is present at any place 
where school is in session by authority of the Board.  The Board shall consider each 
student assigned to a program of independent study, with parent/guardian permission, to 
be in regular attendance for that program, provided that he/she is under the guidance of a 
staff member so assigned, reports daily or weekly, as prescribed, to such staff member the 
place in which he/she is conducting his/her study, and regularly demonstrates progress 
toward the objectives of his/her course of study. 
 
 Parents/guardians are responsible for notifying the school within the first hour of 
the regular school day [early in the day]  when their child will be absent and for informing 
the school of the reason for the absence. 
 
 In High School there must be no more than 6 days missed from a semester high 
school course.  A waiver of these attendance requirements may be granted for good cause 
by the school principal.  In considering the granting of a waiver of this attendance 
requirement, the principal shall establish and consider the recommendations of an 
Attendance Review Panel.  The Attendance Review Panel will make recommendations to 
the principal and consider the nature and causes of all absences rather than only those in 
excess of 12 days, academic achievement and other factors brought to their attention by 
the student, his parent or guardian.  Documentation of the nature and causes of these 
absences shall be the responsibility of the student and parent/guardian. 
  
 Any exclusion from a course of loss of credit for a given school year is subject to 
due process, which may include a hearing before the Board. 
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The sequence of the paragraphs has been changed.   

 
Policy 5113:  Attendance 

Page 2 of 4 
Excused Absences 
  
The Board considers the following as cause for excused absences. For the purposes of this 
policy, “excused absence” is a student’s absences from school for a full day or a portion of 
a day for one ore more of the following reasons: 
 
 
1. The student’s illness; 
2. Requirements of a student’s individual health care plan; 
3. A death or critical illness in the student’s immediate family;  
[A.  Disabling illness over three days with a doctor’s note; 
 
B.  Chronic illness defined by a doctor’s note; 
  
C. Recovery from accident; 
  
D. Required court attendance and at legal proceedings; 
  
E. Death in the family;] 
  
4. [F.] Religious observance--In accordance with statute, no student absent for religious 

observance of a day recognized by the Commissioner of Education or this Board shall 
be charged with an unexcused absence, deprived of an award or eligibility/opportunity 
to compete for an award, or of the right to take an alternate to a test or examination 
missed through such absence. 

5. The student’s suspension from school; 
6. Requirements of the student’s Individualized Education Program (IEP)_; 
7. Alternate short or long term accommodations for students with disabilities; 
8. The student’s required attendance in court; 
9. Interviews with an admissions officer of an educational institution; 
10. Necessary and unavoidable medical or dental appointments that cannot be scheduled at 

a time other than the school day; 
  
11.  G. Such good cause as may be acceptable to the principal 
  
 This section was moved to the prior page and reworded slightly.  [Attendance need 
not always be within the school facilities.  A student will be considered to be in attendance 
if he/she is present at any place where school is in session by authority of the Board.  The 
Board shall consider each student assigned to a program of independent study, with 
parent/guardian permission, to be in regular attendance for that program, provided that 
he/she is under the guidance of a staff member so assigned, reports daily or weekly, as 
prescribed, to such staff member the place in which he/she is conducting his/her study, 
and regularly demonstrates progress toward the objectives of his/her course of study.]
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 Policy 5113:  Attendance 
Page 3 of 4 

Late Arrival and Early Dismissal 
  
 The Board recognizes that from time to time compelling circumstances will require 
that a student be late to school or dismissed before the end of the school day.  As agent 
responsible for the education of the children of this district, the Board shall require that the 
school be notified in advance of such absences by written request of the student's 
parent/guardian, which shall state the reason for the tardiness or early dismissal.  
Justifiable reasons may include: 
   
A. Medical or dental appointments which cannot be scheduled outside of school hours; 
  
B. Medical disability; 
  
C. Motor vehicle driver's test; 
  
D. Interview for college entrance or employment; 
  
E. Family emergency; 
  
F. Court appearance; 
  
G. Such good cause as may be acceptable to the administration. 
  
 No student under the age of 16 shall be permitted to leave the school before the 
close of the school day unless he/she is met in the school office by his/her parent/guardian 
or a person authorized by the parent/guardian to act in his/her behalf. 
  
 Students arriving 10 minutes or more late and not covered by the causes listed 
above shall be considered absences, and may affect course credit. 
  
Truancy 
  
 The Board will report to appropriate authorities infractions of the law regarding the 
attendance of students below the age of 16.  Repeated infractions by enrolled students over 
the age of 16 may result in the suspension or expulsion of the student.    
 
Marking Missing Child's School Record 
  
 Whenever the superintendent receives notice from the Missing Persons Unit that a 
child has been reported missing, he/she shall mark the child's records in such a way that 
whenever a copy of or information regarding the record is requested, district personnel 
will be aware that the record is that of a missing child.  If a copy of a marked school 
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The sequence of the paragraphs has been changed.   

record is requested, the superintendent shall supply the record to the requestor without 
alerting him/her to the fact that the record has been marked, according to provisions in 
code and statute on accessing student information.  After the superintendent has complied 
with the request for copies of records or information, he/she shall immediately report the 
inquiry or any knowledge as to the whereabouts of the missing child to the Missing 
Persons Unit. 
  

        Policy 5113:  Attendance 
Page 4 of 4 

Legal References: 
  

N.J.S.A. 18A:35-4.9  requires Boards to adopt policies and procedures for 
promotion/remediation.  Attendance is a logical standard in considering 
possible need for remediation/retention. 

N.J.S.A. 18A:36-14, -15 and -16 govern student absences for religious observance; prohibit  
  counting absence as unexcused if a proper written excuse is presented;  
  prohibit depriving student of award or eligibility/opportunity to compete  
  for an award, or of the right to take an alternate to a test or  examination 
  missed through such absence. 
N.J.S.A. 18A:36-25 requires written policy on potentially missing children 

N.J.S.A.  18A:38-26      Days when attendance required; exceptions 

N.J.S.A.  18A:38-27      Truancy and juvenile delinquency defined 

N.J.S.A.  18A:38-31      Violations of article by parents or guardians;  penalties 

N.J.S.A.  18A:38-32       District and county vocational school attendance officers 

N.J.S.A.  18A:40-7        Exclusion of students who are ill 

N.J.S.A.  18A:40-8        Exclusion of students whose presence is detrimental to health and  

    cleanliness 

N.J.S.A.  18A:40-10     Exclusion of teachers and students exposed to disease 

N.J.S.A.  18A:40-11     Exclusion of students having communicable tuberculosis 

N.J.S.A.  52:17B-9.8a through -9.8c  Marking of missing child's school record 

N.J.A.C.  6:8-3.1          Student attendance 

N.J.A.C.  6:20-1.1 et seq.  Attendance and Student Accounting 

N.J.A.C.  6A:8-5.1        says that Boards must include student attendance requirements as one of  
  the requirements for receiving a state-endorsed high school diploma.   
  While legal requirements apparently apply only to secondary schools,  
  Boards may appropriately set standards for elementary grades.  
N.J.A.C.  6A:30-1.1 et seq.  Evaluation of the Performance of School Districts 

New Jersey State Board of Education Resolution, May 2, 1984, requires local Boards to adopt 
policy on academic eligibility for extracurricular activities.  Must address grade point average, 
attendance requirements and course failure rate. 
 Wetherell v. Board of Education of Township of Burlington, 1978 S.L.D. 794 

 Wheatley v. Board of Education of City of Burlington, 1974 S.L.D. 851 

 C.R., on behalf of J.R., v. Board of Education of the Scotch Plains-Fanwood Regional School 
District, 1988 S.L.D. (June 22) 
 

19 of 31



The sequence of the paragraphs has been changed.   

Related Procedures and Policy: 
 
 Procedure C-14:  High School Rank in Class 
 Procedure P-20:  Pupils Who Intend to Withdraw from High School 
 Policy  6146:   Graduation Requirements 
 
Adopted: October 23, 2001 
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 CHERRY HILL PUBLIC SCHOOLS 
 Cherry Hill, New Jersey 
 

F-3 
 ADMINISTRATIVE PROCEDURE 
 SECONDARY FIELD TRIPS 
 
1. REFERENCES -  NJSA 18A: 36-21 to 23, Board of Education Policy KFB, IFCB, 

IFCBA. 
 
2. PURPOSE - To define an approved field trip and establish procedures for requesting a 

field trip. 
 
3. DEFINITION - "A 'field trip' means a journey by a group of pupils, away from the 

school premises, under the supervision of a teacher."  (NJSA 18A:36-22).  This 
procedure addresses curricular, co-curricular and extra-curricular field trips. 

 
4. TYPES OF FIELD TRIPS 
 
 a. Curricular - Field trips shall be specifically related to the educational program as a 

planned activity designed to provide a meaningful learning experience.  Curricular 
field trips are to be planned so that students miss no more than one school day 
except as noted in paragraph 4.e. below. 

 
 b. Co-curricular - Club activities will be classified in this category as indicated 

below.  Co-curricular field trips are to be planned so that students miss no more 
than one school day. 

 
  (1) Clubs participating in special local, regional, or national examinations or 

competitions; i.e., mathematics, foreign language, science, chess, mock trial 
team, etc. 

 
  (2) Clubs planning a viewing of subject related exhibits or films; i.e., art club 

visit to a museum and special exhibit; foreign language club to view special 
cultural exhibit or foreign language films, etc. 

 
  (3) Clubs planning to visit subject related activities; i.e., science and math clubs 

to data processing or computer centers, scientific exhibits, etc. 
 
 c. Extra-curricular - Extra-curricular trips that may be classified as entertainment or 

pleasure such as class trips, some club trips, picnics or outings will not be funded by 
the Board of Education.  However, such activities may be conducted at students' 
expense with the approval of the building principal. 

 
          (1)   Such field trip requests are to be submitted as if they meet the criteria listed 

under paragraph 6. 
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SECONDARY FIELD TRIPS, F-3                       

 Page 2 of 6 
 
  (2) For such extra curricular trips no coding is to be placed on the Field Trip 

Request Form A-19 since coding implies payment by the Board of 
Education.  The Field Trip Request Form must clearly identify that the trip is 
"not Board of Education funded."  It is necessary to indicate the name, 
address and telephone of the person who will pay the bill.  Extra-curricular 
trips are to be planned so that students miss no school days. 

 
 d. Day trips for all pupils should fall within the general categories listed below: 
 
  Airports -- Philadelphia, South Jersey area 
  Band Competitions and Parades 
  Business and Industry Locations -- Delaware Valley 
  Cherry Hill Fire Stations 
  Cherry Hill Municipal Building 
  Cherry Hill Post Offices 
  Gardens and Natural Parks -- Delaware Valley 
  Historical Sites -- Delaware Valley 
  Hospitals -- Delaware Valley 
  Federal Buildings -- Philadelphia area 
  Federal Building -- Washington, D. C. (high schools only) 
  Large Business Organizations -- Philadelphia, New York (high  
    schools only) 
  Law Enforcement Agencies -- local and state 
  Local Apartment Buildings 
  Local Construction Sites 
  Local Farms and Orchards 
  Local Pet Shops 
  Local Shopping Malls 
  Military Installations -- Philadelphia, New Jersey 
  Museums -- Philadelphia area, New York City and Washington,  
     D.C. (high schools only) 
  Newspapers -- Philadelphia area, New Jersey 
  Radio and TV Stations -- Philadelphia area, New Jersey 
  Theaters -- Philadelphia area, New Jersey, New York 
       (high schools only) 
  Universities and Colleges -- Philadelphia area, New Jersey  
      (high schools only) 
  Zoos 
 
5. OVERNIGHT FIELD TRIPS (HIGH SCHOOL ONLY) 
 
 a. Out-of-State Trips - Funding - Up to $500.00 of Board of Education funds may be 

spent on out-of-state field trips that require overnight lodging.  These funds must be 
planned and budgeted in the normal budget cycle.  The payment will be limited to 
bus transportation costs and will be available one time per year for each team or 
group that is actually competing or performing.  No provision will be made for 
funding individual awards, performances, or honors. 
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 For the purpose of this provision, an athletic team or performing group is limited to 
those organizations listed in the CHEA/BOE Agreement.  If budgeted, each athletic 
team with a head coach and in actual competition will be eligible.  Also, if 
budgeted, performing groups with a director or advisor assigned and engaged in 
actual performances or competitions will be eligible. 

 
 b. Types of Overnight and Extended Field Trips 
 
  (1) Curricular Related - Curricular related field trips shall be planned so that 

students miss no more than one school day except students in overseas 
foreign exchange programs, DECA and FBLA state and national 
competitions may miss two school days. 

 
  (2) Co-curricular Related - Co-curricular related field trips (such as band trips) 

shall be planned so that students miss no more than one school day except 
students on teams which have won local competitions may miss two school 
days to compete in state and/or national competitions. 

 
  (3) Extra-curricular - Extra-curricular field trips (such as class trip) shall be 

planned so that students miss no school days. 
 
6. CRITERIA FOR SUBMITTING A REQUEST FOR FIELD TRIP APPROVAL -  
 A field trip is approved when the following criteria are met: 
 
 a. The trip is approved at the school level by the school administration. 
 
 b. The trip is a curricular, co-curricular, or extra-curricular activity. 
 
 c. The trip is open to all members of the class, classroom, group, club, or organization. 
 
  (1) Examples of authorized trips:  ninth grade class to an amusement park, 

Spanish class to a restaurant, math class to a computer factory. 
 

  (2) Examples of an unauthorized trip:  four students going to Spain when other 
Spanish Class students were not invited. 

 
 d. The "Field Trip Request Form" (A-19) is properly completed for day trips. 
 
 e. Form A-19 "Overnight," "Details for Overnight Field Trips" or "Details for 

Overseas Field Trips" are properly completed for extended, overnight trips. 
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 f. Supervision is provided according to the requirements set forth by the principal. 
   
7.   PROCEDURE FOR APPROVAL 
 
 a. The Field Trip Request Form (A-19) shall be used by all schools seeking field trip 

approvals regardless of the number of students involved. 
 
 b. All requests shall be approved by the building principal prior to forwarding to 

Central Administration. 
 
 c. All approval requests must include NAMES of teachers, transportation costs, and, 

when applicable, admission costs if the trip is Board of Education funded. 
 
 d. Prior to the planned event.  In the event of an overseas or overnight trip, six (6) months 

lead time should be planned. 
 
 e. Overseas and overnight trips must receive approval of the Superintendent.  Plans should 

not be finalized until this approval is received. 
 
 f. Unapproved field trips are not authorized, permitted, or sanctioned by the Cherry Hill 

Board of Education. 
 
 g. Teachers soliciting, organizing, sponsoring, participating in or contracting for 

unapproved field trips will be responsible for same.  No actions for publicizing such trips 
will be permitted on school property. 

 
 h. Parents shall be informed of all approved field trips and  approve of all field trips by 

signing a permission form.  Cherry Hill Form CHPS:  A-36, as attached, may be used for 
this purpose.  This process will enable parents to distinguish between school approved 
trips and unapproved, non-school trips. 

 
 i. School principals shall make these procedures known to their staff and parents annually 

by teachers' handbook and student/handbook.  Additionally, the teachers' handbook at 
each school shall contain a copy of these procedures. 

 
8.   FINANCIAL PROVISION FOR FIELD TRIPS 
 
 a. The cost of approved field trips which are funded by the Board of Education includes 

transportation and, when applicable, admission fees. 
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 b. A budget amount will be assigned each school in accordance with a per pupil 

allocation.  Principals will be advised of available funds at the opening of school in 
September of each year. 

 
 c. The total cost of an out-of-state overnight field trip must come from other than 

Board of Education funds except at stated in 5a. above. 
 
 d. In the absence of field trip funds in the budget, costs can be borne by parents or 

guardians except for pupils in special education classes and pupils with financial 
hardships.  In determining financial hardship the criteria shall be the same as the 
statewide eligibility standards for free and reduced price menus under the state 
school lunch program (l8A:36-21). 

 
 e. No student shall be prohibited from attending a field trip due to inability to pay the 

fee regardless of whether or not they met the financial hardship requirement 
(18A:36-23). 

 
 f. It shall be the responsibility of the building principal to give equal opportunity for 

participation to all departments and/or grades of his/her school in accordance with 
need. 

 
9. TRANSPORTATION ARRANGEMENTS  
 
 a. District buses should be used for any trip providing the time arrangements do not 

interfere with scheduled school transportation use (9:05 A.M. to 2:00 P.M.). 
 
 b. Use of Private Vehicle - Follow Administrative Procedure T-6. 
 
10. ADMISSION FEE ARRANGEMENTS 
 
 a. When requesting a field trip, the principal will include on the Field Trip Request 

Form (A-19) the appropriate information regarding the number of admissions, unit 
costs, total cost, and note method of payment (how, when).  If an admission check is 
requested, include the statement, "Make check payable to                        ." 

 
 b. If a check is requested, the normal process is for the check to be approved as part of 

the monthly Board of Education meetings.  Where the dates of the trips will not 
allow normal procedure through the Board of Education, a check will be issued by 
the Business Office from a special account for this purpose.  When the payment is 
going through the Board of Education, the principal will receive the "GREEN" 
COPY OF THE PURCHASE ORDER which he/she is to immediately sign and 
return to the Business Office in order to receive the admissions check. 
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 c. Upon presenting the check and/or cash for additional students in payment of 

admissions to the vendor, the principal or teacher in charge, whichever is 
appropriate, shall have the "GREEN" COPY OF THE REQUEST signed as a 
receipt.  This form and any cash refund for overpayment shall be forwarded by the 
building administrator to the Business Office to be attached to the original request 
form. 

 
 
 
 
 
 
 
Related Policy and Procedure 
 
 Policy 6153:  Field Trips 
 Procedure F-8:  Field Trip Request Form 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  8/25/89 
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