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SUBJECT: CODE OF ETHICS FOR ALL DISTRICT PERSONNEL

General Provisions

Pursuant to the provisions of Section 806 of the General Municipal Law, the Board of Education
of the Windham-Ashland-Jewett Central School District recognizes that there are rules of ethical
conduct for members of the Board and employees of the District that must be observed if a high
degree of moral conduct is to be obtained in our unit of local government. It is the purpose of this
resolution to promulgate these rules of ethical conduct for the Board members and employees of the
District. These rules shall serve as a guide for official conduct of the Board members and employees
of the District. The rules of ethical conduct of this resolution, as adopted, shall not conflict with, but
shall be in addition to any prohibition of Article Eighteen of the General Municipal Law or any other
general or special law relating to ethical conduct and interest in contracts of Board members and
employees.

Standards of Conduct

Every Board member or employee of the Windham-Ashland-Jewett Central School District shall
be subject to and abide by the following standards of conduct:

a) Gifts. Pursuant to Section 805-a of the General Municipal Law, he/she shall not, directly
or indirectly, solicit any gift or accept or receive any gift having a value of seventy-five
dollars ($75) or more, whether in the form of money, services, loan, travel, entertainment,
hospitality, thing or promise, or any other form, under circumstances in which it could
reasonably be inferred that the gift was intended or expected to influence him/her in the
performance of official duties or was intended as a reward for any official action on his/her
part.

b) Confidential Information. He/she shall not disclose confidential information acquired by
him/her in the course of his/her official duties or use such information to further his/her
personal interest.

¢) Representation before one's own agency. He/she shall not receive, or enter into any
agreement, express or implied, for compensation for services to be rendered in relation to
any matter before any municipal agency of which he/she is an officer, member or employee
or of any municipal agency over which he/she has jurisdiction or to which he/she has the
power to appoint any member, officer or employee.

d) Representation before any agency for a contingent fee. He/she shall not receive, or enter
into any agreement, express or implied, for compensation for services to be rendered in
relation to any matter before any agency of his/her municipality, whereby his/her
compensation is to be dependent or contingent upon any action by such agency with
respect to such matter, provided that this paragraph shall not prohibit the fixing at any time
of fees based upon the reasonable value of services rendered.

(Continued)
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SUBJECT: CODE OF ETHICS FOR ALL DISTRICT PERSONNEL (Cont'd.)

e) Disclosure of interest in resolution. To the extent that he/she knows thereof, a member of
the Board of Education or employee of the Windham-Ashland-Jewett Central School
District, whether paid or unpaid, who participates in the discussion or gives official opinion
to the Board of Education on any resolution before the Board of Education shall publicly
disclose on the official record the nature and extent of any direct or indirect financial or
other private interest he/she has in such resolution.

f)  Investments in conflict with official duties. He/she shall not invest or hold any investment
directly or indirectly in any financial, business, commercial, or other private transaction,
that creates a conflict with his/her official duties.

g) Private employment. He/she shall not engage in, solicit, negotiate for or promise to accept
private employment or render services for private interests when such employment or
service creates a conflict with or impairs the proper discharge of his/her official duties.

h) Future employment. He/she shall not, after the termination of service or employment with
the School District, appear before any board or agency of the Windham-Ashland-Jewett
Central School District in relation to any case, proceeding, or application in which he/she
personally participated during the period of his/her service or employment or which was
under his/her active consideration.

Legal Remedies

Nothing herein shall be deemed to bar or prevent the timely filing by a present or former Board
member or employee of any claim, account, demand or suit against the Windham-Ashland-Jewett
Central School District, or any agency thereof on behalf of himself/herself or any member of his/her
family arising out of any personal injury or property damage or for any lawful benefit authorized or
permitted by law.

Distribution/Posting of Code of Ethics

The Superintendent of the Windham-Ashland-Jewett Central School District shall cause a copy
of this code of ethics to be distributed to every Board member and employee of the School District
within thirty (30) days after the effective date of this resolution. Each Board member and employee
elected or appointed thereafter shall be furnished a copy before entering upon the duties of his/her
office or employment. The Superintendent shall also cause a copy of Article 18 of the General
Municipal Law to be kept posted in each building in the District in a place conspicuous to its Board
members and employees. Failure to distribute any such copy of this code of ethics or failure of any
Board member or employee to receive such copy, as well as failure to post any such copy of General
Municipal Law, Article 18, shall have no effect on the duty of compliance with such code or Article
18, nor with the enforcement of provisions thereof.

(Continued)
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SUBJECT: CODE OF ETHICS FOR ALL DISTRICT PERSONNEL (Cont'd.)

Penalties

In addition to any penalty contained in any other provision of law, any person who shall
knowingly and intentionally violate any of the provisions of this code may be fined, suspended or
removed from office or employment, as the case may be, in the manner provided by law.
Effective Date

This resolution shall take effect immediately.

General Municipal Law, Article 18

Adopted: 8/05/03
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POLICY

SUBJECT: CONFLICT OF INTEREST

The Board of Education is committed to avoiding any situation in which the existence of
simultaneous, conflicting interests in any officer or employee may call into question the integrity of
the management or operation of the school district. Therefore:

The appointment of a teacher who is related by bloodline or legal process (including marriage) to
any member of the Board of Education shall be subject to the consent of two-thirds (2/3) of the
members of the Board of Education to be determined at a Board meeting and to be entered upon the
proceedings of the Board.

The Board shall take the same stance in the hiring of professional staff other than teachers.

No person employed by the district shall hire, supervise, evaluate, promote, review or discipline
any other employee who is a member of the same family. In the event that marriage, promotion, or
reorganization results in a situation not in compliance with this policy, reassignment or transfer will be
effected, in accordance with the applicable provisions of any collective bargaining agreement, to
correct the situation.

No person employed by the district shall negotiate or execute any contract on behalf of the
district for the purchase, sale or lease of real or personal property, services of any nature, nor for
insurance without first having determined the common price for such property, services or insurance,
or requesting bids from all potential providers of such property, services or insurance.

No person employed by the district shall allow any matter, concern or interest, personal,
financial or otherwise, to influence or interfere with the performance of his or her duties. Should such
a matter, concern or interest arise, the employee shall bring the matter to the attention of his or her
supervisor to seek ways to reduce or eliminate the influence or interference.

The Board affirms its commitment to adhere scrupulously to all applicable provisions of law
regarding material conflicts of interest.

Knowing or willful violation of this policy by any employee may result in disciplinary action up
to and including dismissal.

Any officer, employee or member of the public noting or suspecting a violation of this policy is
encouraged to bring the matter, either in confidence or in public, to the Board or the Superintendent.

Education Law Sections 410 and 3016
General Municipal Law Sections 800-809
Labor Law Section 201-d

Adopted: 8/05/03
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POLICY - S

SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of this District to provide, through a positive and effective program, equal
opportunities for employment, retention and advancement of all people regardless of race, color,
creed, religion, national origin, political affiliation, sex, sexual orientation, age, marital status, veteran
status, military status or disability.

Sexual orientation is defined as heterosexuality, homosexuality, bisexuality or asexuality
whether actual or perceived.

Military status is defined as a person's participation in the military service of the United States or
the military service of the state, including but not limited to, the armed forces of the United States, the
army national guard, the air national guard, the New York naval militia, the New York guard, and
such additional forces as may be created by the federal or state government as authorized by law.

Provisions will be provided for the publication and dissemination, internally and externally, of
this policy to ensure its availability to interested citizens and groups.

Additionally, administration shall establish grievance procedures that provide for the prompt and
equitable resolution of complaints alleging discrimination. Those intending to file a grievance due to
alleged discrimination must follow the grievance procedure as established by the District.

Title VII of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000-¢ et seq.
Prohibits discrimination on the basis of race, color,
religion, sex or national origin.

Title VI of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000-d, et seq.
Prohibits discrimination on the basis of race, color or
national origin.

Section 504 of the Rehabilitation Act of 1973,

29 United States Code (USC) Section 794 et seq.

The Americans With Disabilities Act,

42 United States Code (USC) Section 12101 et seq.
Prohibits discrimination on the basis of disability.

Title IX of the Education Amendments of 1972,

20 United States Code (USC) Section 1681 et seq.
Prohibits discrimination on the basis of sex.

New York State Civil Rights Law Section 40-¢
Prohibits discrimination on the basis of race, creed,
color, national origin, sex, sexual orientation, marital
status or disability.

(Continued)
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SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY (Cont'd.)

New York State Executive Law Section 290 et seq.
Prohibits discrimination on the basis of age, race, creed,
color, national origin, sex, sexual orientation, disability,
military status, or marital status.

Age Discrimination in Employment Act,

29 United States Code (USC) Section 621

Military Law Sections 242 and 243

Adopted: 8/05/03
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SUBJECT: SEXUAL HARASSMENT OF DISTRICT PERSONNEL

The Board of Education affirms its commitment to non-discrimination and recognizes its
responsibility to provide for all District employees an environment that is free of sexual harassment
and intimidation. Sexual harassment is a violation of law and stands in direct opposition to District
policy. Therefore, the Board prohibits and condemns all forms of sexual harassment by employees,
school volunteers, students, and non-employees such as contractors and vendors which occur on
school grounds and at all school-sponsored events, programs and activities including those that take
place at locations off school premises. Generally, sexual harassment is defined as unwelcome sexual
advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when:

a)  Submission of such conduct is made, either explicitly or implicitly, a term or condition of
an individual's employment;

b) Submission to or rejection of such conduct by an individual is used as a basis for
employment decisions affecting such individuals; and

c) Such conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

The Board acknowledges that in determining whether sexual harassment has occurred the totality
of the circumstances should be evaluated. The Board recognizes that sexual harassment can originate
from a person of either sex against a person of the opposite or same sex, and from co-workers as well
as supervisors, and from a third party such as a school visitor, volunteer, or vendor, or any other
individual associated with the School District.

In order for the Board to enforce this policy, and to take corrective measures as may be
necessary, it is essential that any employee who believes he/she has been a victim of sexual
harassment in the work environment, as well as any other person who is aware of and/or who has
knowledge of or witnesses any possible occurrence of sexual harassment, immediately report such
alleged harassment to the District's designated complaint officer(s) through informal and/or formal
complaint procedures as developed by the District. Such complaints are recommended to be in
writing, although verbal complaints of alleged sexual harassment will also be promptly investigated in
accordance with the terms of this policy. In the event that the complaint officer is the alleged
offender, the employee should report his/her complaint to the next level of supervisory authority.

Upon receipt of an informal/formal complaint, the District will conduct a thorough investigation
of the charges. However, even in the absence of a complaint, if the District has knowledge of or has
reason to know of or suspect any occurrence of sexual harassment, the District will investigate such
conduct promptly and thoroughly.

(Continued)
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SUBJECT: SEXUAL HARASSMENT OF DISTRICT PERSONNEL (Cont'd.)

To the extent possible, within legal constraints, all complaints will be treated as confidentially
and privately as possible. However, disclosure may be necessary to complete a thorough investigation
of the charges, and any disclosure will be provided on a "need to know" basis.

Based upon the results of the investigation, if the District determines that an employee has
violated the terms of this policy and/or accompanying regulations, immediate corrective action will be
taken, as warranted, up to and including termination of the offender's employment in accordance with
legal guidelines, District policy and regulation, the District's Code of Conduct, and the applicable
collective bargaining agreement(s). Third parties (such as school volunteers, vendors, etc.) who are
found to have violated this policy and/or accompanying regulations will be subject to appropriate
sanctions as warranted and in compliance with law.

The Board prohibits any retaliatory behavior directed against complainants, victims, witnesses,
and/or any other individuals who participated in the investigation of a complaint of sexual harassment.
Follow-up inquiries shall be made to ensure that harassment has not resumed and that all those
involved in the investigation of the sexual harassment complaint have not suffered retaliation.

Regulations will be developed for reporting, investigating and remedying allegations of sexual
harassment. An appeal procedure will also be provided to address any unresolved complaints and/or
unsatisfactory prior determinations by the applicable complaint officer(s).

Such regulations will be developed in accordance with federal and state law as well as any
applicable collective bargaining agreement(s).

The Superintendent/designee(s) will affirmatively discuss the topic of sexual harassment with all
employees, express the District's condemnation of such conduct, and explain the sanctions for
harassment. Training programs will be established for employees to help ensure awareness of the
issues pertaining to sexual harassment in the workplace, and to disseminate preventative measures to
help reduce such incidents of prohibited conduct. Furthermore, special training will be provided for
designated supervisors and managerial employees, as may be necessary, for training in the
investigation of sexual harassment complaints.

A copy of this policy and its accompanying regulations will be available upon request and may
be posted at various locations in each school building. The District's policy and regulations on sexual
harassment will be published in appropriate school publications such as teacher/employee handbooks
and/or school calendars.

Title VII of the Civil Rights Act of 1964,
42 United States Code (USC) Section 2000-¢ et seq.
The Civil Rights Act of 1991
42 United States Code (USC) Section 1981(a)
29 Code of Federal Regulations (CFR)
Section 1604.11(a)
Adopted: 8/05/03 Executive Law Sections 296 and 297
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POLICY

SUBJECT: COMPLAINTS AND GRIEVANCES BY EMPLOYEES

In accordance with the provisions of General Municipal Law and the collective bargaining
agreements, all District personnel shall have the opportunity to present their complaints or grievances
free from interference, coercion, restraint, discrimination or reprisal. The District shall provide at least
two (2) procedural stages and an appellate stage for the settlement of any grievance.

Complaints or grievances not covered under employee contracts shall be handled and resolved,
whenever possible, as close to their origin as possible. The Superintendent is responsible for
implementing regulations for the redress of complaints or grievances through proper administrative
channels.

Complaints and Grievances Coordinator

Additionally, the Board shall ensure compliance with Title IX of the Educational Amendments
of 1972, Section 504 of the Rehabilitation Act of 1973 and the Americans With Disabilities Act
(ADA). The Superintendent shall designate a District employee as the Title IX/Section 504/ADA
Coordinator; and regulations and procedures shall be implemented to resolve complaints of
discrimination based on sex, sexual orientation or disability.

Prior to the beginning of each school year, the District shall issue an appropriate public
announcement which advises students, parents/guardians, employees and the general public of the
District's established grievance procedures for resolving complaints of discrimination based on sex or
disability. Included in such announcement will be the name, address and telephone number of the
Title IX/Section 504/ADA Coordinator.

The Title IX/Section 504/ADA Coordinator shall also be responsible for handling complaints
and grievances regarding discrimination based on race, color, creed, religion, national origin, political
affiliation, age, veteran status, military status, or marital status.

Title VII of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000-e, et seq.
Prohibits discrimination on the basis of race, color,
religion, sex or national origin.

Title VI of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000-d, et seq.
Prohibits discrimination on the basis of race, color or
national origin.

(Continued)
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SUBJECT: COMPLAINTS AND GRIEVANCES BY EMPLOYEES (Cont'd.)

Section 504 of the Rehabilitation Act of 1973,
29 United States Code (USC) Section 794 et seq.

The Americans With Disabilities Act,
42 United States Code (USC) Section 12101 et seq.
Prohibits discrimination on the basis of disability.

Title IX of the Education Amendments of 1972,
20 United States Code (USC) Section 1681 et seq.
Prohibits discrimination on the basis of sex.

New York State Civil Rights Law Section 40-c
Prohibits discrimination on the basis of race, creed,
color, national origin, sex, marital status, sexual
orientation or disability.

New York State Executive Law Section 290 et seq.
Prohibits discrimination on the basis of age, race, creed,
color, national origin, sex, sexual orientation, disability,
military status or marital status.

Age Discrimination in Employment Act,
29 United States Code (USC) Section 621.

Military Law Sections 242 and 243

NOTE: Refer also to Policy #3420 -- Anti-Harassment in the School District

Adopted: 8/05/03
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POLICY

Personnel

SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY
Overview

Windham-Ashland-Jewett CSD is committed to the safety and security of our employees.
Workplace violence presents a serious occupational safety hazard to our agency, staff, and clients.

Workplace Violence is defined as any physical assault or act of aggressive behavior occurring where a
public employee performs any work-related duty in the course of his or her employment including but
not limited to ah attempt or threat, whether verbal or physical, to inflict physical injury upon an
employee; any intentional display of force which would give an employee reason to fear or expect bodily
harm; intentional and wrongful physical contact with a person without his or her consent that entails
some injury; or stalking an employee with the intent of causing fear of material harm to the physical
safety and health of such employee when such stalking has arisen through and in the course of
employment.

Act of violence against any of our employees where any work related duty is performed will be
thoroughly investigated and appropriate action will be taken, including involving law enforcement
authorities when warranted. All employees are responsible for helping to create an environment of
mutual respect for each other as well as clients and visitors, following all policies, procedures and
practices, and for assisting in maintaining a safe and secure work environment.

This policy is designed to meet the requirements of New York State Labor Law Art. 2 §27-b and
highlights some of the elements that are found within our Workplace Violence Prevention Program.
The process involved in complying with this law includes a workplace evaluation that is designed to
identify the risks of workplace violence to which our employees could be exposed.
Authorized Employee Representative(s) will, at a minimum, be involved in:

e evaluating the physical environment;

e developing the Workplace Violence Prevention Program; and

e reviewing workplace violence incident reports at least annually to identify trends in the types of

incidents reported, if any, and reviewing the effectiveness of the mitigating actions taken.

All employees will participate in the annual Workplace Violence Prevention Training Program. The
goal of this policy is to promote the safety and well-being of all people in our workplace. All incidents
of violence or threatening behavior will be responded to immediately upon notification. All personnel
are responsible for notifying the contact person designated below of any violent incidents, threatening
behavior, including threats they have witnessed, received, or have been told that another person has
witnessed or received.

Designated Contact Person: Mr. Anthony Taibi

Title: Building Principal/Director of Innovative Programs
Department: Administration

Phone: 518-734-3400, Ext. 1182

Email:ataibi@wajcs.org

Adopted 12-13-2023
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SUBJECT: EVALUATION OF PERSONNEL: PURPOSES

The administration shall undertake a continuous program of supervision and evaluation of all
personnel in the School District in order to promote improved performance and to make decisions
about the occupancy of positions. Evaluation of teachers providing instructional services or pupil
personnel services as defined pursuant to Commissioner's Regulations will be conducted in
accordance with the District's Annual Professional Performance Review (APPR).

The primary purposes of this evaluation are:

a) To encourage and promote self-evaluation by personnel,

b) To provide a basis for evaluative judgments by school administrators.

8 New York Code of Rules and Regulations
(NYCRR) Sections 80-1.1 and 100.2(0)(2)

Adopted: 8/05/03
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POLICY

SUBJECT: HEALTH EXAMINATIONS

All teachers initially appointed to probationary positions shall obtain a physical examination.
When such examination is made by the school physician the cost of such examination shall be borne
by the District. A teacher, however, may elect to have a health examination at his/her own expense by
a physician of his/her own choice.

The Board reserves the right to request a health examination at any time during employment, at
School District expense, in order to determine whether the employee can perform the essential
functions of the position with or without reasonable accommodation.

Support staff initially appointed to positions may be requested to obtain physical examinations at
the expense of the School District. The physical examination is to be obtained from the school
physician.

All bus drivers and substitute bus drivers shall have yearly physical examinations. Each bus
driver initially employed by the School District shall have a physical examination within the four (4)
weeks prior to the beginning of service. In no case shall the interval between physical examinations
exceed a twelve-month period.

Annual or more frequent examinations of any employee may be required, when, in the judgment
of the school physician and the Superintendent, such procedure is deemed necessary.

The final acceptance or rejection of a medical report with reference to the health of an employee
lies within the discretion of the Board. The decision of the physician designated by the Board as the
determining physician shall take precedence over all other medical advice.

Education Law Section 913

Bus Drivers:

8 New York Code of Rules and Regulations
(NYCRR) Section 156.3(2)

Rules and Regulations of the Commissioner of
Motor Vehicles Section 5.09-b

Cafeteria Workers: State Sanitary Code

Adopted: 8/05/03
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SUBJECT: ALCOHOL, DRUGS AND OTHER SUBSTANCES (SCHOOL PERSONNEL)

The Board of Education, recognizing that students are often influenced by teachers and other
members of a school's staff, impresses upon staff members the importance of maintaining a high level
of professionalism appropriate to their position, which, in turn, shall set a positive example for
students.

The Board, therefore, prohibits the consumption, sharing and/or selling, use and/or possession of
illegal drugs, counterfeit and designer drugs or alcoholic beverages in the workplace, or when the
effects of such drugs and/or alcohol use may impair an employee's job performance.

Information about any drug and alcohol counseling and/or rehabilitation programs shall be made
available to employees. Data will also include the range of penalties, (consistent with local, state and
federal law), up to and including termination of employment and referral for prosecution that will be
imposed on employees who have transgressed the terms of this policy.

Additionally, confidentiality shall be ensured as required by state and federal law.

The Superintendent/designee shall periodically review the drug and alcohol abuse prevention
program to determine its effectiveness and support appropriate modifications, as needed.

Education Law Sections 913, 1711(2)(e), and 3020-a
Civil Service Law Section 75

Safe and Drug-Free Schools and Communities Act, as
reauthorized by the No Child Left Behind Act of 2001
20 United States Code (USC) Section 7101 et seq.

NOTE: Refer also to Policies #3410 -- Code of Conduct on School Property
#6560 -- Emplovee Assistance Program
#7320 -- Alcohol, Tobacco, Drugs and Other Substances (Students)
District Code of Conduct on School Property

Adopted: 8/05/03
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POLICY

SUBJECT: DRUG-FREE WORKPLACE

It shall be the general policy of the Board of Education to affirm that all programs in the District
that receive Federal funds shall guarantee that their workplaces are free of controlled substances.
"Controlled substance” means a controlled substance in schedules I through V of Section 202 of the
Controlled Substances Act (21 USC 812) and as further defined in regulation at 21 Code of Federal
Regulations (CFR) 1308.11-1308.15. An acknowledgment form shall be signed by the Superintendent
indicating that the District is in full compliance with the Drug-Free Workplace Act. This policy shall
guarantee that not only Federally funded programs, but the entire District is free of controlled
substances.

"Workplace" is defined as a school building or other school premises; any school-owned vehicle
or any other school-approved vehicle used to transport students to and from school or school activities;
off school property during any school-sponsored or school-approved activity, event or function, such
as a field trip or athletic event, where students are under the jurisdiction of the School District.

The Board of Education directs the administration to develop regulations to comply with this
policy, and further supports such actions and activities of the administration as shall be required to
maintain a drug-free workplace.

Drug-Free Workplace Act

20 United State Code (USC) Section 7101 et seq.
21 United State Code (USC) Section 812

21 Code of Federal Regulations (CFR)

1308.11- 1308.15

34 Code of Federal Regulations (CFR) Part 85

NOTE: Refer also to Policies #3410 -- Code of Conduct on School Property
#6150 -- Alcohol, Drugs and Other Substances (School Personnel
#6560 -- Employee Assistance Program (EAP)
#7320 -- Alcohol, Tobacco. Drugs and Other Substances (Students)
District Code of Conduct on School Property

Adopted: 8/05/03
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SUBJECT: PROFESSIONAL GROWTH/STAFF DEVELOPMENT

It is the policy of the District that attention be given to in-service, pre-service, and other staff
development programs which are believed to be of benefit to the School District and its students. The
Superintendent, in consultation with the appropriate administrative staff and/or teacher committees, is
directed to arrange in-service programs and other staff development opportunities which will provide
for the selection of subjects pertinent to the curriculum in the schools, to build from these subjects
those topics or courses for in-service or staff development which will help employees acquire new
methods of performing their job responsibilities or help staff improve on those techniques which are
already being used in the schools, with the objective of improving professional competencies.

It is recommended that administration develop meaningful in-service and/or staff development
programs which will achieve the following:

a) Contribute to the instructional program of the schools;

b) Contribute to improved education for students;

¢)  Achieve state mandates;

d) Enhance the professional competencies and/or instructional abilities of staff members.

The Board of Education, therefore, encourages all employees to improve their competencies
beyond that which they may obtain through the regular performance of their assigned duties.
Opportunities should be provided for:

a) Planned in-service programs, courses, seminars, and workshops offered both within the
School System and outside the District.

b)  Visits to other classrooms and schools, as well as attendance at professional meetings, for
the purpose of improving instruction and/or educational services.

c) Orientation/re-orientation of staff members to program and/or organizational changes as
well as District expectations.

Attendance at such professional development programs must be directly linked to the duties and
responsibilities comprising the job description of the employee. Consequently, employees are
encouraged to participate in the planning of staff development programs designed to meet their
specific needs.

Members of the staff are also encouraged to continue their formal education as well as to attend
their respective work-related workshops, conferences and meetings.

(Continued)
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Funds for participating at such conferences, conventions, and other similar professional
development programs will be budgeted for by the Board of Education on an annual basis.
Reimbursement to District staff for all actual and necessary registration fees, expenses of travel, meals
and lodging, and all necessary tuition fees incurred in connection with attendance at conferences and
the like will be in accordance with established regulations for conference attendance and expense
reimbursement.

The Superintendent of Schools or his/her designee has authority to approve release time and
expenses for staff members' attendance at professional training conferences, study councils, in-service
courses, workshops, summer study grants, school visitations, professional organizations and the like
within budgetary constraints.

A conference request form/course approval form must be submitted by the employee and
approved by the designated administrator prior to the employee's attendance at such conference or
other professional development program.

Education Law Section 1604(27)
General Municipal Law Sections 77-b and 77-c

Adopted: 8/05/03
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SUBJECT: FINGERPRINTING OF PROSPECTIVE SCHOOL EMPLOYEES

Unless otherwise authorized in accordance with law and regulation, the District shall not employ
or utilize a prospective school employee, as defined below, unless such prospective school employee
has been granted a "full" clearance for employment by the State Education Department (SED). The
School District shall require a prospective school employee who is not in the SED criminal history file
to be fingerprinted for purposes of a criminal history record check by authorized personnel of the
designated fingerprinting entity. For purposes of this provision of law, the term "criminal history
record" shall mean a record of all convictions of crimes and any pending criminal charges maintained
on an individual by the Division of Criminal Justice Services (DCJS) and the Federal Bureau of
Investigation (FBI).

Prior to initiating the fingerprinting process, the District shall furnish the applicant with written
notice on a form prepared by the Commissioner of Education addressing the fingerprinting
requirements and the applicant's right to obtain, review and seek correction of his/her criminal history
information. Additionally, where the prospective school employee is not already in the SED criminal
history file, the District shall obtain the signed, informed consent of the applicant to perform the
criminal history check. Every set of fingerprints taken shall be promptly submitted to the
Commissioner of Education for purposes of clearance for employment.

Where the prospective school employee is already in the SED criminal history file, the District
shall request the clearance for employment on forms or an equivalent manner prescribed by SED.
Furthermore, the District shall notify SED, in a manner prescribed by the Department, of a prospective
school employee who has commenced employment with or began providing services for the District,
the date of the commencement of such employment or service, and the position held by such
individual. Similarly, the District shall notify SED, in a manner prescribed by the Department, of a
fingerprinted employee who has been separated from employment with the District or ceased
providing services for the School District, and the date of such separation from employment or
cessation of services. All criminal history records processed by DCJS and the FBI and sent to the
Commissioner of Education are confidential. The records may not be published or in any way
disclosed to persons other than the Commissioner unless otherwise authorized by law.

Unless otherwise exempted pursuant to law, the applicant shall be responsible for the payment of
fees to SED for a criminal history record check. However, if approved by Board resolution, the
District may authorize the payment of such fees on behalf of prospective employees. The Board is
also authorized to waive the payment of such fees in cases of unreasonable financial hardship to the
applicant or his/her family. If the Board decides to waive payment of the fees for the prospective
employee, payment of the fees becomes the District's responsibility.

(Continued)
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SUBJECT: FINGERPRINTING OF PROSPECTIVE SCHOOL EMPLOYEES (Cont'd.)

Who Must Be Fingerprinted

All "prospective school employees" of the School District must be fingerprinted. For purposes
of this policy and the applicable provisions in law and Commissioner's Regulations, "prospective
school employee" shall mean any individual who will reasonably be expected by the School District to
provide services which involve direct contact, meaning in person, face-to-face communication or
interaction, with students under the age of twenty-one (21) and who is either:

a)

b)

c)

Secking a compensated position with the District and is not currently employed by the
District or a student enrolled in the instructional program of a grade level in the School
District; or

An employee of a provider of contracted services to the School District who is to be placed

within the District; or

A worker who is to be placed within the District under a public assistance employment
program pursuant to Title 9-B of Article 5 of the Social Services Law, directly or through
contract.

Individuals Who Are Specifically Excluded

Individuals excluded from a criminal history record check/fingerprinting pursuant to this
provision of law and regulation are those individuals who:

a)

b)

Are seeking a position as a school bus driver or school bus attendant and are cleared for
employment pursuant to the Vehicle and Traffic Law; or

Have provided services to the District in the previous school year either in a compensated
position, or as an employee of a provider of contracted services to the District, or as a
worker placed within the School District under a public assistance employment program
pursuant to Title 9-B of Article 5 of the Social Services Law directly or through contract;
or

Will reasonably be expected by the School District to provide services for the District on
no more than five (5) days in the school year in which services are to be performed,
provided that the District provides in-person supervision of such individual by one (1) or
more employees of the District while that individual is providing such services.
Individuals providing such time-limited and supervised services may include but shall not
be limited to artists, guest lecturers and speakers, and sports officials.

(Continued)
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Any prospective employee who previously has been fingerprinted in order to obtain certification,
and whose fingerprints remain on file with the Division of Criminal Justice Services (DCJS), will not
be required to be fingerprinted again for purposes of a criminal history record check.

Removal from the SED Criminal History File

Where individuals have been separated from employment at the School District and have not
become employed in this District or another school district, BOCES or charter school within twelve
(12) months of such separation, SED shall notify DCJS of such separation for the purpose of
destroying the fingerprints of that individual. Further, upon request of such individual, SED shall
notify DCJS prior to the expiration of such twelve-month period for the purpose of destroying his/her
fingerprints. Such individuals shall be removed from the SED criminal history file.

Conditional Appointments/Emergency Conditional Appointments

Conditional Appointments

Whenever possible, full clearance will be received for all new employees requiring such
clearance before they begin work for the District. However, upon the recommendation of the
Superintendent of Schools, the Board of Education may conditionally appoint a prospective employee.
A request for conditional clearance shall be forwarded to the Commissioner of Education along with
the prospective employee's fingerprints as mandated pursuant to law. Such conditional appointment
shall not commence until notification by the Commissioner that the prospective employee has been
conditionally cleared for employment, and such conditional employment shall terminate when the
School District is notified of the determination by the Commissioner to grant or deny full clearance;
however, if full clearance is granted, the appointment shall continue and the conditional status shall be
removed.

Prior to commencement of such conditional appointment, the District must obtain a signed
statement for conditional employment from the prospective employee indicating whether, to the best
of his/her knowledge, the prospective employee has a pending criminal charge or criminal conviction
in any jurisdiction outside the state.

Emergency Conditional Appointments

Upon the recommendation of the Superintendent of Schools, the Board may make an emergency
conditional appointment when an unforeseen emergency vacancy has occurred. When such an
appointment is made, the process for conditional appointment as enumerated above must also be
initiated.

(Continued)
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Emergency conditional appointment may commence prior to notification from the Commissioner
of Education on conditional clearance but shall terminate twenty (20) business days from the date such
appointment commences or when the District is notified by the Commissioner that conditional
clearance is either granted or denied, whichever occurs earlier; however, if conditional clearance is
granted, the appointment shall continue as a conditional appointment.

Prior to the commencement of such appointment, the District must obtain a signed statement for
emergency conditional appointment from the prospective employee indicating whether, to the best of
his/her knowledge, the prospective employee has a pending criminal charge or criminal conviction in
any jurisdiction.

An unforeseen emergency vacancy shall be defined as:

a) A vacancy that occurred less than ten (10) business days before the start of any school
session including summer school, or during any school session including summer school,
without sufficient notice to allow for clearance or conditional clearance (however, this ten
(10) business day timeframe provision shall not apply if the Board of Education finds that
the School District has been unable to fill the vacancy despite good faith efforts to fill the
vacancy in a manner that would have allowed sufficient time for full clearance or
conditional clearance); and

b) When no other qualified person is available to fill the vacancy temporarily; and

¢) When the emergency conditional appointment is necessary to maintain services which the
District is legally required to provide or services necessary to protect the health, education
or safety of students or staff.

Safety of Students

If any employee is serving under a conditional appointment or emergency conditional
appointment pending employment clearance from the State Education Department, the Superintendent,
or designee, shall advise the employee's immediate supervisor of such appointment status, and request
that he/she provide enhanced supervision as deemed appropriate to address safety of children who
have contact with the employee. The immediate supervisor shall, upon the commencement of the staff
member's employment, meet with the staff member to review safety considerations and expectations
for any contact such staff member will have with students. The Superintendent or designee shall
promptly notify the immediate supervisor of any changes in the employee's appointment status,
including receipt of clearance for employment.

(Continued)
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SUBJECT: FINGERPRINTING OF PROSPECTIVE SCHOOL EMPLOYEES (Cont'd.)

"Sunset' Provision for Conditional Appointments/Emergency Conditional Appointments

The provisions in law which permit the conditional appointment and/or emergency conditional
appointment of employees pending full clearance from SED shall terminate, in accordance with
legislation, on July 1, 2005; and shall be rescinded as Board policy and procedure as of that date
(unless subsequent revisions to applicable law provide otherwise).

Education Law Sections 305(30), 1604, 1709, 1804,
1950, 2503, 2554, 2854, 3004-b and -c, and 3035
Correction Law Article 23-A

Executive Law Section 296(16)

Social Services Law Article 5, Title 9-B

8 New York Code of Rules and Regulations
(NYCRR) Sections 80-1.11 and Part 87

Adopted: 8/05/03
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SUBJECT: CERTIFIED PERSONNEL

The Board of Education shall, upon the recommendation of the Superintendent, create, abolish,
maintain and/or consolidate positions involving certified persons as necessary for the proper and
efficient achievement of its goals.

All assignments and transfers shall be made in accordance with the provisions of law, Board of
Education policies, and the employee's negotiated agreement.

8 New York Code of Rules and Regulations
(NYCRR) Part 30
Education Law Sections 2510 and 3013

Adopted: 8/05/03
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SUBJECT: RECRUITMENT

The District will attempt to employ the best qualified personnel for any position.

Professional personnel shall be recruited and selected by, or at the direction of, the
Superintendent of Schools, who shall recommend appointment to the Board of Education.

The District shall provide equal opportunity in employment for all qualified persons in
accordance with Federal and State legislation.

Education Law Section 3012

Adopted: 8/05/03
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SUBJECT: CERTIFICATION

a) In accordance with applicable statutes, Rules of the Board of Regents, and Regulations of the
Commissioner of Education, each employee whose employment requires certification or other
licensure shall inform the Superintendent of Schools immediately of any change in the status of
his/her certification or licensure. The changes shall include, but not be limited to, the granting,
revocation, upgrading, expiration, conversion and/or extension of these documents as to their
periods of validity or their titles.

b) The original certificates and/or licenses must be presented for examination and copying in the
office of the Superintendent of Schools as soon as they are available to the employee. The
copies will be maintained in the Superintendent's files in support of the legitimate employment
of each affected employee. The failure of any such employee to possess the required
certification or other licensure may result in the discharge of that employee.

c)  Whether or not the District verifies an individual's certification or licensure does not waive the
responsibility of the employee to maintain what is required for his/her assignment.

Education Law Sections 3001, 3001-a, 3004, 3006,
and 3008

8 New York Code of Rules and Regulations
(NYCRR) Subparts 80-1, 80-2 and 80-3

Adopted: 8/05/03
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SUBJECT: INCIDENTAL TEACHING

The Superintendent may assign a teacher to teach a subject not covered by such teacher's
certificate or license for a period not to exceed five (5) classroom hours a week, when no certified or
qualified teacher is available after extensive and documented recruitment efforts, and provided that
approval of the Commissioner of Education is obtained in accordance with the requirements as
enumerated in Commissioner's Regulations.

Not later than twenty (20) business days after such an assignment, the Superintendent shall
submit for approval an application, in a form satisfactory to the Commissioner, containing the
following information:

a) Evidence of extensive recruitment of a teacher certified in the appropriate area;
b) The name and certification status of the teacher given such assignment;

c) The subject which the teacher is being assigned to teach on an incidental basis and the total
number of classes in the subject being taught on an incidental basis;

d) The qualifications of the teacher to teach such subject on an incidental basis;
e) The specific reasons why an incidental assignment is necessary;
f)  The anticipated duration of the incidental teaching assignment; and

g) The number of applications, approved or pending, for authorization to make incidental
teaching assignments in the same certification area for which the current authorization is
being sought.

To be approved, the application shall demonstrate to the satisfaction of the Commissioner that an
incidental teaching assignment is necessary, that the teacher assigned is the best qualified to teach the
subject on an incidental basis, and that the requirements of Commissioner's Regulations have been
met.

The Commissioner will issue a determination within twenty (20) business days of receipt of the
District's application.

In the event that the application is disapproved, the Superintendent, within seven (7) business
days of receipt of the notice of disapproval, shall terminate the incidental assignment. In the event that
the application is approved, such approval shall be deemed to have commenced on the date of the
incidental teaching assignment and shall terminate on the last day of the school year for which it is
granted.

(Continued)
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The Superintendent may renew an incidental teaching assignment, in accordance with the
requirements of Commissioner's Regulations, for any subsequent school year. In addition to
submitting to the Commissioner the information noted above for initial approval of an incidental
teaching assignment, a renewal application must provide a number of assurances, including that the
teacher assigned a course on an incidental basis has completed, or has agreed to complete, within the
prescribed time period, at least three (3) semester hours of credit or the equivalent leading to
certification in the subject area of the incidental assignment.

8 New York Code of Rules and Regulations
(NYCRR) Section 80-5.3

Adopted: 8/05/03



6213 \

2003

POLICY

SUBJECT: PROBATION AND TENURE

Probation

Certified staff members shall be appointed to a probationary period by a majority vote of the
Board of Education upon recommendation of the Superintendent of Schools.

Full-time certified staff members shall be appointed to a probationary period of three (3) years.
However, the probationary period shall not exceed two (2) years for teachers previously appointed to
tenure in this or another school district or BOCES within the state, provided the teacher was not
dismissed from the former district. Additionally, up to two (2) years of service as a regular substitute
teacher may be applied towards probationary service. This is sometimes referred to as Jarema Credit.

During the probationary period, a staff member shall be given assistance in adjusting to the new

position, but the essential qualifications for acceptable performance shall be assumed because of the
possession by the staff member of the required certification or license.

Tenure

Certified staff members successfully completing a probationary period in the Windham-Ashland-
Jewett Central School District may be recommended (by the Superintendent of Schools) to the Board
of Education for tenure appointment.

The Board will follow all applicable statutes regarding tenure.

Education Law Sections 3012 and 3031

Adopted: 8/05/03
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SUBJECT: DISCIPLINING OF A TENURED TEACHER OR CERTIFIED PERSONNEL

Tenured teachers and certain certified personnel may be subject to disciplinary charges that are
set forth in Section 3012 of the Education Law.

Procedures for a hearing regarding these disciplinary measures will be in accordance with
Section 3020-a of the Education Law and/or in accordance with applicable contractual provisions.

8 New York Code of Rules and Regulations
(NYCRR) Subpart 82-1

Adopted: 8/05/03
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EXCELLENCE IN TENURE POLICY
Policy 6213.2

INTRODUCTION: 1t is the policy of the Windham-Ashland-Jewett Board of Education
that to be granted tenure, teachers must have either demonstrated excellence or have shown
the clear potential and movement toward excellence during their pre-tenure period. Toward
that end, the following benchmarks of expectation for the pre-tenure teacher, and activities
indicative of excellence for each benchmark, shall be established:

BENCHMARK 1: PROFESSIONAL GROWTH

It is the responsibility of teachers to reflect on and assess their development as professionals.
While workshops and conferences contribute to professional growth, these experiences must
be translated to the classroom and the benefits realized. Effective new approaches should be
shared with colleagues. Activities indicative of excellence in professional growth include:

a) Secks to broaden one’s repertoire of instructional approaches, implements those
approaches in the classroom, shares those approaches with colleagues, and provides
support during any subsequent implementation in other classrooms.

b) Identifies goals for professional growth, with timetables for attainment of specific goals.
Systematically and regularly reflects on plans for professional growth.

¢) Provides educational leadership by asking questions, framing problems, developing
strategies, and seeking solutions.

d) Consistently exhibits through their actions that they feel a professional obligation to stay
current in their field of education and to always strive to improve both their teaching and
the educational program of the District.

BENCHMARK II: INSTRUCTIONAL PROGRAM

It is the responsibility of the teacher to establish high performance standards for individual
students and to seek and use practices that maximize the long-term knowledge gained by
each student while fostering their enthusiasm for learning. Activities indicative of excellence
in instructional program include:

a) Consistently provides meaningful and relevant lessons to engage students. Focuses
students on essential questions, concepts, and skills for both breadth and depth of
learning, and is adaptable with their educational program to take advantage of student
interest and/or focus on subject matter requiring additional instruction. Uses instructional
strategies that consistently provide each student with opportunities to develop critical
thinking and collaboration skills, see the connections of each subject matter to other
academic subjects and the “real world” of the student, and foster their creativity.

Effective July 1, 2007
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b)

d)

f)

g)

The teacher’s efforts consistently seek to instill a general enthusiasm for learning in their
students.

Consistently involves all students in achieving and maintaining high performance
standards. Uses a variety of assessment strategies to provide evidence of achievement for
all students.

Recognizes the importance of communicating and working with parents and other district
personnel. Develops partnerships with parents in an effort to integrate the needs of
parents and students in prioritizing curriculum goals, objectives, and assessment
strategies. Initiates opportunities with pupil-service personnel and support staff to better
meet the needs of students, and is flexible in developing schedules for meeting those
needs.

Maintains a thorough depth of knowledge in the subject matter that they teach, and
continually updates their curriculum with current information.

Maintains a proficiency in using and integrating technology within the curriculum, lesson
plans and in student learning.

Genuinely cares about the well being of each and every student, and is consistently pro-
active in helping solve individual student issues.

BENCHMARK III: PROFESSIONALISM

It is the responsibility of teachers to be positive role models and to communicate effectively.
It is also the responsibility of teachers to conduct themselves in a highly ethical manner, and

to

display the highest standards of personal and professional conduct. Teachers impact

students in a variety of ways: the way in which teachers conduct themselves in school affects
the students with whom they interact. Communication takes place when the educator
gathers, processes, and relays information effectively through reading, writing, active
listening, as well as verbal and non-verbal expressions. Activities indicative of excellence in
professionalism:

a)
b)

c)

d)

€)

Consistently conforms to accepted professional standards of conduct as well as
consistently demonstrates respect for self and others.

Extensively utilizes collaborative skills to build positive relationships with parents, staff,
students, and community members. Maximizes efforts in seeking new ideas and
suggestions to build those relationships.

Extensively participates in programs and events that extend beyond the classroom.
Consistently supports and reinforces established policies and decisions. Consistently
completes routine responsibilities in a through and timely manner.

Exhibits the highest standard of ethical decision-making and behavior, with a positive
attitude toward organizational and professional goal attainment and an observable love of
children and the profession.

Continually self-evaluates performance, with an ability to investigate and incorporate
best practices for the benefit of student learning and collegial support.

Effective July 1, 2007
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BENCHMARK 1V: LEARNING CLIMATE

It is the responsibility of a new teacher to establish a classroom environment that makes it
possible for each student to realize his or her full learning potential. This will be achieved
through the use of effective classroom management skills to create interactive and supportive
relationships that engage students as active learners. Activities indicative of an excellent
learning climate:

a) Extensively demonstrates and promotes respect for all individuals.

b) Continually demonstrates a sense of fairness, positive rapport, and accommodation of
student social and emotional needs. Encourages others to display these same
characteristics.

¢) Maximizes efforts to establish and maintain a safe and creative environment. Maximum
use of instructional time is evident. Develops and fully utilizes an ability to motivate
students by creating an enthusiasm for learning.

Effective July 1, 2007




2003 6214 \
POLICY

SUBJECT: PROFESSIONAL STAFF: SEPARATION

A professional staff member may be dismissed upon provision of at least sixty (60) days notice
and pay during the probationary period only upon the recommendation of the Superintendent and
majority vote of the Board in accordance with the Education Law.

The Board shall expect any professional staff member desiring to terminate his/her services to
provide the Board with a minimum of thirty (30) days notice before the effective termination date.

When possible, a professional staff member shall make every effort to terminate employment at
the end of the school year. Resignations must be in writing and include the effective date.

Education Law Sections 3012, 3019-a, and 3031

Adopted: 8/05/03
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SUBJECT: TEMPORARY PERSONNEL

District's needs may sometimes require temporary appointments. The terms of these
appointments shall be defined by the Board of Education on a case-by-case basis.

Student Teachers

The Windham-Ashland-Jewett Central School District shall cooperate with teacher training
institutions in the placement of student teachers in order to provide beginning teachers with the best
possible student teaching experience.

Student teachers shall be protected from liability for negligence or other acts resulting in
accidental injury to any person by the School District, as provided by law.

Substitute Teachers

A substitute teacher qualified to teach in the Windham-Ashland-Jewett Central School District
shall be employed, whenever possible, by the Superintendent of Schools in the absence of a regular
teacher. It is recognized that fully certified persons will not always be available for employment as
substitute teachers.

The Board of Education shall annually establish the ordinary rate for per diem substitute
teachers.

8 New York Code of Rules and Regulations
(NYCRR) Section 80-5.4
Education Law Section 3023

Adopted: 8/05/03
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SUBJECT: SELECTION OF ATHLETIC COACHES

In accordance with Commissioner's Regulations, the appointment of coaches for interscholastic
athletic teams must meet certain criteria.

Specifically, certified physical education teachers may coach any sport and teachers certified in
other areas with coaching qualifications and experience may coach provided they complete certain
first aid and course requirements as enumerated in Commissioner's Regulations.

Also, the Board of Education may employ uncertified persons with coaching qualifications and
experience as temporary coaches of interschool sports teams, but only when certified physical
education teachers or certified teachers with coaching qualifications and experience are not available.
Uncertified persons must first obtain a temporary coaching license, valid for one year, issued pursuant
to the conditions enumerated in Commissioner's Regulations.

Professional Coaching Certificate

Also, non-teacher coaches may be issued a professional coaching certificate once they have met
the following requirements:

a) Completed the first aid and CPR requirements set forth in Commissioner's Regulations
Section 135.4;

b) Completed the three course requirements established for coaching by the State Education
Department (Philosophy, Principles, and Organization of Athletics in Education; Health
Sciences Applied to Coaching; and The Theory and Techniques of Coaching); and

¢) A minimum of three years coaching experience in a specific sport in a New York State
interschool athletic program.

A professional coaching certificate will be valid for a three-year period, and may be renewed for
an additional three-year period upon the submission of a renewal application in a form prescribed by
the Commissioner.

If the District employs an individual as a coach pursuant to a professional coaching certificate,
the District must ensure that the Assistant Superintendent or Athletic Director responsible for
supervision of that individual conducts an evaluation during each year in which the non-teacher coach
is employed. This evaluation should occur at the end of the season for the specific sport.

The professional coaching certificate review and approval process will be conducted by each
Board of Cooperative Educational Services (BOCES) Teacher Certification Unit. The review and
approval process related to non-teacher temporary coaching licenses remains the same. Any non-

(Continued)
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SUBJECT: SELECTION OF ATHLETIC COACHES (Cont'd.)

teacher coach who has not fulfilled the three State Education Department coaching courses and does
not have three years coaching experience in a specific sport must continue to apply for a temporary
coaching license at the BOCES through established procedures.

Fingerprinting Requirement

Lastly, the legislation on Project SAVE (Safe Schools Against Violence in Education Act)
requires new School District employees (both certified and non-certified) as of July 1, 2001 to undergo
fingerprinting and clearance for employment.

Renewal Process

A non-teacher coach may renew a professional coaching certificate at the conclusion of the
three-year period, if he/she does the following:

a) Submits a professional coaching certificate renewal application and pays the $50 fee for
each specific sport. A money order should be made payable to the New York State
Education Department;

b) Completes first aid and CPR requirements set forth in Commissioner's Regulations Section
135.4; and

c) Submits an evaluation prepared by either the Assistant Superintendent or Athletic Director
to be reviewed by the BOCES for each year coached in a specific sport.

8 New York Code of Rules and Regulations (NYCRR)
Section 135.4(c)(7)(1)(c)

Adopted: 8/05/03
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SUBJECT: APPOINTMENT - SUPPORT STAFF
The probationary period for all new civil service employees shall be for the maximum period
established by the local Civil Service Commission.

The time, place and conditions of employment shall be assigned by the Superintendent of
Schools. The duties for each Civil Service employee shall be clearly defined.

Civil Service Law Section 63

Adopted: 8/05/03
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SUBJECT: EMPLOYMENT OF TEACHER AIDES

In accordance with Regulations of the Commissioner, the Board of Education may employ aides
to assist in the daily operation of the school through non-teaching duties.

The duties and responsibilities to be assumed by aides shall be outlined by the Superintendent of
Schools.

Persons employed as aides shall be responsible to the Assistant Superintendent and/or his/her
designated representatives.

8 New York Code of Rules and Regulations
(NYCRR) Section 80-5.6

Adopted: 8/05/03
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SUBJECT: EMPLOYMENT OF TEACHING ASSISTANTS

In the interests of establishing a quality educational environment for the students in the
Windham-Ashland-Jewett Central School District, the following requirements for employment as a
Teaching Assistant are established:

a) Four semesters of full-time post secondary study to be defined as a minimum of five
courses per semester, each course meeting a minimum of three hours per week, of which
five courses must be in education or a related field.

b) Relevant experience in an educational setting may be accepted in place of all or some post
secondary credit, at the discretion of the Superintendent, with the approval of the Board of
Education.

c) Must meet licensure and certification requirements established by the State Education
Department.

8 New York Code of Rules and Regulations
(NYCRR) 80-5.6

Adopted: 8/05/03
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SUBJECT: MAINTAINING DISCIPLINE AND CONDUCT

All personnel employed by the District are responsible for maintaining student discipline and

appropriate conduct during school hours or at extracurricular events.

Adopted: 8/05/03
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SUBJECT: EMPLOYEE PERSONNEL RECORDS AND RELEASE OF INFORMATION

Personnel Records

Administrative regulations will be developed to implement the terms of this policy to maintain a
personnel file for each teacher, administrator and support staff member employed by the District.

Regulations and procedures will be developed addressing the inspection by District employees of
their personnel files.

Release of Personnel Information

All steps should be taken to protect the privacy of the employees of the Board of Education. To
ensure the individual's privacy, directory or confidential information should not be shared with a third
party except in the following situations:

a) When members of the Board of Education need information from the employee's personnel
record to aid them in performing their legal responsibilities in such matters as
appointments, assignments, promotions, demotions, remuneration, discipline, dismissal or
to aid in the development and implementation of personnel policies.

b) When the employee grants permission.

Procedures for obtaining consent for release of records to third parties shall be developed by the
administration.

Release of Information Concerning Former Employees

The District shall not release information concerning the employment records, personnel file or
past performance of a former employee, unless such information is required to be disclosed by law.
Only the initial and final dates of employment and the position held shall be provided through a
written response to a written request. The former employee may authorize the release of any
additional information.

8 New York Code of Rules and Regulations
(NYCRR) Part 84
Public Officers Law Section 87

Adopted: 8/05/03
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SUBJECT: EMPLOYEE ACTIVITIES

Political Activities

The Board of Education recognizes the right of its employees, as citizens, to engage in political
activities and to exercise their constitutionally-protected rights to address matters of public concern.

However, a District employee's constitutional rights to raise matters of public concern are limited
when the speech or action occurs on school grounds and/or during school times. When such speech or
action occurs on school grounds and/or during school time, the Board of Education can impose
reasonable restrictions on the time, place and manner of the speech or action, and can further regulate
the content of such speech when it materially imperils the efficient operation of the school.

Teachers may not use their classrooms or school surroundings as a means to promote their
personal political views and beliefs. However, teachers are encouraged to address issues of current
events for their instructional and informational value to students, to invite public and/or political
figures to visit the classroom as a community resource, and to motivate students to participate in the
political process.

Solicitations by Staff

Staff members shall not be engaged in advertising or commercial solicitations on school time,
except as authorized by the Superintendent and/or designee.

NOTE: Refer also to Policy #5560 -- Use of Federal Funds for Political Expenditures

Adopted: 8/05/03
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SUBJECT: NEGOTIATIONS

Legal Status

The legal status for negotiations is the Public Employees' Fair Employment Law (Taylor Law),
Article 14 of the Civil Service Law.

Bargaining Teams

Prior to commencement of any negotiations, the Board of Education with the assistance of the
Superintendent of Schools will decide whether to appoint a labor lawyer, a BOCES negotiator or other
professional negotiator, or to appoint representatives from within the school district to serve as the
Board's chief spokesman. The balance of the team will be selected by the Board with the assistance of

the Superintendent. The fee or salary for a professional negotiator will be established by the Board at
the time of appointment.

Negotiations will be conducted only as directed by the Board.
Organizations recognized for the purposes of collective bargaining include:
a) Windham-Ashland-Jewett Central School District Teachers' Association;

b) Windham-Ashland-Jewett Central School District Unit of Civil Service Employees'
Association;

¢) Windham-Ashland-Jewett Central School District Administrators' Association.

For pertinent information about negotiations, refer to the appropriate article in the various
collective bargaining agreements.

Adopted: 8/05/03
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POLICY

SUBJECT: THEFT OF SERVICES OR PROPERTY

The theft of services or property from the District by an employee will result in immediate
disciplinary action that can lead to dismissal or other penalty, and shall not preclude the filing of
criminal or civil charges by the District.

Adopted: 8/05/03
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SUBJECT: JURY DUTY

A District employee called for jury duty shall receive his/her full day's pay from the School
District plus mileage from the State. No employee shall be entitled to receive the per diem allowance
for any regularly scheduled workday on which jury duty is rendered if on such a day his/her wages are

not withheld on account of such service.

Judiciary Law Section 521(b)

Adopted: 8/05/03
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POLICY

SUBJECT: STAFF USE OF COMPUTERIZED INFORMATION RESOURCES

The Board of Education will provide staff with access to various computerized information
resources through the District's computer system (DCS hereafter) consisting of software, hardware,
computer networks and electronic communication systems. This may include access to electronic
mail, so-called "on-line services" and the "Internet." It may also include the opportunity for some staff
to have independent access to the DCS from their home or other remote locations. All use of the DCS,
including independent use off school premises, shall be subject to this policy and accompanying
regulations.

The Board encourages staff to make use of the DCS to explore educational topics, conduct
research and contact others in the educational world. The Board anticipates that staff access to various
computerized information resources will both expedite and enhance the performance of tasks
associated with their positions and assignments. Toward that end, the Board directs the
Superintendent or his/her designee(s) to provide staff with training in the proper and effective use of
the DCS.

Staff use of the DCS is conditioned upon written agreement by the staff member that use of the
DCS will conform to the requirements of this policy and any regulations adopted to ensure acceptable
use of the DCS. All such agreements shall be kept on file in the District office.

Generally, the same standards of acceptable staff conduct which apply to any aspect of job
performance shall apply to use of the DCS. Employees are expected to communicate in a professional
manner consistent with applicable District policies and regulations governing the behavior of school
staff. Electronic mail and tele-communications are not to be utilized to share confidential information
about students or other employees.

This policy does not attempt to articulate all required and/or acceptable uses of the DCS; nor is it
the intention of this policy to define all inappropriate usage. Administrative regulations will further
define general guidelines of appropriate staff conduct and use as well as proscribed behavior.

District staff shall also adhere to the laws, policies and rules governing computers including, but
not limited to, copyright laws, rights of software publishers, license agreements, and rights of privacy
created by federal and state law.

Staff members who engage in unacceptable use may lose access to the DCS and may be subject
to further discipline under the law and in accordance with applicable collective bargaining agreements.
Legal action may be initiated against a staff member who willfully, maliciously or unlawfully
damages or destroys property of the District.

(Continued)
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SUBJECT: STAFF USE OF COMPUTERIZED INFORMATION RESOURCES (Cont'd.)

Privacy Rights

Staff data files and electronic storage areas shall remain District property, subject to District
control and inspection. The computer coordinator may access all such files and communications to
ensure system integrity and that users are complying with requirements of this policy and
accompanying regulations. Staff should NOT expect that information stored on the DCS will be
private.

Implementation

Administrative regulations will be developed to implement the terms of this policy, addressing
general parameters of acceptable staff conduct as well as prohibited activities so as to provide
appropriate guidelines for employee use of the DCS.

NOTE: Refer also to Policy #8271 -- The Children's Internet Protection Act: Internet Content
Filtering/Safety Policy.

Adopted: 8/05/03
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POLICY

SUBJECT: HEALTH INSURANCE

Health insurance for certified and support staffs shall be in accordance with their respective
negotiated agreements.

Continuation of Medical Insurance Coverage at Termination of Employment

Under the provisions of the Consolidated Omnibus Budget Reconciliation Act of 1985
(COBRA), employees and their dependents are eligible to continue their insurance coverage for up to
eighteen (18) months when termination of their insurance is due to a reduction in their hours worked,
or upon termination of their employment.

Dependents of employees are eligible to continue their insurance for up to thirty-six (36) months
upon occurrence of one (1) of the following events:

a) Death of the covered employee; or
b) Divorce or legal separation from the covered employee; or

c) An employee becomes eligible for Medicare and ceases to participate in the employer-
sponsored plan; or

d) The dependents of a covered employee reach the maximum age for dependent coverage.
Those who are eligible to continue coverage have up to sixty (60) days to complete the

Continuation of Coverage Election Form. They must pay the full cost of their premium plus
administrative costs incurred by the District.

Consolidated Omnibus Budget Reconciliation Act
of 1985

Adopted: 8/05/03
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SUBJECT: WORKERS' COMPENSATION

Employees injured in the performance of their duties are covered by Workers' Compensation
Insurance. Employees shall report work-related injuries immediately to their immediate supervisor.
Delay in reporting, if necessary, must be justified to the satisfaction of the Board of Education and/or

the insurance agency.

Reimbursement for Workers' Compensation Insurance benefits shall be in accordance with their
respective negotiated agreements.

Education Law Sections 1604(31), 1709(34),
and 2503(10)

Adopted: 8/05/03
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SUBJECT: PAYROLL DEDUCTIONS

Payroll deductions may be made when authorized by employees or when required by law or
negotiated agreements.

Education Law Sections 1604 and 1709

Adopted: 8/05/03
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POLICY

SUBJECT: DEFENSE AND INDEMNIFICATION OF BOARD MEMBERS AND
EMPLOYEES

Liability Protection Pursuant to Education Law

The Board of Education recognizes its statutory obligation to indemnify School District
employees (and in certain circumstances, Board of Education members and volunteers) pursuant to
the provisions of Sections 3023, 3028 and 3811 of the Education Law. For the purposes of this policy,
the term "employee" shall be as defined in the applicable statute(s).

The District shall not be subject to the duty to defend unless the employee, within the time
prescribed by statute, delivers appropriate notice of the claim to the Board of Education.

a)  For purposes of Education Law Section 3811, the employee must give written notice within
five (5) days after service of process upon him/her. The statute mandates only written
notice of the claim to the Board of Education; however, submission of relevant legal
documents by the employee to the Board is also encouraged.

b) For purposes of Education Law Sections 3023 and 3028, the employee must deliver the
original or a copy of the relevant legal documents to the Board within ten (10) days after
service of process upon him/her.

The District will provide legal defense and/or indemnification for all damages, costs, and
reasonable expenses incurred in the defense of an action or proceeding if authorized pursuant to statute
and provided that the alleged action or omission which occurred or allegedly occurred is covered by
the appropriate statute(s). Furthermore, the District will not be required to provide indemnification
protection and/or legal defense unless the employee was, at the time of the alleged incident, acting in
the discharge of his/her duties within the scope of his/her employment or authorized volunteer duties
and/or under the direction of the Board of Education.

Public Officers Law Section 18

The Board of Education hereby also confers the benefits of Section 18 of the New York State
Public Officers Law upon the "employees" of the District, as defined in Section 18 of the Public
Officers Law; and the District assumes the liability for the costs incurred in accordance with the
provisions of Section 18. The benefits accorded to District employees under Section 18 of the Public
Officers Law shall supplement and be available in addition to defense or indemnification protection
conferred by other enactment or provisions of law.

(Continued)
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SUBJECT: DEFENSE AND INDEMNIFICATION OF BOARD MEMBERS AND
EMPLOYEES (Cont'd.)

The term "employees” shall include members of the Board of Education; the Superintendent;
District officers; District employees; volunteers expressly authorized to participate in a District
sponsored volunteer program; or any other person holding a position by election, appointment or
employment in the service of the District, whether or not compensated. The term "employee” shall
also include a former employee, his/her estate or judicially appointed representative.

Pursuant to the provisions of Section 18 of the Public Officers Law, and upon compliance by the
employee with the requirements of this statute, the District shall provide for the defense of the
employee in any civil action or proceeding, state or federal, arising out of any alleged act or omission
which occurred or allegedly occurred while the employee was acting within the scope of his/her public
employment or duties. Furthermore, the District shall indemnify and save harmless its employees in
the amount of any judgment obtained against such employees in a state or federal court, or in the
amount of any settlement of a claim, provided that the act or omission from which such judgment or
claim arose occurred while the employee was acting within the scope of his/her public employment or
duties. However, in the case of a settlement, the duty to indemnify and save harmless shall be
conditioned upon the approval of the amount of the settlement by the Board of Education.

The duty to defend and/or indemnify and save harmless, in accordance with Section 18 of the
Public Officers Law, shall be conditioned upon the delivery by the employee to the School District
attorney or to the Superintendent a written request to provide for his/her defense, together with the
original or a copy of any summons, complaint, process, notice, demand or pleading within ten (10)
days after he/she is served with such document. Pursuant to Section 18, the full cooperation of the
employee in the defense of such action or proceeding and in the defense of any action or proceeding
against the District based upon the same act or omission, and in the prosecution of any appeal, shall
also be required as a condition for the District's duty to defend and/or indemnify and save harmless to
exist.

Exceptions to Liability Coverage

Indemnification coverage and/or provision of legal defense by the District will not apply unless
the actionable claim is of the type covered by the statute(s) and/or is not otherwise exempt from
coverage pursuant to law. Additionally, indemnification coverage and/or the duty to provide a defense
shall not arise where such action or proceeding is brought by or on behalf of the School District.

Paul D. Coverall Teacher Protection Act of 2001,

As authorized by the No Child Left Behind Act of

2001,

20 United States Code (USC) Section 6731 et seq.

Public Officers Law Section 18

Education Law Sections 1604(25) and (31b),

1709(26) and (34-b), 2560, 3023, 3028, and 3811
Adopted: 8/05/03: General Municipal Law Sections 6-n and 52
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SUBJECT: LEAVES OF ABSENCE

a)

b)

In general, leaves of absence:

1.
2.

Shall be administered by the Superintendent.

The Board reserves the right to grant leaves of absence for purposes or under conditions
not contemplated or considered in the policy statement.

Under laws and rules governing such action, the Board may undertake appropriate
disciplinary action where a leave of absence is falsely requested or improperly used.

Except by permission of the Superintendent, as expressed in writing, the purpose or
conditions of a leave of absence may not be altered.

Leaves of absence, contractual, et al:

1.

Employees who are members of a negotiating unit:

Authorization is granted to approve requests for leaves of absence submitted pursuant to
provisions of contracts in effect between the District and each bargaining unit.

Employees who are not members of a negotiating unit:

Authorization is granted to approve requests for leaves of absence submitted by such
employees where such requests are consistent with provisions of contracts in effect
between the District and the bargaining unit most compatible with the employment status
of the employee.

Employees who are under contract to the District:

Authorization is granted to implement provisions for leaves of absence contained in each
such contract.

Leaves of absence, unpaid, not covered in b) 1. above:

1.

Subject to limitations enumerated in this policy statement, authorization is granted for the
following unpaid leaves of absence.

(a) For a period of time not to exceed one (1) school year for approved graduate study,
such leave to include any required internship experience.

(Continued)
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SUBJECT: LEAVES OF ABSENCE (Cont'd.)

(b) At the expiration of a paid sick leave of absence, to extend such a leave of absence
for a period of time not to exceed the end of the school year next succeeding the
school year in which the paid leave of absence commenced.

2. Unpaid leaves of absence shall not be used to extend vacation periods, to take vacations, to
engage in other occupations, or to provide additional personal leaves, except that the
Superintendent shall have discretion, where circumstances warrant, to approve leaves of

absence for such purposes.

3.  Unpaid leaves of absence shall not be granted unless the services of a substitute employee,
satisfactory in the discretion of the Superintendent, can be secured.

4.  Except where it interferes with an employee's legal or contractual rights, the timing of
unpaid leaves of absence will be granted at the convenience of the District.

Military Leave

The District will comply with state and federal laws regarding military leave and re-employment.

Adopted: 8/05/03

The Uniformed Services Employment and
Reemployment Rights Act of 1994 (USERRA)
Education Law Sections 1709(16), 3005, 3005-a and -b
Civil Service Law Sections 71-73

Military Law Section 242 and 243

38 United States Code (USC) Sections 4301-4333
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SUBJECT: FAMILY AND MEDICAL LEAVE ACT

The Board of Education, in accordance with the Family and Medical Leave Act of 1993
(FMLA), gives "eligible" employees of the District the right to take unpaid leave for a period of up to
twelve (12) workweeks in a twelve-month period as determined by the District. The District will
compute the twelve-month period according to the following time frame: a "rolling" twelve-month
period will be used that is measured backward from the date an employee uses any FMLA leave.

Employees are "eligible" if they have been employed by the District for at least twelve (12)
months and for at least 1,250 hours of service during the previous twelve-month period. Full-time

teachers are deemed to meet the 1,250 hour test. The law covers both full-time and part-time
employees.

Qualified employees may be granted leave for one (1) or more of the following reasons:
a)  The birth of a child and care for the infant;

b) Adoption of a child and care for the infant;

¢) The placement with the employee of a child in foster care;

d) To care for a spouse, child or parent who has a serious health condition as defined by the
FMLA;

e) A serious health condition of the employee, as defined by the FMLA, that prevents the
employee from performing his/her job.

At the Board of Education's or employee's option, certain types of paid leave may be substituted
for unpaid leave.

An employee on FMLA leave is also entitled to have health benefits maintained while on leave.
If an employee was paying all or part of the premium payments prior to leave, the employee will
continue to pay his/her share during the leave period.

In most instances, an employee has a right to return to the same position or an equivalent
position with equivalent pay, benefits and working conditions at the conclusion of the leave.

(Continued)
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SUBJECT: FAMILY AND MEDICAL LEAVE ACT (Cont'd.)

The Board of Education has a right to thirty (30) days advance notice from the employee where
practicable. In addition, the Board may require an employee to submit certification from a health care
provider to substantiate that the leave is due to the serious health condition of the employee or the
employee's immediate family member. Failure to comply with these requirements may result in the
denial of FMLA leave. The Board may also require that an employee present a certification of fitness
to return to work when the absence was caused by the employee's serious health condition. The Board
of Education has the right to deny restoration to employment if the employee does not furnish the
certificate of fitness.

A notice which explains the FMLA's provisions and provides information concerning the
procedures for filing complaints of violations of the FMLA shall be posted in each school building.

Administration is directed to develop regulations to implement this policy, informing employees
of their rights and responsibilities under the FMLA.

Family and Medical Leave Act of 1993
Public Law 103-3
29 Code of Federal Regulations (CFR) Part 825

Adopted: 8/05/03
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SUBJECT: EMPLOYEE ASSISTANCE PROGRAM (EAP)

The District will provide an Employee Assistance Program for employees who are experiencing
personal difficulties. The purpose of the program is to assist employees in obtaining help to resolve
such problems in an effective and confidential manner. This program recognizes that the primary
obligation to seek assistance and to resolve the problem rests with the employee.

The Board recognizes that a wide range of problems that are not directly associated with an
employee's job function may have an effect on an employee's job performance. The problems may
involve physical illness, mental or emotional illness, alcohol abuse or alcoholism, drug abuse or
dependency, tobacco abuse or personal problems such as those of a marital, family, or financial nature.

NOTE: Refer also to Policies #3410 -- Code of Conduct on School Property
#6150 -- Alcohol, Drugs and Other Substances (School Personnel)
#6151 -- Drug-Free Workplace

Adopted: 8/05/03
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SUBJECT: FRINGE BENEFITS FOR NON-REPRESENTED SUPPORT STAFF

Support staff who are not represented by the Windham-Ashland-Jewett Support Staff
Association Collective Bargaining Agreement will be granted the same health insurance, retirement,
and retirement incentive benefits and all other benefits as those support staff covered by the current
agreement.

Adopted: 8/05/03



