HLCS Policy Manual

FOREWORD

Contained herein are the policy statements formulated by the Board of Education of the Hadley-
Luzerne Central School District.

Policy is defined as a basic plan of action. It establishes limits within which freedom of
judgment can be exercised.

Policy is a governing principle of management. It is a statement that has an effect on the
interests of those who come under its jurisdiction. A policy may originate from the constitution, from
statute, from local determinations and/or from customary patterns of formal behavior.

Policy should accomplish the following:

a) State a position taken by the District;

b) Grant the authority to act;

c¢) Be sufficiently detailed to give adequate direction;

d) Be achievable within the real environment of the school and community;

e) Provide for impartial procedures.

In addition to the adopted policies, the operation of the School District is governed by and
subject to all applicable Laws, Regulations of the Commissioner of Education, Civil Service
requirements, Board of Education Resolutions, School Administrative Regulations and Contracts of
Agreement.

If any part of this manual is made invalid by judicial decision or legislative or administrative
enactment, all other parts shall remain in full effect unless and until they are amended or repealed by
the Board of Education. The official record of the adoption, amendment, or repeal of the by-laws and

policies of the Hadley-Luzerne Central School District shall be the minutes of the meetings of the
Board of Education.



PHILOSOPHY STATEMENT

In preparing individuals to develop their fullest potential for living in the society of today and
tomorrow, the Board of Education and the staff of the School District:

L.

II.

I1I.

Recognize their responsibility to help meet the physical, intellectual and emotional needs
of children; particularly the needs to inquire, learn, think, and create; to establish aesthetic,
moral and ethical values; and to relate satisfactorily to others in social situations involving
family, work, government and recreation.

Accept primary responsibility for giving students a mastery of the basic skills of learning,
thinking and problem-solving; for teaching them to use the various media of self-
expression; for instilling in them a knowledge of the social and natural sciences; for
acquainting them with the richness of our heritage; and for stimulating them to productive
work in the various areas of human endeavor.

Acknowledge the importance of their supplemental role to the home and other social
agencies in developing habits and attitudes which make for effective personal living, the
maintenance of optimum physical and mental health, and the establishment of sound moral,
ethical, and aesthetic values.

Realizing that education, as here defined, is a lifelong process, the School System seeks to orient
its graduates toward various types of post-secondary education and further formal training and study
of many types; and to provide educational opportunities particularly suited to the needs of adults, both
as individuals and as citizens in a democracy.
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2007 1110

By-Laws

SUBJECT: SCHOOL DISTRICT AND BOARD OF EDUCATION LEGAL STATUS

The Constitution of New York State, as amended in 1894, instructs the Legislature to provide for
a system of free common schools wherein all children of the State may be educated.

The Legislature of the State has implemented this constitutional mandate through the creation of
school districts of various types. The Hadley-Luzerne Central School District is governed by the laws
set forth for Central School Districts in Article 37 of the Education Law, and by-laws relating to, or
affecting, Union Free School Districts as set forth in Article 35 of the Education Law and Common
School Districts as set forth in Article 33 of the Education Law.

The School District constitutes a corporate entity that possesses all the usual powers of a
corporation for public purposes, and in that name may sue and be sued, purchase, hold and sell
personal property and real estate, and enter into such obligations as are authorized by law.

The Constitution of the State of New York places the responsibility for public education on the
State Legislature, and directs the establishment of a State Department of Education for general
supervision over the schools and headed by a Commissioner of Education. The New York State
Constitution further provides that local public schools under the general supervision of the State
Education Department shall be maintained, developed and operated by locally elected boards. Legally,
local boards are instruments of the New York State Constitution, the New York Statutes and the
regulations of the State Education Department and its Commissioner.

New York State Constitution
Education Law Articles 33, 35, 37, 51 and 53



2007 1120

By-Laws

SUBJECT: BOARD OF EDUCATION AUTHORITY

As a body created under the Education Law of New York State, the Board of Education of the
Hadley-Luzerne Central School District has full authority, within the limitations of federal and state
laws and the Regulations of the Commissioner of Education and interpretations of them, to carry out
the will of the people of its District in matters of education.

In all cases where laws or regulations of the State Commissioner of Education do not provide,
permit, or prohibit, the Board shall consider itself the agent responsible for establishing and appraising
educational matters and activities.

Board members have no authority over school affairs as individuals. They have authority only
when acting as a body duly called in session. The Board will not be bound in any way by any
individual Board member's statement or action unless the Board, through an adopted policy or by a
majority vote of Board membership, has delegated this authority to the individual member.

Education Law Sections 1604, 1701, 1709, 1804, 1805, 2502
and 2503
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By-Laws

SUBJECT: NUMBER OF MEMBERS AND TERMS OF OFFICE

The Board of Education of the Hadley-Luzerne Central School District shall consist of five (5)
members elected by the qualified voters of the School District at the annual election as prescribed by
law.

Members of the Board of Education shall serve for three (3) years beginning July 1 following
their election and each term shall expire on the thirtieth day of June of the third year.

The terms of office shall be overlapping, with a minimum of one (1) seat up for election each
year. The terms of office of Board members shall not all expire in the same year.

Education Law Sections 1602, 1702(1), 1804(1), 2105 and
2502



2007 1210

By-Laws

SUBJECT: BOARD OF EDUCATION MEMBERS: QUALIFICATIONS

A Board of Education member of the Hadley-Luzerne Central School District must meet the following

qualifications:

a) A citizen of the United States;

b)  Eighteen (18) years of age or older;

c) Able to read and write;

d) A legal resident of the District for a continuous and uninterrupted period of at least one (1)
year prior to the election;

e) Cannot be an employee of the Hadley-Luzerne Central School District;

f)  The only member of his/her family (that is, cannot be a member of the same household) on
the Hadley-Luzerne Central School District Board;

g)  May not simultaneously hold another incompatible public office, including, but not limited
to Superintendent, tax collector, treasurer or librarian, or an employee of the Board.
However, a Board member may be appointed clerk of the Board and of the District.

h)  Must not have been removed from a school district office within one (1) year preceding the

date of appointment or election to the Board.

Education Law Sections 1804(1), 1950(9), 2101, 2102,
2103, 2103-a, 2130(1), and 2502(7)

Public Officers Law Section 3

Town Law Section 23(1)

Adopted: 7/30/07
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By-Laws

BOARD OF EDUCATION MEMBERS: CANDIDATES AND CAMPAIGNING
Nominations

Candidates for the office of member of the Board of Education shall be nominated by petition.
Such petition shall be directed to the District Clerk, shall contain the signatures and addresses of at
least 25 qualified voters of the district or two percent of the voters who voted in the previous election,
whichever is greater, and shall state the name and residence of the candidate. Each petition shall be
filed with the District Clerk not later than 30 days preceding the Annual Meeting and Election at
which the candidates so nominated are to be elected.

The District Clerk will supervise the procedure used to establish the order of names on the
ballot. The Board may reject nominations if the candidate is ineligible or has declared an
unwillingness to serve.

Reporting Expenditures

If a candidate’s campaign expenditures exceed $500, the candidate must file a sworn statement
with both the district clerk and the commissioner of education itemizing their expenditures and
contributions received. The statement must list the amounts of all money or other valuable things paid,
given, expended or promised by the candidate, or incurred for or on the candidate’s behalf with his or
her approval.

A candidate who spends $500 or less is only required to file a sworn statement with the district
clerk indicated this to be the case. No other campaign expenditure statement is required.

An initial statement must be filed at least 30 days before the election, a second statement must
be filed on or before the fifth (5™) day preceding the election and a final statement must be filed within
20 days after the election.

Electioneering

Electioneering during the hours of any vote is prohibited within the polling place or within 100
feet of any such polling place. Electioneering includes the display or distribution of any banner, poster,
placard, button, or flyer, on behalf of or in opposition to any candidate or issue to be voted upon.

Ref:  Education Law §§2018; 2031-a

Adoption date: 7/30/07
Revised: 12/5/2016
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By-Laws

SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS

Each candidate for the position of member of the Board of Education whose expenses and/or
contributions received exceed five hundred dollars ($500) must file a statement accounting for his/her
campaign expenditures and contributions with the District Clerk and an additional statement with the
Commissioner of Education. In the event the expenses do not exceed five hundred dollars ($500) and
the aggregate amount of all contributions made to the candidate do not exceed $500, then a sworn
statement to that effect must only be filed with the District Clerk.

Required contribution statements shall include:

a)

b)
©)

d)

g)

h)

The dollar amount and/or fair market value of any receipt, contribution or transfer which is
other than money;

The name and address of the transferor, contributor or person from whom received;

If that transferor, contributor or person is a political committee as defined in Section 14-
100 of the Election Law;

The name and political unit represented by the committee;
The date of receipt;
The dollar amount of every expenditure;

The name and address of the person to whom the expenditure was made, or the name of
and political unit represented by the committee to which it was made; and

The date of the expenditure.

The times for filing the statements are as follows:

a)
b)

c)

The first statement on or before the thirtieth day preceding the election to which it relates;
A second statement on or before the fifth day before the election;

A third statement within twenty days after the election.

Any contribution or loan in excess of $1000 received after the close of the period covered in the
last statement filed before the election (b above) but before the election itself shall be reported within
24 hours after receipt.

(Continued)
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SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS (Cont'd.)

All statements must be sworn before a notary public, a commissioner of deeds, or a public
official authorized by New York State law to administer oaths.

Education Law Sections 1528 and 1529
Election Law Section 14-100(1)

Adopted: 7/30/07
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By-Laws

SUBJECT: RESIGNATION AND DISMISSAL

Board members may resign at a District meeting of residents (i.e., the annual meeting, not a
regular Board of Education meeting) or by filing a written resignation with the District Superintendent
of the Supervisory District who must endorse his/her approval and file the resignation with the District
Clerk.

Alternatively, a Board member may resign under Public Officers Law Section 31 by filing a
written resignation with the District Clerk. The Clerk must then notify the School Board and the State
Board of Elections.

A resignation may be withdrawn only with the consent of the person to whom the resignation
was delivered (i.e., the District Clerk or BOCES District Superintendent). The School Board has no
authority to act upon a request to withdraw a resignation.

The resignation shall take effect upon the date specified in the letter of resignation; however, if
no effective date is specified, it shall take effect on the date of delivery to or filing with the District
Clerk. If an effective date is specified in the letter of resignation, such date shall not be more than
thirty (30) days subsequent to the date of its delivery or filing.

It shall be the duty of each member of the Board of Education to attend all meetings of the Board
and, if any member shall refuse to attend three (3) consecutive meetings of the Board after having
been regularly notified and a satisfactory cause for each non-attendance is not shown, the Board will
proceed to declare that office vacant.

A Board member may be removed from office by the Commissioner of Education for willful
violation of any provision of law, neglect of duty, or willfully disobeying any decision, order or
regulation of the Commissioner. The Board of Education may also remove a Board member for
misconduct relating to the exercise of authority as a Board member. A written copy of all charges
made of such misconduct must be served upon the Board member at least ten (10) days before the time
designated for a hearing on the charges; and the Board member shall be allowed a full and fair
opportunity to refute such charges before removal.

In the event of death, resignation, removal from office or from the School District, or refusal to
serve of a Board member, the District has the power and duty to fill the vacancy. If the Board chooses
to fill the vacancy by appointment, the appointment requires a majority vote of the full Board and shall
be only for a term ending with the next annual election of the School District at which time such
vacancy shall be filled in a regular manner for the balance of the unexpired term.

The Board, at its own option, may instead call a special election within ninety (90) days to fill
the unexpired term. If not filled by Board appointment or special election, the District Superintendent
of the Supervisory District may appoint a competent person to fill the vacancy until the next annual
election. Alternatively, the Commissioner of Education may order a special election for filling a
vacancy. When such special election is ordered, the vacancy shall not be otherwise filled.

(Continued)

2007 1240
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By-Laws

SUBJECT: RESIGNATION AND DISMISSAL (Cont'd.)

A person elected or appointed to fill a vacancy shall take office immediately upon filing the oath
of office.

A Board member who has been removed from office shall be ineligible to appointment or
election to any office in the District for a period of one (1) year from the date of such removal.

Education Law Sections 306, 1607, 1706, 1709(17)(18),
1804(1), 2103(2), 2109, 2111, 2112, 2113, 2502, 2503
and 2553

Public Officers Law Sections 30, 31 and 35

Adopted: 7/30/07
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By-Laws

SUBJECT: POWERS AND DUTIES OF THE BOARD

As a Central School District, the Board of Education shall have powers and duties as set forth in
New York State Education Law, principally Articles 33, 35 and 37, and other applicable Federal and
State laws and regulations. In general, the Board shall have in all respects the superintendence,
management and control of the educational affairs of the District and shall have all the powers
necessary to exercise these powers expressly granted to it by the laws of New York State and the
Commissioner of Education.

Education Law Sections 1604, 1709, 1804 and 2503

NOTE:  Refer also to Policy #6540 -- Defense and Indemnification of Board Members and
Employees

Adopted: 7/30/07
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By-Laws

SUBJECT: NOMINATION AND ELECTION OF BOARD OFFICERS

Officers of the Board of Education shall be nominated and elected by the simple majority of the
Board at its Annual Organizational Meeting for a term of one (1) year. They will take their oath as
officers at this meeting along with newly elected members.

The elected officers of the Board of Education are:

a)  President;

b)  Vice President.

Education Law Sections 1701, 2105(6) and 2502

Adopted: 7/30/07
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By-Laws

SUBJECT: DUTIES OF THE PRESIDENT OF THE BOARD OF EDUCATION
The President's duties include the following:
a) To preside at all meetings;
b)  To act as Chief Fiscal Officer of the Board,
c) To execute all documents on behalf of the Board,
d)  To appoint all standing and ad hoc committees;
e) To act as an ex-officio member of all committees;

f)  To call special meetings he/she considers necessary or on request of one member of the
Board;

g)  To vote together with other members of the Board;
h)  To perform the usual and ordinary duties of the office.

The President will have the right, as other members of the Board, to offer resolutions, to discuss
questions and to vote thereon.

Education Law Section 1701
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By-Laws

SUBJECT: DUTIES OF THE VICE PRESIDENT OF THE BOARD OF EDUCATION

The Board of Education may, in its discretion, elect one (1) of its members Vice President who
shall have the power to exercise the duties of the President in case of the absence or disability of the
President. In case of vacancy in the office of the President, the Vice President shall act as President

until a President is elected.

Education Law Section 1701
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1330 APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION
Administration of Oath

The District Clerk shall administer the oath of office to newly elected and re-elected Board
members. Such oath shall conform to Article XIII-1 of the New York State Constitution, and Section
10 of the Public Officers Law; the Clerk shall countersign the oath. No new or re-elected Board
member shall be permitted to vote until he/she has taken the oath of office. The oath shall be filed with
the District Clerk.
Appointments
The Board is authorized to appoint individuals to positions which will facilitate the meeting of its

responsibilities to the State, the School System, and the community. These appointments usually take
place at the Annual Organizational Meeting.

The following shall be appointed annually:
a)  District Clerk;
b)  District Treasurer;
c) Deputy District Treasurer;
d) Tax Collector/Deputy Collector;
e) External (Independent) Auditor;
f)  Central Treasurer, Extraclassroom Activity Account.
The following must be appointed but need not be reappointed annually:
a)  Director of School Health Services (District Physician/Nurse Practitioner);
b)  Attendance Officer;
c¢) Committee on Special Education and Committee on Preschool Special Education,;
d) Records Access/Management Officer;

e) Asbestos Hazard Emergency Response Act (AHERA) Local Educational Agency (L.E.A.)
designee;

f)  Title IX/Section 504/ADA Compliance Officer;
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Page 2 of 3

g) Liaison for Homeless Children and Youth;
h)  Chemical Hygiene Officer.
1) DASA (Dignity for All Students Act)
Coordinator The following may also be appointed:
a)  School Attorney;
b) Claims Auditor;
c) Internal Auditor;
d) Insurance Consultant.
Designations
The following designations shall be made by the Board of Education at the Annual Organizational
Meeting in July:
a)  Designation of date/time and place for regular meetings of the Board of Education;
b)  Petty Cash Fund(s);
c) Official Newspaper(s);
d) Official Bank Depositories;
e) Official Bank Signatories;
f)  Purchasing Agent;
g)  Certifier of Payrolls;
h) Educational Official designated to receive court notification regarding a student's

sentence/adjudication in certain criminal cases and juvenile delinquency proceedings;

i)

School Pesticide Representative.

Authorizations

a) Approval of attendance at conferences, conventions, workshops, and the like;

b) Superintendent to approve budget transfers within limits prescribed by Commissioner's Regulation
Section 170.2 and Board guidelines;

¢) Superintendent to apply for Grants in Aid (State and Federal) as appropriate;

d) Establish mileage reimbursement rate;

e)  Establish meal reimbursement rate;

f)  Establish annual tuition rate;
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Page 3 of 3
g) Approval of bonding of designated District officers, Board members, and staff members as
applicable;
h) Authorization of Chief School Officer, in extenuating circumstances, to issue checks without
prior Board approval, up to the amount designated by the Board of Education;
1) Authorization of District Clerk and District Treasurer to issue checks in the payment for all
bond issues.
1) Authorization of District Treasurer to transfer moneys from the General Fund for the purpose

of investing surplus moneys per guidelines of the State Comptroller's Office and upon review and
approval of the Superintendent of Schools;

k)  Issue of receipts by District Treasurer for all moneys received by him/her;
1)  Establish a method of reporting by District Treasurer;
m) Issue of vouchers and payroll checks;

n)  Appointment of the following committees:
1. Athletic;
Committee on Special Education;
Negotiations;
Finance/Audit;
Policy/Programs;
Scholarship;
Technology;
Facilities/Buildings and Grounds;

NIk

0)  Other(s) as deemed appropriate/necessary.

McKinney-Vento Homeless Education Assistance Act,
Section 722, as reauthorized by the No Child Left
Behind Act of 2001

Education Law Sections 305(31), 1709 and 2503

29 Code of Federal Regulations (CFR) 1910.1450

Adopted: 7/30/07
Revised date I: 3/17/08
Revised date 1I: 2/25/13
Revised date I11I: 5/13/13



2007 1331

By-Laws

SUBJECT: DUTIES OF THE DISTRICT CLERK

The District Clerk will be appointed by the Board at its Annual Organizational Meeting and will
serve for a period of one (1) year. The Clerk's duties include the following:

a)

b)

g)

h)
i
i)
k)

Attends all meetings of the Board and keeps a record of its proceedings and records, by
name, those in attendance;

Prepares minutes of the meetings of the Board, obtains approval of the minutes by the
Board at the next meeting, signs the minutes to signify their official standing and forwards
copies of the minutes to each member of the Board of Education;

Sends notices of special meetings to members of the Board; contacts and communicates
with members as required;

Sees that the proper legal notices and announcements are published on all specifications
and items out on bid, in accordance with state law;

Maintains an up-to-date record of Board policies and by-laws;

Delivers to, and collects from, the President (or Vice President) such papers for signature as
may be necessary;

Distributes notices to the public announcing availability of copies of the budget to be
presented at the Annual District Meeting in compliance with the requirements of the State
Education Law;

Administers oaths of office, as required by Section 10, Public Officers Law;

Gives written notice of appointment to persons appointed as inspectors of election;

Calls all meetings to order in the absence of the President and Vice President;

Assumes other duties customary to the office.

The above duties of the District Clerk are not intended to be complete but should serve as a
comprehensive guide in undertaking the duties of this office. The District Clerk shall perform such
other duties as may be assigned from time to time by the Board.

Education Law Section 2121
Public Officers Law Section 104
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL DISTRICT TREASURER

The Treasurer is appointed by the Board of Education at the Annual Organizational Meeting and
will be covered by a blanket bond. In addition to the routine duties of accounting, filing, posting and
preparing reports and statements concerning District finances, the District Treasurer shall perform
other specific tasks as follows:

a)

b)
c)

d)

Acts as custodian of all moneys belonging to the School District and lawfully deposits
these moneys in the depositories designated by the Board;

Pays all authorized obligations of the District as directed;

Maintains proper records and files of all checks, and approved payment of bills and
salaries;

Makes all such entries and posts all such financial ledgers, records and reports as may be
properly required to afford the District an acceptable and comprehensive financial
accounting of the use of its moneys and financial transactions;

Signs all checks drawn on District fund accounts provided that the District's Claims
Auditor has attested to the authority to issue the check based upon proper evidence of a
charge against the District's funds;

Assumes other duties customary to the office.

Duties:
Education Law Sections 2122 and 2523
Bond:
Education Law Section 2130, Part 5
8 New York Code of Rules and Regulations (NYCRR)
Sections 170.2(0) and 170.2(p)
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By-Laws

SUBJECT: DUTIES OF THE TAX COLLECTOR/DEPUTY COLLECTOR

The Tax Collector/Deputy Collector is appointed annually by the Board of Education and shall
be covered by a bond. It shall be the responsibility of the District Tax Collector/Deputy Collector to
perform the following duties:

a)
b)

c)

d)

g)

Prepares and mails tax notices;
Uses suitable printed tax receipt forms as prescribed by the State Tax Commission;

Collects taxes in the amount of the warrant, upon the issuance of the tax warrant by the
Board of Education and penalty fees in accordance with the terms of such warrant;

Turns over daily to the School District Treasurer all money collected by virtue of any tax
list and warrant issued;

Submits a report, certified by him/her to the Board of Education, showing the amount of
taxes and fees collected along with the unpaid listing. The combination of taxes collected
and uncollected shall equal the amount of the warrant;

Turns over to the County Treasurer, prior to November 15, a list of unpaid taxes;

Carries out such other duties of the position as prescribed in Education Law, Real Property
Tax Law, or as established by the Regulations of the Commissioner of Education.

Education Law Sections 2126, 2130 and 2506

Real Property Tax Law Sections 922, 924, 1322, 1330 and
1338

8 New York Code of Rules and Regulations (NYCRR)
Section 170.2
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By-Laws

SUBJECT: DUTIES OF THE EXTERNAL (INDEPENDENT) AUDITOR

The Board by law shall obtain an annual audit of its records by an independent certified public
accountant (CPA) or an independent public accountant (PA). The audit shall also include all
extraclassroom activity funds. The independent accountant shall present the report of the annual audit
to the Board. The Board shall adopt a resolution accepting the audit report and file a copy of the
resolution with the Commissioner. The District will also file the audit report with the Commissioner
for a specific school year by October 15 of the following school year. In addition to the annual audit,
the District shall be subject to State audits conducted by the State Comptroller.

In addition, the independence and objectivity of the auditor may be enhanced when the Board of
Education and Audit Committee perform an oversight role with respect to the hiring and performance
of the auditor, as required by law.

In accordance with law, no audit engagement shall be for a term longer than five (5) consecutive
years. The District, may, however, permit an independent auditor engaged under an existing contract
for such services to submit a proposal for such services in response to a request for competitive
proposals or be awarded a contract to provide such services under a request for proposal process.

Duties and Responsibilities

The independent auditor must conduct the audit in accordance with Generally Accepted
Government Auditing Standards (GAGAS) issued by the Comptroller General of the United States.
Standards of GAGAS are organized as general, fieldwork, and reporting.

Below are some important considerations the District shall expect of the auditor in preparing the
audit; however, they should not be considered all-inclusive or a substitute for the auditor's professional
judgment.

a) Independence: The auditor must document that he/she is independent of the District and free of
personal and external impairments. The auditor must establish an internal quality control system
to identify any personal and external impairment and assure compliance with GAGAS
independence requirements.

b) Internal Quality Control System: The auditor must document that his/her internal quality control
processes adequately demonstrate compliance with government auditing standards. He/she must
establish an organizational structure, policies and procedures to provide reasonable assurance of
complying with applicable standards governing audits.

c¢) Internal Controls: The auditor must obtain a sufficient understanding of the District's internal
controls and document such understanding covering the five interrelated components: the control
environment, risk assessment, control activities, information and communication, and
monitoring.

(Continued)
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SUBJECT: DUTIES OF THE EXTERNAL (INDEPENDENT) AUDITOR (Cont'd.)

d) Planning and Supervision: The auditor's work is to be properly planned and supervised and
consider materiality in order to provide reasonable assurance of detecting misstatements
resulting from direct and material illegal acts and material irregularities to financial statements.
The auditor should also be aware of the possibility that indirect illegal acts may have occurred.

e) Audit documentation: In order to meet the GAGAS requirements, the audit documentation
should provide a clear understanding of its purpose, the source, and the conclusions the auditor
reached. It should be organized to provide a clear link to the findings, conclusions, and
recommendations contained in the audit report.

f)  Reporting on Internal Controls and Compliance: The auditor must report on and present the
results of his/her testing of the District's compliance with laws and regulations and its internal
controls over financial reports in light of irregularities, illegal acts, other material
noncompliance, significant deficiencies, and material weaknesses in internal controls.

Generally Accepted Government Auditing Standards (GAGAS) Sections 3.50-3.54, 4.03, 4.19-4.24, and
5.07-5.20

Education Law Section 1709 (20-a) and 2116-a

General Municipal Law Sections 33 and 104-b

8 New York Code of Rules and Regulations (NYCRR) Sections 170.2, 170.3 and 170.12

Adoption Date: 7/30/2007
Revised Date: 2/28/2011
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By-Laws

SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR

The Board may adopt a resolution establishing the appointment of a Claims Auditor who shall
hold the position subject to the pleasure of the Board and report directly to the Board on the results of
audits of claims. The Board may require that the Claims Auditor report to the Clerk of the District or
the Board, or to the Superintendent for administrative matters such as workspace, time and attendance.

School Boards may at their discretion adopt a resolution establishing the office of Deputy
Claims Auditor to act as the Claims Auditor in the absence of the Claims Auditor. A Board may, by
resolution, abolish the position of Deputy Claims Auditor at any time. The same eligibility
requirements/qualifications that apply to a Claims Auditor apply to the Deputy Claims Auditor.
Qualifications

The Claims Auditor must have the necessary knowledge and skills to effectively audit claims
including experience with purchasing, bidding and claims. The Claims Auditor must be bonded prior
to assuming his/her duties.

No person shall be eligible for appointment to the office of Claims Auditor who shall be:

a) A member of the Board;

b)  The Clerk or Treasurer of the Board;

c) The Superintendent or official of the District responsible for business management;

d)  The Purchasing Agent;

e) Clerical or professional personnel directly involved in accounting and purchasing functions
of the District or under the direct supervision of the Superintendent;

f)  The individual or entity responsible for the internal audit function (the Internal Auditor);

g) The External (Independent) Auditor responsible for the external audit of the financial
statements;

h) A close or immediate family member of an employee, officer, or contractor providing
services to the District. A "close family member" is defined as a parent, sibling or
nondependent child; an "immediate family member" is a spouse, spouse equivalent, or
dependent (whether or not related).

The Claims Auditor is not required to be a resident of the District and shall be classified in the
civil service exempt class.

(Continued)
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By-Laws

SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR (Cont'd.)

The Board may delegate this claims audit function by using inter-municipal cooperative
agreements, shared services through a Board of Cooperative Educational Services, or independent
contractors, providing that the individual or organization serving as independent contractor meets the
following standards for independence between the Claims Auditor and the District:

a)  Has no other responsibilities related to the business operations of the School District;

b) Has no interest in any other contracts with, and does not provide any goods or services to,
the School District; and

c) Is not a close or immediate family member of anyone who has responsibilities related to
business operations of the School District, or has an interest in any other contracts with the
District. A "close family member" is defined as a parent, sibling or nondependent child; an
"immediate family member" is a spouse, spouse equivalent, or dependent (whether or not
related).

If a School District delegates the claims audit function using an intermunicipal cooperative
agreement, shared service or an independent contractor, the School Board remains responsible for
auditing all claims for services from the entity providing the delegated Claims Auditor, either directly
or through a delegation to a different independent entity.

Valid claims against the District shall be paid by the Treasurer only upon the approval of the
Claims Auditor. The Claims Auditor shall certify that each claim listed on the warrant was audited and
payment was authorized. He/she shall:

a) Examine all claim forms with respect to the availability of funds within the appropriate
codes and adequacy of evidence to support the District's expenditure;

b) Meet such other requirements as may be established by the Regulations of the
Commissioner of Education and/or the Comptroller of the State of New York.

Education Law Sections 1604(35), 1709(20-a), 2526 and 2554(2)
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(c)

Adoption Date: 7/6/07
Revised: September 15, 2008

Revised: June 18,2012
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By-Laws

SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITY ACCOUNT CENTRAL

TREASURER

The Extraclassroom Activity Account Central Treasurer is appointed by the Board of Education
and is responsible for the supervision of the extraclassroom activities funds.

The Treasurer's duties include the following:

a)
b)

©)
d)

e)

Countersigns all checks disbursing funds from the Extraclassroom Activities Account;

Provides general supervision to ensure that all receipts are deposited and that
disbursements are made by check only;

Maintains records of all receipts and expenditures;
Submits records and reports to the Board as required;

Assumes other duties customary to the position.

8 New York Code of Rules and Regulations (NYCRR)
Part 172

Adopted: 7/30/07
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY

The Board of Education will appoint a School Attorney for the District. The Attorney must be
admitted to the bar of New York State. The Attorney will be the legal advisor to the Board. In that
capacity, the Attorney's duties will be:

a)
b)

c)

d)

i)
)

To attend, upon request, regular monthly public meetings of the Board, and other meetings
at the request of the President;

To work with the Board, President and Superintendent with respect to all legal matters
relating to the District, including, but not limited to, interpretation of the Education Law of
the State of New York, and all other statutes, rules or regulations affecting the District;

To be easily accessible to the Board and the Superintendent of Schools (and, at the
discretion of the Superintendent, to his/her administrative staff), with respect to legal
matters issuing out of the day-to-day administration of the District;

To review and to represent the District in the preparation of any and all contracts which the
District may be obliged to execute (other than purchase orders usually issued for the
purchase of goods, equipment and services);

To review all legal notices prepared by the District Offices for publication;

To represent the District in matters of litigation;

To review the legality of all rules or regulations to be adopted by the Board;

To survey the procedures and notices involving the organizational plans for the Annual
Meeting;

To review and advise with respect to any process served upon the District; and

To recommend the retainment of such special counsel as he/she may deem necessary in the
circumstances, subject to the approval of the Board.

The District, when seeking to retain a School Attorney, will first locate prospective qualified
lawyers/law firms by:

a)
b)

Checking listings of lawyers/law firms; or
Making inquiries of other districts or other appropriate sources.

The District will then prepare a well-planned, written request for a proposal which will contain
critical details of the services sought and submit this request to prospective applicants.

In selecting a School Attorney, the District will consider the cost of a retainer (or hourly fee), as
well as such other factors as:

a)
b)
©)
d)

The special knowledge or expertise of the lawyer/law firm;
The quality of the service provided by the lawyer/law firm;
The staffing of the lawyer/law firm; and

The lawyer's/law firm's suitability for the District's needs.

The District will maintain documentation of the written proposals submitted by lawyer/law firm
applicants for the position of School Attorney.

(Continued)
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY (Cont'd.)

The Attorney shall receive a retainer (or hourly fee, as per a written agreement between the
District and the Attorney) for the school year in such amount as shall be agreed upon between the
Board and the Attorney as of the Organization Meeting each school year.

In addition to the annual retainer (or hourly fee), the Attorney shall be reasonably compensated

for:

Adopted: 7/30/07

a)

All services rendered in connection with
litigation and appeals to the Commissioner
of Education, state or federal courts,
brought by or against the District, the
Board or the Superintendent;

All services rendered in connection with bond issues
or similar financial transaction;

Assistance in contract negotiations with
representatives of employees and in the
drafting of negotiated contracts;

Legal services with respect to any
grievances that may be filed by employees
or their representatives;

Tenure and related type hearings; and

Such services as shall not be reasonably
included within the specified duties
enumerated as attorney duties.
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL PHYSICIAN/NURSE PRACTITIONER

The school physician/nurse practitioner shall be appointed by the Board of Education. The duties of the
school physician/nurse practitioner shall include, but are not limited to, the following:

a)
b)

c)
d)

e)

f)

g)

h)

Performs professional medical services in the examination and care of school children;

Performs routine examinations of school children to detect the presence of contagious diseases
and physical defects;

Serves as an on call member on the Committee on Special Education;
Reports to the Board on school health services;

Coordinates scheduling for physical examinations to all students participating in interscholastic
athletics;

Provides final medical clearance for a return to physical activity for all students suspected of a
mild traumatic brain injury;

Develops the program of health service in accordance with policies approved by the Board and as
directed by the Superintendent of Schools;

Conducts physical exams for all bus drivers and substitutes prior to employment and annually
thereafter;

Conducts a medical evaluation on any employee at the request of the Board of Education.

8 NYCRR Section 136.5
Education Law Sections 902, 913 and 6902

Adoption Date: 7/30/2007
Revised: 11/19/2012
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By-Laws

SUBJECT: POLICY

The Board of Education shall reserve to itself the function of providing guides for the
discretionary action of those to whom it delegates authority. The Superintendent shall act as an advisor
to the Board in the adoption and approval of written Board policies. The Board shall seek input from
the staff and community where appropriate. These guides for discretionary action shall constitute the
policies governing the operation of the School System.

The formulation and adoption of these written policies shall constitute the basic method by
which the Board of Education shall exercise its leadership in the operation of the School System. The
study and evaluation of reports concerning the execution of its written policies shall constitute the
basic method by which the Board of Education shall exercise its control over the operation of the
School System.

Policies may be proposed for adoption, change, or repeal at any regular or special Board meeting
by any member of the school community. When a proposed policy is suggested by anyone other than a
Board member or the Superintendent of Schools, he/she shall submit it in writing to the Board at least
one (1) week in advance of a meeting.

The adoption or amendment of a written policy shall occur only after the proposal has been
moved, discussed and voted on affirmatively at two (2) separate meetings of the Board of Education
(i.e., the "first reading" and the "second reading"). The policy draft may be amended at the second
meeting. By a majority vote, the Board may waive the "second reading" and complete the adoption of
the proposed policy at its "first reading."

The formal adoption of written Board policy shall be recorded in the official minutes of the
Board. Such written Board policy shall govern the conduct and affairs of the District and shall be
binding upon the members of the educational community in the District.

Policy Dissemination

The Board of Education recognizes the need for widespread familiarity with District policies and
regulations, and therefore directs the Superintendent of Schools to implement the following:

a) Maintain an updated policy manual that takes precedence over all previous manuals, and be
responsible for its presence at all Board meetings;

b) Issue to each Board member, for the duration of his/her term, a complete and updated
policy manual in an appropriate binder and/or provide online access to the District's policy
manual;

c) Ensure that personnel are familiar with Board policies and administrative regulations which
affect them, directly or indirectly. The Board requires that all employees sign a statement
that they have read and understood the policy manual, or appropriate sections thereof;

(Continued)
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By-Laws

SUBJECT: POLICY (Cont'd.)

d) Desseminate Board policies and manuals to all concerned, as he/she deems appropriate
and/or necessary and/or provide online access to the policy manual;

e) Place a copy of the District policy manual in every school library, school office, District
office, the public library and other central locations to ensure that the District policies are
available to the public and/or provide online access to the policy manual in such locations.

Policy Review and Evaluation

It shall be the Board's responsibility to keep its written policies up-to-date so that they may be
used consistently as a basis for Board action and administrative decision.

The Board directs the Superintendent of Schools to bring to its attention any policy areas in need
of revision or new development. The Board shall review the manual at least once every three (3) years
to ensure that the manual is up-to-date. The Board shall note those policies which must be reviewed
even more frequently (e.g., Policy #5220 -- District Investments and Policy #5410 -- Procurement of
Goods and Services).

The Board will review portions of the policy manual so that the entire policy manual will be
reviewed once every three (3) years.

The District Clerk will submit all policy updates and changes to each Board Member and all
locations which have a copy of the policy manual as noted above, as updates and changes occur.

Suspension of Policies

The policies and by-laws of the Board of Education shall be subject to suspension only upon a
majority vote of all Board members, with the proposed suspension described in writing prior to the
meeting or upon a unanimous vote of all members of the Board when no such written notice has been
given.

Education Law Sections 1604(9), 1709(1), 1709(2) and
2503(2)
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By-Laws

SUBJECT: EXECUTION OF POLICY: ADMINISTRATIVE REGULATIONS

The Board shall delegate to the Superintendent the function of specifying required actions and
designing the detailed arrangements under which the schools will be operated. These rules and these
detailed arrangements shall constitute the administrative regulations governing the schools. They must
in every respect be consistent with the policies adopted by the Board. The Board shall be kept
informed periodically of changes in administrative regulations. The Board may review any regulation
at its discretion to determine whether the regulation conforms with adopted policy.
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By-Laws

SUBJECT: REGULAR BOARD MEETINGS

All Board of Education meetings must be open to the public except those portions of the
meetings which qualify as executive sessions. A "meeting" is defined as an official convening of a
public body for the purpose of conducting public business and a "public body" is defined as an entity
of two (2) or more persons which requires a quorum to conduct public business, including committees
and subcommittees.

Whenever such a meeting is to take place, there must be at least seventy-two (72) hours advance
notice in accordance with the provisions of the Open Meetings Law. Notice of other meetings shall be
given as soon as is practicable in accordance with law.

If videoconferencing is used to conduct a meeting, the public notice for the meeting shall inform
the public that videoconferencing will be used, identify the locations for the meeting, and state that the
public has the right to attend the meeting at any of the locations.

Regular meetings of the Board of Education of Hadley-Luzerne Central School District shall
take place on the day and time designated by the Board at the Annual Organizational Meeting, except
as modified at subsequent meetings of the Board.

It is the responsibility of the Superintendent to prepare the agenda and review it with the Board
President for each meeting of the Board. The agenda for each meeting shall be prepared during the
week prior to the meeting. The agenda shall be distributed to Board members no later than the Friday
before such regular meeting. Whenever the President or other members of the Board wish to bring a
matter to the attention of the Board, such request should be made to the Superintendent so that the
same can be placed on the agenda. Whenever individuals or groups wish to bring a matter to the
attention of the Board, such request shall be addressed in writing to the Superintendent. The
Superintendent shall present such matter to the Board.

The District Clerk shall notify the members of the Board of Education in advance of each regular
meeting. Such notice, in writing, shall include an agenda and the time of the meeting.

In the event that a meeting date falls on a legal holiday, interferes with other area meetings, or
there is an inability to attend the meeting by Board members to the extent that a quorum would not be
present, the Board shall select a date for a postponed meeting at the previous regular meeting, and
shall direct the Clerk to notify all members.

Any meeting of the Board may be adjourned to a given future date and hour if voted by a
majority of the Board present.

(Continued)
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By-Laws

SUBJECT: REGULAR BOARD MEETINGS (Cont'd.)
The Superintendent and members of his/her staff at the Superintendent's discretion shall attend
all meetings of the Board. The Superintendent shall attend all executive session meetings of the Board

except those that concern his/her evaluation, employment status, and salary determination. The Board
may request the attendance of such additional persons as it desires.

Education Law Sections 1708 and 2504
Public Officers Law Article 7

NOTE:  Refer also to Policy #1520 -- Special Meetings of the Board of Education

Adopted: 7/30/07
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1511 AGENDA FORMAT

E

1.

10.

11.

12.

13.

or Regular Board Meetings, the Following Format is used:

Call to Order;
Pledge of Allegiance;

Student Comments;

The Hadley-Luzerne Board of Education welcomes district students and other interested persons to its meeting. It
is our goals to work together to create an environment of high expectations, high performance and constant
improvement, yielding excellent results. Community involvement at board meetings is encouraged so that the
board can better understand and represent the views of its constituents. Please be aware that by law individual
student information or particular personnel issues cannot be discussed at public sessions of the board. Please
reserve comments or questions for the designated time on the agenda. When recognized by the Board President,
please state your name and town of residence. Statements are restricted to a maximum of two minutes and
speakers will be notified by the Board President when their time has expired. The Board President reserves the
right to extend the speakers comment time, if there is no objection. The board and the district staff take public
comment very seriously and careful notes of questions and concerns expressed will be taken. However, the board
generally does not respond while the meeting is in public session. The board asks the public’s cooperation in
maintaining a safe and respectful decorum and the Board President does reserve the right to limit individual
comments if it is deemed necessary. Thank you

Correspondence;
Presentation/Discussion/Administrative Comments:
Old Business;

New Business;

Personnel,;
A. Retirements/Resignations
B. Appointments - HLTA
C. Appointments - CSEA
D. Appointments - Other

Schedule of Bills;

CSE Recommendations;

Treasurer's Report;

Other Action Items;

Public Comments;

The Hadley-Luzerne Board of Education welcomes district residents, parents and other interested persons to its

meeting. It is our goals to work together to create an environment of high expectations, high performance and
constant improvement, yielding excellent results. Community involvement at board meetings is encouraged so that
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the board can better understand and represent the views of its constituents. Please be aware that by law individual
student information or particular personnel issues cannot be discussed at public sessions of the board. Please
reserve comments or questions for the designated time on the agenda. When recognized by the Board President,
please state your name and town of residence. Statements are restricted to a maximum of two minutes and
speakers will be notified by the Board President when their time has expired. The Board President reserves the
right to extend the speakers comment time, if there is no objection. The board and the district staff take public
comment very seriously and careful notes of questions and concerns expressed will be taken. However, the board
generally does not respond while the meeting is in public session. The board asks the public’s cooperation in
maintaining a safe and respectful decorum and the Board President does reserve the right to limit individual
comments if it is deemed necessary. Thank you.

14. Administrative/Board Comments;
15. Adjournment

The regular order of business may be changed at any meeting (and for that meeting only) by an affirmative vote
of a majority of Board members voting for the proposed change in the regular order of business.

For special and emergency meetings, the regular meeting agenda format shown above may be shortened and/or
adapted to fit the purpose of the meeting.

Board of Education Committee Meeting

Committee meetings will be held at 6:30

p-m.

Except in emergencies, the Board of Education shall not attempt to decide upon any question under
consideration before examining and evaluating relevant information. The Superintendent of Schools shall be
given the opportunity to examine and to evaluate all such information, and to recommend action before the
Board attempts to make a decision.

The Board may adjourn a regular or special meeting at any place in the agenda providing that
arrangements are made to complete the items of business on the agenda at a future meeting. The minutes shall
make notice of the adjournment, and the reconvened session shall be considered an addition to these minutes.

For Board of Education Committee Meetings, the Following Format is used:

1. Call to Order;
2. Pledge of Allegiance;
3. Correspondence:

4.  Student Comments;

The Hadley-Luzerne Board of Education welcomes district students and other interested persons to its meeting. It is
our goals to work together to create an environment of high expectations, high performance and constant
improvement, yielding excellent results. Community involvement at board meetings is encouraged so that the board
can better understand and represent the views of its constituents. Please be aware that by law individual student
information or particular personnel issues cannot be discussed at public sessions of the board. Please reserve
comments or questions for the designated time on the agenda. When recognized by the Board President, please
state your name and town of residence. Statements are restricted to a maximum of two minutes and speakers will be
notified by the Board President when their time has expired. The Board President reserves the right to extend the
speakers comment time, if there is no objection. The board and the district staff take public comment very seriously
and careful notes of questions and concerns expressed will be taken. However, the board generally does not
respond while the meeting is in public session. The board asks the public s cooperation in maintaining a safe
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and respectful decorum and the Board President does reserve the right to limit individual comments if it is deemed
necessary. Thank you

5.  Presentation/Discussion/Administrative Comments:
6.  Department Reports

7.  Committee Reports:
» Athletic;
» Committee on Special Education;
* Negotiations;
e Audit;
* Policy;
» Scholarship;
» Technology;
 Facilities/Buildings and Grounds;

8.  Public Comments;

The Hadley-Luzerne Board of Education welcomes district residents, parents and other interested persons to its
meeting. It is our goals to work together to create an environment of high expectations, high performance and
constant improvement, yielding excellent results. Community involvement at board meetings is encouraged so that
the board can better understand and represent the views of its constituents. Please be aware that by law individual
student information or particular personnel issues cannot be discussed at public sessions of the board. Please
reserve comments or questions for the designated time on the agenda. When recognized by the Board President,
please state your name and town of residence. Statements are restricted to a maximum of two minutes and speakers
will be notified by the Board President when their time has expired. The Board President reserves the right to
extend the speakers comment time, if there is no objection. The board and the district staff take public comment
very seriously and careful notes of questions and concerns expressed will be taken. However, the board generally
does not respond while the meeting is in public session. The board asks the public'’s cooperation in maintaining a
safe and respectful decorum and the Board President does reserve the right to limit individual comments if it is
deemed necessary. Thank you.

9.  Adjournment

Education Law Section 1606
Public Officers Law Section
104(2) Adopted: 10/19/2009
Revised date I: 2/25/13
Revised date 1I: 5/13/2013
Revised date I1I: 10/21/2013
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By-Laws

SUBJECT: SPECIAL MEETINGS OF THE BOARD OF EDUCATION

Special meetings of the Board shall be held on call by any member of the Board. A reasonable
and good faith effort shall be made by the Superintendent or the Board President, as the case may be,
to give every member of the Board twenty-four (24) hours notice of the time, place and purpose of the
meeting. All special meetings shall be held at a regular meeting place of the Board and/or in
accordance with provisions of the Open Meetings Law as may be applicable.

In an emergency, the twenty-four (24) hour notice may be waived by having each Board member
sign a waiver-of-notice form.

Public notice of the time and place shall be given, to the extent practicable, to the news media

and shall be conspicuously posted in one (1) or more designated public locations at a reasonable time
prior to the meeting.

Education Law Section 1606(3)
Public Officers Law Sections 103 and 104

NOTE:  Refer also to Policy #1510 -- Regular Board Meetings



2007 1530

By-Laws

SUBJECT: BROADCASTING AND TAPING OF BOARD MEETINGS

The use of any tape recording device at public meetings of the Board of Education or committee
appointed thereby is permissible as long as the device is unobtrusive and will not distract from the
deliberative process of the Board. The Board President or chairperson of the committee shall be
informed prior to the meeting that such recordings are being made.

The Board and/or the committee reserves the right to direct that a tape recording be made to
ensure a reliable, accurate, and complete account of Board meetings.

The Board permits the broadcasting of public meetings of the Board or any of its committees as

long as such broadcasting is done in a manner which is unobtrusive and does not interfere with the
deliberative process of the body.

Public Officers Law Section 100 et seq.
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By-Laws

SUBJECT: ANNUAL DISTRICT MEETING AND ELECTION/BUDGET VOTE

Pursuant to law, the Annual District Meeting and Election/Budget Vote for the School District
will be held on the third Tuesday in May. At this time, the District's registered voters will elect
members of the Board of Education and will also vote on the District Budget for the upcoming school
year. However, in the event that the third Tuesday in May conflicts with a religious holiday, the School
Board may petition the Commissioner of Education to obtain permission to hold the Annual Meeting
and Election/Budget Vote on the second Tuesday in May. Such request from the Board of Education
must be certified and received by the Commissioner no later than March 1.

Effective April 1, 2006, in the event that a school budget revote is necessarys; it shall be held on
the third Tuesday of June. However, in the event that the third Tuesday of June conflicts with a
religious holiday, the School Board may petition the Commissioner of Education to obtain permission
to hold the budget revote on the second Tuesday in June. Such request from the Board of Education
must be certified and received by the Commissioner no later than March 1.

The District Clerk shall give notice of the time and place of holding the Annual Meeting and
Election/Budget Vote by publishing such notice four (4) times within seven (7) weeks preceding the
meeting. The first publication of the notice must be at least forty-five (45) days prior to the meeting.
Such notice must appear in two (2) newspapers, if there are two (2) newspapers which have a general
circulation within the District, or one (1) newspaper, if there is one (1) newspaper with a general
circulation within the District. The notice shall also contain such other information as required by law.

Copies of the proposed annual operating budget for the succeeding year to be voted upon at the
Annual Meeting and Election shall be available to District residents, on request, in each District school
building during certain designated hours on each day other than a Saturday, Sunday or holiday during
the fourteen (14) days preceding such Annual Meeting. The availability of this budget information
shall be included in a legal notice of the Annual Meeting; and such copies of the proposed budget will
also be available to District residents at the time of the Annual Meeting and Election.

The Board shall appoint assistant clerks and election inspectors necessary for the Annual
Meeting and Election at a Board meeting held before the Annual Meeting and Election.

Education Law Sections 1608, 1716, 1804(4), 1906(1),
2003(1), 2004(1), 2007(3), 2017(5), 2017(6), 2022(1),
2504 and 2601-a(2)

NOTE:  Refer also to Policy #1640 -- Absentee Ballots
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By-Laws

SUBJECT: BUSINESS OF THE ANNUAL DISTRICT ELECTION

The Board of Education will appoint a qualified voter as chairperson of the Annual District
Meeting and Election/Budget Vote.

The chairperson will call the Annual District Meeting to order and proceed to the following order
of business:

a)
b)
c)
d)
€)
f)
g

Designation of District Clerk as clerk of the election and assistant clerks;

Designation of tellers and/or inspectors of election as previously appointed by the Board;
Reading of notice of call of the election by the Clerk;

Opening of the booths for voting;

Closing of the booths;

Receiving the report of the Clerk of the results of the elections;

Adjournment.

Education Law Sections 1716, 2025 and 2601-2613
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By-Laws

SUBJECT: ANNUAL ORGANIZATIONAL MEETING

The Annual Organizational Meeting of the Board of Education shall be held on the first Tuesday
in July of each year, unless that day is a legal holiday, in which event it shall be held on the first
Wednesday in July.

The Board may pass a resolution, however, to hold its Annual Organizational Meeting at any
time during the first fifteen (15) days of July.

Officers
The meeting shall be called to order by the District Clerk, who shall act as a Temporary

Chairperson. The Board shall proceed to the election of a President. The President shall then take the
chair. The Board shall then elect a Vice President. Election shall be by a majority vote.

Oath of Office

The District Clerk shall administer the Oath of Office to the newly elected President and Vice
President and newly elected and re-elected members of the Board.

Education Law Sections 1701, 1706, 1707, 1709, 2109,
2502(9) and 2504(1)



2007 1630
By-Laws
SUBJECT: LEGAL QUALIFICATIONS OF VOTERS AT SCHOOL DISTRICT

MEETINGS

A person shall be entitled to register and vote at any school meeting for election of members of the Board
of Education, and upon all matters which may be brought before such meeting, who is:

a) A citizen of the United States;
b)  Eighteen (18) years of age or older;

¢) A resident within the District for a period of thirty (30) days preceding the next meeting at which
he/she offers to vote.

Any person who would not be qualified to register or vote under the provisions of Sections 5-100 and 5-
106 of the Election Law shall not have the right to register for or vote in an election.

Education Law Sections 2012, 2025 and 2603
Election Law Article 5

Personal Registration of Voters
Personal registration of voters in the Hadley-Luzerne Central School District has been provided.
The Board of Education will authorize registration of voters on dates to be determined at their discretion.

The registration must include all persons registering personally for the referendum or election in question.
The register will also include:

a)  All persons who previously have registered for any annual budget referendum or special meeting of
election held with four (4) calendar years prior to the year in which such register is being prepared.

b)  Any person who is registered to vote under the provisions of Section 5-612(2) of the Election Law
and amendments.

The last day of registration shall not be less than five (5) days nor more than fourteen (14) days preceding
the annual budget referendum or election. Such registration must be open for at least four (4) consecutive hours
between 7:00 a.m. and 8:00 p.m.

The Board of Education reserves the right to revoke the provisions for personal registration in this
District. However, once revoked they cannot be reinstated unless authorized by the voters at a District election.



POLICY 1631

10F1
VOTER REGISTRATION FOR STUDENTS

(X) Required

The Board of Education believes that getting young people involved in the election process helps to secure the
future of democracy by preparing young people to be educated, engaged voters who have formed the habit of
voting and contributing to civic life early.

In an effort to promote student voter registration, the Board directs the building principals to offer all students
who are at least 16 years old (but will not be 18 years old by the next election). These students must be
otherwise qualified to register to vote. These pre-registrations will be automatically registered upon reaching
the age of eligibility following verification of the person’s qualifications and address.

The district will do so by offering registration materials in the 11™ grade social studies class.

Students who do not wish to pre-register to vote do not have to do so. There will be no penalty (including
participation grades or credits) for choosing not to do so.

Ref: Election Law § 5-507

NYS Voter Registration Form - Attached

Adoption date: February 24, 2020
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By-Laws

SUBJECT: ABSENTEE BALLOTS

The Board of Education authorizes the District Clerk or a Board designee (the latter only if the
District does not provide for the personal registration of voters) to provide absentee ballots to qualified
District voters. Absentee ballots shall be used for the election of School Board members, School
District public library trustees, the adoption of the annual budget and School District public library
budget and referenda.

A District voter must request in advance an application for an absentee ballot. The voter must
complete the application and state the reason he/she will not be able to appear in person on the day of
the District election/vote for which the absentee ballot is requested. The application must be received
by the District Clerk or Board designee at least seven (7) days before the election/vote if the ballot is
to be mailed to the voter, or the day before the election/vote if the ballot is to be delivered personally
to the voter.

Pursuant to the provisions of Education Law, a qualified District voter is eligible to vote by
absentee ballot if he/she is unable to appear to vote in person on the day of the School District
election/vote because:

a) He/she is or will be a patient in a hospital, or is unable to appear personally at the polling
place on the day of the election/vote because of illness or physical disability;

b) He/she has duties, occupation or business responsibilities, or studies which require being
outside of the county or city of residence on the day of the School District election/vote;

c) He/she will be on vacation outside of the county or city of residence on the day of such
District election/vote;

d) He/she will be absent from the voting residence due to detention in jail awaiting action by a
grand jury or awaiting trial, or is confined in prison after conviction for an offense other
than a felony; or

e) He/she will be absent from the School District on the day of the School District
election/vote by reason of accompanying spouse, parent or child who is or would be, if
he/she were a qualified voter, entitled to apply for the right to vote by absentee ballot.

Statements on the application for absentee ballot must be signed and dated by the voter.

An absentee ballot must reach the office of the District Clerk or Board designee not later than 5
p-m. on the day of the election/vote in order that his/her vote may be canvassed.

(Continued)
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By-Laws

SUBJECT: ABSENTEE BALLOTS (Cont'd.)

A list of all persons to whom absentee ballots have been issued shall be maintained in the office
of the District Clerk or Board designee and made available for public inspection during regular office
hours until the day of the election/vote. Any qualified voter may, upon examination of such list, file a
written challenge of the qualifications as a voter of any person whose name appears on such list,
stating the reason for such challenge. The written challenge shall be transmitted by the District Clerk
or Board designee to the election inspectors on the day of the District election/vote. In addition, any
qualified voter may challenge the acceptance of the absentee voter's ballot of any person on such list
by making his/her reasons known to the election inspector before the close of the polls.

Education Law Sections 1501-c, 2014, 2018-a, 2018-b and
2613
Election Law Section 8-407

Adopted: 7/30/07



SUBJECT:

2007

By-Laws

SUBMISSION OF QUESTIONS AND PROPOSITIONS AT ANNUAL
ELECTIONS AND SPECIAL DISTRICT MEETINGS

Questions and Propositions at Annual District Elections

The following rules and regulations shall apply to the submission of the questions or
propositions at the annual elections or special district elections of this School District.

a)

b)

d)

g)

h)

Questions or propositions shall be submitted by petition directed to the Clerk of the School
District and shall be signed by twenty-five (25) qualified voters, or five percent (5%) of the
registered voters of the District who voted in the previous annual election of Board
members, whichever is greater.

A separate petition shall be required for each question or proposition.

Each petition shall be filed with the Clerk of the School District. Petitions relating to an
Annual Election must be filed not later than thirty (30) days preceding the election at which
the question or proposition is to be voted upon, except for petitions relating to a proposition
which must be included in the notice of the Annual or Special District Meeting (e.g.,
changing the number of Board members). Such petitions must be submitted sixty (60) days
in advance of the Annual Meeting or Special District Meeting to facilitate the preparation
and printing of the ballots.

Propositions must include the specific appropriations necessary for the purposes listed in
accordance with law as may be applicable.

Wording of a petition must comply with legal requirements. If the wording does not
comply, it may be changed or altered by the Board, or the Board may reject a petition for
failure to comply.

Any proposition or amendment having a dollar effect on the budget shall be presented to
the Superintendent of Schools by its sponsor in order that it be accurately priced and
properly presented to the District within the timeframe set forth in its policy.

The Board of Education shall cause the rules and regulations set forth in this policy to be
distributed within the District.

Nothing herein contained shall affect the nominations of candidates as set forth in the
Annual District Election notice pursuant to Section 2018 of the Education Law.

Propositions received in accordance with these specifications will be placed on the ballot as
amendments and will be voted upon by the voters in the same manner as the purposed budget, except
that the Board shall not be required to place any proposition on the ballot which is within the exclusive
province of the Board, or otherwise forbidden by law. No proposition involving the budget may be
submitted to the voters more than twice.

(Continued)



2007

By-Laws

SUBJECT: SUBMISSION OF QUESTIONS AND PROPOSITIONS AT ANNUAL
ELECTIONS AND SPECIAL DISTRICT MEETINGS (Cont'd.)

The Board may also, on its own motion, submit propositions.
Questions or Propositions to be Submitted at Special District Meetings
The procedure for requesting the Board of Education to call a Special District Meeting to vote on

a question or proposition shall be in accordance with subdivision 2 of Section 2008 of the Education
Law.

Education Law Sections 2008(2), 2018, 2035(2) and
2601-a(3)
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By-Laws

SUBJECT: QUORUM

The quorum for any meeting of the Board shall be three (3) members. No formal action shall be
taken at any meeting at which a quorum is not present. When only a quorum exists, the Board shall act
by unanimous vote unless otherwise required by the laws of the State of New York.

Should there be fewer than three (3) members of the Board present at a regular meeting, a time
for the new meeting shall be set by the members present and such meeting shall be deemed a regular
meeting. Notice of rescheduled meetings shall be given to absent members pursuant to Policy #1510 --

Regular Board Meetings.

General Construction Law Section 41



2007 1720
By-Laws

SUBJECT: MINUTES

The minutes are a legal record of the activities of the School Board as a public corporation
having the specified legal purpose of maintaining public schools. The minutes of all meetings shall be
kept by the Clerk or, in his/her absence, by the Superintendent or his/her designee. The minutes shall
be complete and accurate and stored in a minutes file. However, minutes of executive sessions need
not include any matter which is not required to be made public by the Freedom of Information Law.

The minutes of each meeting of the Board of Education shall state:

a)  The type of meeting;

b)  The date, time of convening, and adjournment;

c¢) Board members present and absent;

d) Board members' arrival and departure time, if different from opening or adjournment times;

e) All action taken by the Board, with evidence of those voting in the affirmative and the
negative, and those abstaining. In recording such votes, the names of the Board members
shall be called in alphabetical order;

f)  The nature of events that transpire, in general terms of reference.

Communications and other documents that are too long and bulky to be included in the minutes
shall be referred to in the minutes and shall be filed in the District Office.

All Board minutes shall be signed by the District Clerk when approved and stored in a locked
room or locked file cabinet. Unless otherwise provided by law, minutes shall be available to the public
within two (2) weeks following the date of a meeting; draft copies, so marked as "DRAFT," are
acceptable, subject to correction. A draft of the minutes of each meeting is to be forwarded to each
member of the Board no later than the time the agenda for the next meeting is disseminated.

Minutes of Executive Sessions

Minutes shall be taken at executive sessions of any action that is taken by formal vote. The
minutes shall consist of a record or summary of the final determination of such action, the date and the
vote. However, such summary need not include any matter which is not required to be made public by
the Freedom of Information Law (FOIL).

If action is taken by a formal vote in executive session, minutes shall be available to the public
within one (1) week of the date of the executive session.

Education Law Section 2121
Public Officers Law Section 106
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By-Laws

EXECUTIVE SESSIONS

The Board of Education may hold executive sessions at which only the members of the Board
or persons invited by the Board shall be present. However, the executive session is only available for
the purpose of discussion, and except as the law allows, formal action must be taken in an open
session.

Executive sessions can be requested by any member of the Board or the Superintendent of
Schools.

A Board member must make a motion during an open meeting to convene in executive session.
Upon a majority vote of its members, the Board may convene in executive session at a place which the
Board President or said members may designate within the district to discuss the subjects enumerated
below. Matters which may be considered in executive session are:

1. matters which will imperil the public safety if disclosed;
any matter which may disclose the identity of a law enforcement agent or informer;

3. information relating to current or future investigation or prosecution of a criminal offense
which would imperil effective law enforcement if disclosed;

4. discussions regarding proposed, pending or current litigation;

5. collective negotiations pursuant to Article 14 of the Civil Service Law (the Taylor Law);

6. the medical, financial, credit or employment history of a particular person or corporation, or

matters leading to the appointment, employment, promotion, demotion, discipline, suspension,
dismissal or removal of a particular person or corporation;

7. the preparation, grading or administration of examinations; and

8. the proposed acquisition, sale, or lease of real property or the proposed acquisition of
securities, or sale or exchange of securities, but only when publicity would substantially affect
the value thereof.

The vote to go into executive session shall be detailed enough to allow the public to understand
the topic the Board will be discussing, without disclosing specifics. Discussion in executive session
shall be limited to the topic(s) identified in the motion.

1. A Board may not take action in executive session except to vote on disciplinary charges
against a tenured teacher.



2. Individual Board members, acting on their own, shall not disclose matters discussed in
executive session. However, the Board, acting as a whole, may decide to disclose such
information where disclosure is not prohibited under the law.

3.

Minutes shall be taken at executive sessions of any action that is taken by a formal vote and
should consist of a record or summary of the final determination of such action and the date and vote
thereon, provided, however, that such summary shall not include any matter which is not required to
be made public by the Freedom of Information Law. Minutes taken shall be available to the public
within one week from the date of the executive session.

Ref: Education Law §1708 (3)
Public Officers Law §§100 et seq.
Application of the Board of Education, 57 EDR Dec. No. 17,147 (2017)
Application of Nett and Raby, 45 EDR 259 (2005)
Formal Opinion of Counsel No. 239, 16 EDR 457 (1976)

Adoption date: 7/30/2007
Revised: 12/17/2018
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Internal Operations

Hadley-Luzerne Central School District NUMBER
INTERNAL OPERATIONS
1.1 Orienting New Board Members 2110
1.2 Use of Parliamentary Procedure 2120
1.3 Board Member Training on Financial Oversight, Accountability
and Fiduciary Responsibilities 2130

BOARD OF EDUCATION COMMITTEES

2.1 Committees of the Board 2210

BOARD OF EDUCATION ACTIVITIES

3.1 Membership in Associations 2310
3.2 Attendance by Board Members at Conferences, Conventions and Workshops 2320
3.3 Compensation and Expenses 2330

3.4 Board Self-Evaluation 2340



2007 2110

Internal Operations

SUBJECT: ORIENTING NEW BOARD MEMBERS

The Board of Education and the administrative staff shall assist each new Board member-elect to
become familiar with and understand the Board's functions, policies and procedures, and the School
District's operation before taking office. Each Board member-elect shall, as soon as possible:

a) Be given selected materials covering the function of the Board and the School District,
including:

1.  Policy manual,

2. Copies of key reports prepared during the previous year by School Board committees
and/or the administration,

3. The School Law Handbook prepared by the New York State School Boards
Association and the New York State Bar Association,

4. Access to minutes of Board meetings of the previous year,
5. Latest financial report of the District,

6.  Copies of pertinent materials developed by the New York State School Boards
Association, and

7. Any other materials which may be deemed helpful and informative;
b) Be invited to attend all Board meetings and to participate in discussion;

c) Beinvited to meet with the Superintendent of Schools and other administrative personnel
to discuss the services that they perform for the School Board and the School District; and

d) Beinvited and encouraged to attend the New York State School Boards Association's
workshop for New School Board Members.



2007 2120

Internal Operations

SUBJECT: USE OF PARLIAMENTARY PROCEDURE

The business of the Board of Education shall be conducted in accordance with the authoritative
principles of parliamentary procedure as found in the latest edition of Robert's Rules of Order.



2011 2130

Internal Operations

SUBJECT: BOARD MEMBER TRAINING

Training requirements for Board members in the first year of their first term as a Board member
is two-fold.

Training on Financial Oversight, Accountability and Fiduciary Responsibilities

Currently, within the first year of election or appointment, each Board member must complete a
minimum of six (6) hours of training on the financial oversight, accountability and fiduciary
responsibilities of a school board member.

Re-elected Board members are not required to repeat this training. Additionally, re-training is not
required if the Board member has previously fulfilled this requirement as a first-term member of a
component school district.

Training on Powers, Functions and Duties of Board Members and Other Authorities

Beginning July 1, 2011 and thereafter, in addition to the above training, during the first year of a
Board member's first term, he/she shall be required to complete a training course acquainting them
with the powers, functions and duties of Boards of Education, as well as the powers and duties of other
governing and administrative authorities affecting public education.

Re-elected Board members shall not be required to repeat this training. Additionally, should a
voting Board member be seated or appointed on or before August 13, 2010, the signing date of
Chapter 388 of the Laws of 2010, he/she is not required to take this training.

Curricula and Compliance

Training on financial oversight, accountability and fiduciary responsibilities shall be approved by
the Commissioner of Education in consultation with the State Comptroller. General training shall be
approved by the Commissioner of Education. Providers shall be approved by the Commissioner.
Curricula may be offered together as a single course or separately.

Upon completing the required training, the Board member shall file with the District Clerk a
certificate of completion issued by the provider of the training. Actual and necessary expenses
incurred by a Board member in complying with these requirements are a lawful charge up the District.

Education Law Section 2102-a
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(a)

Adoption Date: 7/30/2007
Revised: 2/28/2011



HLCS POLICY

2013 2210
1 of 3
Internal Operations
COMMITTEES OF THE
BOARD

The Board and/or the President of the Board may at its discretion establish committees for the
purpose of undertaking a specific task in connection with Board activity. These committees, however,
cannot make legal decisions for the entire Board.

At the request of the Board, the President shall appoint temporary committees consisting of less
than a quorum of the full membership for special purposes. These committees shall be discharged on
the completion of their assignment. The President of the Board shall be an ex-officio member of such
committees.

Advisory Committees to the Board

The Board of Education may establish advisory committees with input as to membership from
the Superintendent of Schools for special projects or to address specific problems or issues. Such
committees may be composed of individuals who have not been elected to the Board so that the
resources of the entire community may be utilized for the good of the District. Final decisions in all
matters will rest with the Board.

Procedures will be established by the Board for the creation and function of advisory
committees. These procedures, at the time of the creation of the committee, shall include:

a)  Specific charges or tasks assigned to committees;
b) Payment of committee expenses;

c)  Membership of committees; and

d)  Procedures for dissolution of committees.

Committees shall report all suggestions and recommendations to the Board and Superintendent
prior to public release. Final reports shall be delivered to the Board at a meeting scheduled by the
Board to receive the report.

Any official policy-level action is at the sole discretion of the Board. The Board is not obligated
to follow committee recommendations. The Board has the right to accept, reject, or modify all or any
part of a committee recommendation or have the committee's report placed on file.

Citizens Advisory Committees

The Board of Education recognizes that it can profitably utilize the talents, resources, and
interests available among District residents to assist in developing the programs needed for the
maintenance of a quality educational program in the schools of the District. To that end, the Board
may, at its discretion and in accordance with state law and regulation, appoint, with input from the
Superintendent, Citizens Advisory Committees of representative residents of the District to meet with
the Board to provide advice and reaction about important matters before the Board which may have
special significance for the community.

(Continued)
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2013

Internal Operations

Each citizens committee organized by the Board shall be appointed and discharged by official
Board resolutions. Resolutions appointing such committees shall state specifically the scope of the
work of the committee.

Appointments to Citizens Advisory Committees shall be on the basis of interest, experience,
expertise, and concern. No one shall be appointed as a representative of a specific group or area,
unless it is the express purpose of the Board to have all areas of the community represented, in which
case the Board will, in its discretion, appoint representative members of every such group or area. The
Board shall make every effort to form a committee that is representative of the entire community.

The Board may accept, reject, or return committee recommendations for further study. Any
action stemming from committee reports is the responsibility of the Board. Publicity, or the release of
information, concerning committee findings shall be the responsibility and the prerogative of the
Board. Advisory committees shall be discontinued upon completion of their assignment(s).

Audit Committee

The Board has established an audit committee to oversee, and report to the Board on, the annual
audit of the District.

Athletic Committee

The Board has established an athletic committee to review and report to the board on an annual
basis the progress of interscholastic athletic programs (1 board member).

Negotiations Committee

The Board has established a negotiations committee to facilitate board involvement in collective
bargaining unit negotiations. No board member previously employed may serve on the committee for
a period of five years from the date of retirement or end of service with the district (2 board members).

Scholarship Committee

The Board has established a scholarship committee to facilitate board/community involvement in
the award consideration for local scholarships. The board representative cannot be a parent or relative
of a member of the graduating class. If all board members are related to members of the senior class,
at least two board members will serve on the committee.



HLCS POLICY
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Internal Operations
Technology Committee

The Board has established a technology committee to review and annually report on the
condition and progress of instructional technology used in the district (1 board member).

Facilities, Buildings and Grounds

The Board has established a facilities and grounds committee to review and update the board
annually as to the condition of the school district’s facilities, buildings and grounds.

Education Law Sections 1708, 2116-c and 4601

NOTE: Refer also to Policy #5572 -- Audit Committee

Adopted: 7/30/07
Revised: 10/21/2013
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Internal Operations

SUBJECT: MEMBERSHIP IN ASSOCIATIONS

The Board of Education shall maintain memberships in the Adirondack School Boards
Association, the New York State School Boards Association, and other organizations established for
Boards of Education as deemed necessary and within budgetary guidelines.

Board members should take the responsibility to attend association meetings for the purpose of
Board development and gathering new information.

Education Law Section 1618
Comptroller's Opinion 81-255
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Internal Operations

SUBJECT: ATTENDANCE BY BOARD MEMBERS AT CONFERENCES,

CONVENTIONS AND WORKSHOPS

The Board believes that continuing in-service training and development are important for its
members. The Board, therefore, encourages the participation of all members at appropriate school
board conferences, conventions and workshops which are believed to be of benefit to the School
District. However, in order to control both the investment of time and funds necessary to implement
this policy, the Board establishes the following guidelines:

a)

b)

d)

A calendar of school board conferences, conventions and workshops shall be maintained
by the Board Clerk. The Board will periodically decide which meetings appear to be most
likely to produce direct and indirect benefits to the School District. At least annually, the
Board will identify those new ideas or procedures and/or cost benefits that can be ascribed
to participation at such meetings.

Funds for participation at such conferences, conventions, workshops and the like will be
budgeted for on an annual basis. When funds are limited, the Board will designate which
members are to participate at a given meeting.

Reimbursement to Board members 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 expense reimbursement.

When a conference, convention or workshop is not attended by the full Board, those who
do participate will be requested to share information, recommendations and materials
acquired at the meeting.

The authorization for Board members to attend a conference, convention, workshop and the like
shall be by Board resolution adopted prior to such attendance. However, the Board, in its discretion,
may delegate the power to authorize attendance at such conferences to the President of the Board of

Education.

Where authorization has been delegated to the President of the Board, no expense or claim form
shall be paid unless a travel order or similar document signed by the President is attached to such
form, authorizing the claimant to attend the conference.

NOTE:

Education Law Section 2118
General Municipal Law Sections 77-b and 77-c

Refer also to Policies #5323 -- Reimbursement for Meals/Refreshments
#6161 -- Expense Reimbursement
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Internal Operations

SUBJECT: COMPENSATION AND EXPENSES

No member of the Board may receive any compensation for his/her services unless he/she shall
also serve as District Clerk and be paid as Clerk. All members of the Board of Education may be
reimbursed for actual expenses incurred in representing the District. All bills or claims for
reimbursement must be itemized in reasonable detail.

Education Law Section 2118
General Municipal Law Section
77-b
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Internal Operations

SUBJECT: BOARD SELF-EVALUATION

The Board shall review the effectiveness of its internal operations at least once annually and will
formulate a plan for improving its performance.

The Superintendent and others who work regularly with the Board may be asked to participate in
this review and to suggest ways by which the Board can improve its functioning as a legislative body.
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HLCS Policy

COMMUNITY RELATIONS GOALS

The Board of Education strives to conduct district affairs by way of a continuing, open
dialogue between the community and the schools. Given district residents' high level of interest
in the education of children, the Board wishes to maintain its high level of sensitivity to the needs
and desires of the community and to act expeditiously to meet changing needs and conditions.

To this end, the Board establishes the following goals for community involvement:

1. provide a variety of means whereby residents of the school district may have the
opportunity to contribute their best thinking to the orderly planning of education for children in
the district;

2.  keep the community accurately informed about its schools;

3. understand community attitudes and aspirations for the schools;

4. encourage contributions from the parent—-teacher associations of the district so that
school personnel and parents cooperate to advance the educational welfare of the children;
5. handle all complaints from the public by the administrative officer in charge of the unit

of the school district organization closest to the complainant. However, such complaints may be
carried to the Superintendent of Schools and/or the Board if the problem cannot be solved at
that level;

6. promote a spirit of cooperation among the Board, the schools, and the community;

7. develop and maintain the confidence of the community in the Board and the school
district staff;

8. expand the public understanding of every aspect of the school system, and stimulate
public interest in the school;

9. facilitate dissemination of information to the community concerning issues and activities
in the school using not only traditional modes of communication, such as a district newsletter,
but also current modes of communication such as the District’s website and social networking
sites;

10. ascertain the community's opinions and desires with respect to the operations of the
school system, and to incorporate that knowledge into its actions;

11. build relationships with local businesses, local government, health care, social service,

civic and community organizations to share resources in order to meet the academic, social and

emotional needs of all of our students; and

12. develop and maintain an effective means of communication with the people of the district.
Notwithstanding the above, the final decisions in these areas will rest with the Board.

Adoption date: 11/17/204
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Community Relations
SUBJECT: PUBLIC ACCESS TO RECORDS

Access to records of the District shall be consistent with the rules and regulations established by
the State Committee on Open Government and shall comply with all the requirements of the New
York State Public Officers Law Sections 87 and 89.

A Records Access Officer shall be designated by the Superintendent, subject to the approval of
the Board of Education, who shall have the duty of coordinating the School District's response to
public request for access to records.

The District shall provide copies of records in the format and on the medium requested by the
person filing the Freedom of Information Law (FOIL) request if the District can reasonably do so.

Regulations and procedures pertaining to accessing and providing District records shall be as
indicated in the School District Administrative Manual.

Requests for Records via E-mail

If the District has the capability to retrieve electronic records, it must provide such records
electronically upon request. The District shall accept requests for records submitted in the form of
electronic mail and respond to such requests by electronic mail if requested. This information shall be
posted on the District Web site, clearly designating the e-mail address for purposes of receiving
requests for records via this format.

Board of Education Meetings and Records

District records subject to release under the FOIL, as well as any proposed rule, regulation,
policy or amendment, that are on the Board agenda and scheduled to be discussed at a Board meeting,
shall be made available upon request, to the extent practicable, prior to the meeting. Copies of such
records may be made available for a reasonable fee. If the District maintains a regularly updated
website and utilizes a high speed internet connection, such records may be posted on the Web site to
the extent practicable, prior to the meeting. The District may, but is not required to expend additional
funds to provide such records.

Education Law Section 2116
Public Officers Law Sections 87 and 89
21 New York Code of Rules and Regulations (NYCRR) Parts 1401 and 9760

Adoption Date: 7/30/07
Revised: June 18, 2012
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Community Relations

SUBJECT: RELATIONS WITH THE MUNICIPAL GOVERNMENTS

It is the policy of the Board to establish and maintain a positive working relationship with the
governing bodies of the municipality. The Board shall also cooperate with municipal, county and state
agencies whose work affects the welfare of the children of the District, including the County Social
Service Departments, the Boards of Health, the Recreation Departments, the Public Libraries, and all
community emergency service agencies.
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Community Relations

SUBJECT: SENIOR CITIZENS

The Board of Education will consider school related programs for senior citizens in accordance
with Education Law and/or regulations of the Commissioner of Education. Such programs include
special use of school buildings or school buses, special school luncheons and partial tax exemptions.

Education Law Sections 1501-b(1)(a), 1501-b(1)(b), and
1709(22)
Real Property Tax Law Section 467
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Community Relations

SUBJECT: FLAG DISPLAY

In keeping with State Education Law and Executive Law, the Board of Education accepts its duty
to display the United States flag upon or near each public school building during school hours,
weather permitting, and such other times as the statutes may require or the Board may direct.

When ordered by the President, Governor, or local official, to commemorate a tragic event or the
death of an outstanding individual, the flag shall be flown at half-staff. The Superintendent's approval
and final authorization by the Board shall be required for the flag to be flown at half-staff upon any
other occasion. Regulations for seeking such approval shall be established in the Administrative
Manual of the District.

The flag shall be displayed in every assembly room (i.e., the auditorium) including the room
where the Board of Education meetings are conducted, as well as displayed in all rooms used for
instruction.

Education Law Sections 418 and 419

Executive Law Sections 402 and 403

8 New York Code of Rules and Regulations (NYCRR)
Sections 108.1-108.3
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Community Relations
SUBJECT: SCHOOL VOLUNTEERS

The Board of Education recognizes that the use of volunteers strengthens school/community
relations through positive participation, builds an understanding of school programs among interested
citizens, and can assist District employees in providing more individualized and enriched opportunities
in instruction. The Board encourages volunteers from all backgrounds and age groups who are willing
to share their time, training, experience or personal characteristics to benefit the students of the
District.

Volunteers may be involved in many facets of school operations, from mentor/tutor relationships
to clerical tasks. Volunteers shall not be used to provide transportation for school-sponsored activities.

No volunteer shall be permitted to have unsupervised direct contact with students.

School personnel who are responsible for tasks or projects that involve the use of volunteers
shall identify appropriate tasks and time schedules for such volunteer activities, as well as make
provisions for adequate supervision and evaluation.

Persons wishing to volunteer must contact the Superintendent or Building Principal or other
individual designated by the Superintendent or Building Principal and must complete a volunteer
application form. The application form shall require the volunteer applicant to disclose any criminal
convictions. The application form shall also require the applicant to identify two (2) non-family
member personal references. The Superintendent or Building Principal shall be responsible for
ensuring that both references are contacted before the volunteer begins rendering volunteer services to
verify that the individual is of good moral character.

The District shall retain a complete record of all information obtained through the application
process for the same period of time it retains information regarding District employees.

All volunteers are required to act in accordance with District policies, regulations and school
rules. Any volunteer who violates District policies, regulations or school rules may be asked by the
Building Principal/designee to leave school grounds.

Each Building Principal shall be responsible for maintaining a current and complete list of all
active volunteers and their assignments and provide criminal background checks.

Volunteer Protection Act of 1997,

42 United States Code (USC) Section 14501 et seq.
Education Law Sections 3023 and 3028
Public Officers Law Section 18

NOTE:  Refer also to Policy #6540 -- Defense and Indemnification of Board Members and
Employees
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Community Relations

SUBJECT: ADULT EDUCATIONAL PROGRAMS

The Board of Education may endeavor to establish an adult education program providing the
community with a broad scope of courses. Courses will be offered to meet the intellectual, social,
vocational, and recreational needs of the community.

The mission of the District's adult education program shall be as follows:

a)
b)

c)

d)

To promote life-long learning as a component of an individual's growth;
To provide activities which enable people to develop their full potential;

To provide a learning environment that encourages personal growth, autonomy and self-
confidence;

To contribute to the development of an aware and responsible community.

The Board shall appoint a member of the staff to coordinate the adult education program. In
addition, the addition, the Board shall appoint a committee composed of community residents. The
coordinator and the committee shall be charged with recommending to the Board policies and
programs for the effective operation of the adult education program. The program will fulfill the

following:

a)
b)

c)

d)

The Board itself has responsibility and authority for the adult education program.

Individuals who are appointed to teach adult education classes must have a valid New York
State teaching certificate, an adult education certificate or an evening vocational certificate.

The individual administering and supervising the adult education program must have a
valid New York State teaching certificate. An individual who is assigned half or more of
his/her time to the administration and supervision of the adult education programs must not
only have a valid New York State teaching certificate, but also must complete six (6)
college semester hours in approved adult education courses of 90 clock hours of leadership
education provided by the State Education Department or have equivalent experience
approved by the Board.

The program must be structured to attain educational goals. Expenditures will not be
approved for courses that are social or recreational in nature, with limited educational
objectives, unless they are provided to adults sixty (60) years or older.

The program will be provided to individuals who are beyond the compulsory school age
and who are not enrolled in public or private secondary school.

(Continued)
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Community Relations

SUBJECT: ADULT EDUCATIONAL PROGRAMS (Cont'd.)

f) A level of adult attendance will be maintained in the program so that effective and efficient
instruction may be provided.

g)  The Superintendent and the administrator of the adult education program shall ensure that
all individuals who participate in the program are notified of the emergency procedures to
be complied with in the event of a fire.

This notification must occur during the first class meeting and include, but not be limited
to, information regarding the fire alarm system, location of exits, routes of exit, and
evacuation procedures.

The adult education program will be administered by the Superintendent or his/her designee and
shall be self-supporting through the collection of appropriate fees as well as through state and federal
aid.

20 United States Code (USC) Section 1203 et seq.

Education Law Sections 4602 and 4604

8 New York Code of Rules and Regulation (NYCRR)
Sections 157.1 and 157.2

Adopted: 7/30/07
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3210 Visitors to the Schools

The Board recognizes that the success of the school program depends, in part, on support by
the larger community. The Board wishes to foster a positive climate where members of the community
have the opportunity to observe the hard work and accomplishments of the student, teachers and other
staff. Since schools are a place of work and learning, however, certain limits must be set for such
visits. The Principal or his or her designee is responsible for all persons in the building and on the
grounds. For these reasons, the following rules apply to visitors to the schools:

1. Anyone who is not a regular staff member or student of the school will be considered a visitor.

2. All visitors to the school must enter through the designated single point of entry and report to
the office of the Principal upon arrival at the school. There they will be required to present
photo identification from any visitor not personally recognized by the staff member at point of
entry, sign the visitor's register and will be issued a visitor's identification badge, which must
be worn at all times while in the school or on school grounds. The visitor must return the
identification badge to the Principal's office before leaving the building.

3. Visitors attending school functions that are open to the public after regular school hours, such
as parent-teacher organization meetings or public gatherings, are not required to register.

4. Parents or citizens who wish to observe a classroom or school activity while school is in
session are required to arrange such visits in advance with the classroom teacher(s) and
Building Principal, so that class disruption is kept to a minimum.

5. Teachers are expected not to take class time to discuss individual matters with visitors.

6. Any unauthorized person on school property will be reported to the Principal or his or her
designee. Unauthorized persons will be asked to leave. The police may be called if the
situation warrants.

7. All visitors are expected to abide by the rules for public conduct on school property contained
in this code of conduct.

Adoption date: 5/13/2013
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Community Relations

SUBJECT: PUBLIC EXPRESSION AT MEETINGS

All meetings of the Board shall be conducted in public, and the public has the right to attend all
such meetings. Public expression at such meetings shall be encouraged and a specific portion of the
agenda shall provide for this privilege of the floor. At its discretion, the Board may invite visitors to its
meetings to participate in the Board's discussion of matters on the agenda.

The Board of Education reserves the right to enter into executive session as specified in Policy
#1730 -- Executive Sessions.

NOTE:  Refer also to Policy #1730 -- Executive Sessions
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Community Relations

SUBJECT: PUBLIC COMPLAINTS

Complaints by citizens regarding any facet of the school operation often can be handled more
satisfactorily by the administrative officer in charge of the unit closest to the source of the complaint.
In most instances, therefore, complaints will be made to the Building Principal and/or his/her assistant
if the matter cannot be resolved by the teacher, coach, or other school employee.

If the complaint and related concerns are not resolved at this level to the satisfaction of the
complainant, the complaint may be carried to the Superintendent and/or one of his/her assistants.
Unresolved complaints at the building level must be reported to the Superintendent by the Building
Principal. The Superintendent may require the statement of the complainant in writing.

If the complaint and related concerns are not resolved at the Superintendent level to the
satisfaction of the complainant, the complaint may be carried to the Board of Education. Unresolved
complaints at the Superintendent level must be reported to the Board of Education by the
Superintendent. The Board of Education reserves the right to require prior written reports from
appropriate parties.

Individual Board members will refer persons making inquiries to the Superintendent. Board
members will refrain from expressing any judgment until such inquiry is submitted to the entire Board.
The Superintendent shall refer inquiries to other staff members when appropriate.

Compliance with applicable contractual agreements must be undertaken.

NOTE: Refer also to Policies #8330 -- Objection to Instructional Materials
#8331 -- Controversial Issues
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Community Relations

SUBJECT: STUDENT PARTICIPATION

Students provide an important channel of communication with parents and the entire community.
Information concerning the schools may be properly disseminated through students. The School
District's administrators shall review all messages and materials prior to authorizing their dispersal
through the student body.



2007 3250

Community Relations

SUBJECT: RELATIONS WITH PARENT ORGANIZATIONS

Parents should play a meaningful role in school life. Parent and parent-teacher organizations play
a vital role in combining the efforts of parents, teachers, and administrators in order to serve the
schools.

As a matter of policy, the Board of Education encourages the formation of parent organizations,
and will take steps to ensure that the decision-making process takes into consideration the appropriate
involvement of parents and parent groups.

Parents' associations are independent entities, and have no legal relationship to the schools. They
are responsible for their own actions and the conduct of their affairs, and for planning their own
programs and activities. As a general rule, authorized parent organizations are allowed the use of the
school and school facilities, and to send home communications with children, as set forth in Board
policy or regulations and as approved by the Building Principal.

The administration of the schools and the making of policies that govern school operations
remain at all times the legal functions of the Board and District administration.
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Community Relations

SUBJECT: BOOSTER CLUBS

Booster clubs or other related organizations may be created to promote community support and
to raise funds for specific school activities or programs. These groups must receive official Board
approval and may not discriminate on the basis of sex, sexual orientation, color, national origin, ethnic
background, disability, religion or any other arbitrary criteria.

Rules will be established to govern the activities of booster clubs and other related organizations.
The Board further requires that:

a)  Financial records be maintained and made available, upon request, for Board and/or public
inspection;

b)  Fund raising activities be approved in advance by the Superintendent; and

c)  Groups wishing to make a contribution adhere to the District's policy and regulations
regarding the acceptance of gifts.

Violations to District policy may result in the dissolution of the club or organization.

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

SUBJECT: SOLICITATION OF CHARITABLE DONATIONS FROM SCHOOL

CHILDREN

Direct solicitation of charitable donations from children in the District schools on school
property during regular school hours shall not be permitted. It will be a violation of District policy to
ask District school children directly to contribute money or goods for the benefit of a charity during
the hours in which District students are compelled to be on school premises.

However, this policy does not prevent the following types of fund raising activities:

a)

b)

Fund raising activities which take place off school premises, or outside of regular school
hours during before-school or after-school extracurricular periods;

Arms-length transactions, where the purchaser receives a consideration for his/her
donation. For example, the sale of goods or tickets for concerts or social events, where the
proceeds go to charity, shall not be prohibited as the purchaser will receive consideration -
the concert or social event - for the funds expended,;

Indirect forms of charitable solicitation on school premises that do not involve coercion,
such as placing a bin or collection box in a hallway or other common area for the donation
of food, clothing, other goods or money. However, collection of charitable contributions of
food, clothing, other goods or funds from students in the classroom or homeroom is
prohibited.

The Board of Education shall ultimately decide which organizations, groups, etc. can solicit
charitable donations and for what purposes, as long as the activities comply with the terms of this
policy and the Rules of the Board of Regents.

Regulations shall be developed by the administration to implement this policy.

NOTE:

New York State Constitution Article 8, Section 1

Education Law Section 414

8 New York Code of Rules and Regulations (NYCRR)
Section 19.6

Refer also to Policy #7450 -- Fund Raising by Students
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Community Relations
SUBJECT: ADVERTISING IN THE SCHOOLS

School facilities, staft, and school children shall not be employed in the schools in any manner
for advertising or otherwise promoting on school property any commercial, political, or non-school
agency, individual or organization, except as approved by the Superintendent of Schools.

Canvassing, soliciting of funds or selling of any items by any outside agency shall not be
permitted on the school premises. School personnel may not participate, during school hours or on
school grounds, in the solicitation of orders, the distribution of advertising materials, or the collection
of charges. The Business Manager is authorized to issue a list of suggested vendors to meet District-
prescribed standards, e.g., for photographs or musical instruments, while allowing parents to make
their own arrangements on any terms they wish, where the arrangement does not involve the use of
school personnel.

A commercial photographer who is taking school photographs on school premises for a school
purpose may advise students, by means of a card, brochure or other appropriate device, that copies
may be purchased directly from the photographer. The solicitation of orders for and the sale of class
rings on school premises is permissible if authorized by the school administration, and if all
prospective vendors are given full and equal opportunity to compete, and students are fully involved in
the promotion and sale of such rings.

The Superintendent is hereby granted the authority to approve activities in cooperation with any
individual or organization in promoting activities of general public interest (e.g., Parent-Teacher-
Student Association meetings, students' and teachers' activities, and all other programs which promote
the education or other best interests of the students). Exhibitions in schools of any books or articles or
apparatus, or films or other educational material shall be adjudged on the basis of their actual
educational values. All publicity releases must go through the School Principals and/or the Central
Office for approval.

In the case of colleges, universities, armed service agencies, corporations, business and public
service agencies, it is the policy of the Board of Education that access to schools shall be encouraged
to bring career and occupational information to students. The Superintendent shall ensure that such
activities are carefully monitored to restrict any commercial advertisement.

Contracts which purport to authorize private individuals or corporations to promote the sale of
products and services through commercial advertisements aimed at public school students are
expressly prohibited.

Nothing in this policy shall be construed to limit the authority of the Board of Education under
law to authorize the broadcast of high school games and other events by radio and TV stations even
though the broadcast is commercially sponsored.

New York State Constitution Article 8, Section 1
8 New York Code of Rules and Regulations (NYCRR)
Section 19.6
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Community Relations

SUBJECT: SOLICITING FUNDS FROM SCHOOL PERSONNEL

Soliciting of funds from school personnel by persons or organizations representing public or
private organizations shall be prohibited. The Superintendent of Schools shall have the authority to
make exceptions to this policy in cases where such solicitation is considered to be in the District's best
interest. The Board of Education shall be notified of these instances.

Distribution of information about worthwhile area charities may be made through the Office of
the Superintendent of Schools as a service to School District personnel.
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COMMUNITY USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT
School Buildings

It shall be the policy of the Board to encourage the greatest possible use of school buildings for
community-wide activities. This is meant to include use by any recognized civic, social, athletic, and
fraternal and religious organizations in accordance with law. Groups wishing to use the school
facilities must secure written permission from the Superintendent and abide by the rules and
regulations established for such use including restrictions on alcohol, tobacco and drug use. The
Superintendent, at his/her discretion, may consult with the Board of Education.

Materials and Equipment

Except when used in connection with or when rented under provisions of Education Law Section
414, school-owned materials or equipment may be used by members of the community or by District
employees and/or students for school related purposes only. Private and/or personal use of school-
owned materials and equipment is strictly prohibited.

The Board will permit school materials and equipment to be loaned to staff members when such
use is directly or peripherally related to their employment and loaned to students when the material
and equipment is to be used in connection with their studies or extracurricular activities. Community
members will be allowed to use school-owned materials and equipment only for educational purposes
that relate to school operations.

Administrative regulations will be developed to assure the lender's responsibility for, and return
of, all such materials and equipment.

Specific Requirements Relating to Boy Scouts and other Title 36 Patriotic Youth Groups

The Boy Scouts Act applies to any local educational agency (LEA) that has a designated open
forum or limited public forum and that receives funds made available through the U.S. Department of
Education (DOE). It applies to any group officially affiliated with the Boy Scouts of America or any
other youth group designated in Title 36 of the United States Code as a patriotic society.

This statute provides for the following:

a) No covered entity shall deny equal access or a fair opportunity to meet, or discriminate
against any group affiliated with the Boy Scouts of America or any other Title 36 patriotic
youth group that requests to conduct a meeting within the covered entity's designated open
forum or limited public forum.

1. A designated open forum exists when the school designates a time and place for one
or more outside youth community groups to meet on school premises or in school



facilities, including during the hours in which attendance at the school is compulsory,
for reasons other than to provide the school's educational program.

2. A limited public forum exists when the school allows one or more outside youth or
community groups to meet on school premises or in school facilities before or after
the hours during which attendance at the school is compulsory.

b) No covered entity shall deny access or opportunity or discriminate for reasons including
the membership or leadership criteria or oath of allegiance to God and country of the Boy
Scouts of America or of the Title 36 patriotic youth group.

c) Access to facilities and the ability to communicate using school-related means of
communication must be provided to any group officially affiliated with the Boy Scouts of
America or any other Title 36 patriotic youth group on terms that are no less favorable than
the most favorable terms provided to other outside youth or community groups.

The statute applies regardless of the entity's authority to make decisions about the use of its own
school facilities. However, no entity is required to sponsor any group officially affiliated with Boy
Scouts or any other Title 36 patriotic youth group.

The obligation to comply with the Boy Scouts Act is not obviated or alleviated by any State of
local law or other requirement.

20 United States Code (USC) Section 7905

36 United States Code (USC) Subtitle 11

34 Code of Federal Regulations (CFR) Parts 75, 76 and 108
Education Law Section 414

OTE:Refer also to Policies #3410 -- Code of Conduct on School Property

#5640 -- Smoking/Tobacco Use
#7310 -- School Conduct and Discipline

#7320 -- Alcohol, Tobacco, Drugs and Other Substances (Students)
#7410 — Extracurricular Activities

District Code of Conduct on School Property

Adopted: 7/30/07
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SUBJECT: OPERATION OF VEHICLES ON DISTRICT PROPERTY
Motor-Driven Vehicles

The use of motor-driven vehicles, including cars, snowmobiles, mini-bikes, motorcycles, all-
terrain vehicles (ATV's) and other such vehicles is prohibited on any school grounds or areas except
for authorized school functions or purposes.

A school function shall mean a school-sponsored or school-authorized extracurricular event or
activity regardless of where such event or activity takes place, including any event or activity that may
take place in another state.

Student Automobile Use

Students with a valid driver's license may be eligible to drive to school and park on school
grounds. All automobiles, motorcycles or any other motorized vehicle driven by students to and from
school must be registered with the Principal. Motorized vehicles are to be parked in the student
parking lot and may not be used without permission during the hours school is in session. Offenders
will lose driving privileges and will be required to ride the school bus and/or walk to school.

Student Bicycle Use

Students are permitted to ride bicycles to school. Bicycles must be parked and locked in the
designated rack areas. While on school grounds, all bicycle riders should ride with caution. All
students under age fourteen (14) must ride with a proper helmet while on school grounds. Any student
found to be endangering the safety of himself/herself or others while riding a bicycle on school
grounds will have his/her bicycle privileges denied.

Education Law Section 2801(1)
Vehicle and Traffic Law Section 1670

NOTE:  Refer also to Policy #3291 -- Skateboards, Roller Blades, Scooters, and Roller Skates on
School Property
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SUBJECT: SKATEBOARDS, ROLLER BLADES, SCOOTERS, AND ROLLER SKATES
ON SCHOOL PROPERTY

The Hadley-Luzerne Central School District believes that the safety of its students and general
public while on school property is essential. To this end, the School District will prohibit loitering and
the use and/or possession of skateboards, roller blades, scooters, and roller skates on school property.

Definitions

a)  "Roller skate" means a shoe with four small wheels attached to it for skating.

b) "Skateboard" means a devise for riding upon, usually while standing, consisting of an oblong
piece of wood or other material mounted on skate wheels.

c) "Roller blades" means a form of skate with spherical shaped wheels constructed in-line and made
of rubber or other synthetic material.

d)  "Scooter" means a long footboard between two small end wheels, controlled by an upright
steering handle attached to the front wheel.

e) "Operate" means to ride on or upon or control the operation of a skateboard, roller skates,
scooter, or roller blades.

f)  "Operator" means every person who operates or is in actual physical control of a skateboard,
roller skates, scooter, or roller blades.

g)  "School property" means any property owned, leased, or controlled by a school district.

It shall be a violation of school policy to operate a skateboard, roller blades, scooter, or roller
skates on school property. Local law enforcement officials may charge any individual who violates
this provision with criminal trespass. Any Hadley-Luzerne Central School District student who
violates this school policy may also be subject to discipline, including suspension, as enumerated in
the District Code of Conduct.

The Hadley-Luzerne Central School District may post a sign on school property to inform the
general public of these prohibitions and regulations on skateboarding, rollerblading, scooter use, and
roller skating on school property. Students of the District are deemed to know of these prohibitions
and regulations through student handbooks, regardless of whether a posting has been done.
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SUBJECT: PUBLIC ACCESS TO RECORDS

Access to records of the District shall be consistent with the rules and regulations established by
the State Committee on Open Government and shall comply with all the requirements of the New York
State Public Officers Law Section 87.

A Records Access Officer shall be designated by the Superintendent, subject to the approval of
the Board of Education, who shall have the duty of coordinating the School District's response to

public request for access to records.

Regulations and procedures pertaining to accessing District records shall be as indicated in the
School District Administrative Manual.

Education Law Section 2116

Public Officers Law Section 87

21 New York Code of Rules and Regulations (NYCRR)
Part 9760
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The development of centralized computer banks of educational data gives rise to the question of
the maintenance of confidentiality of such data while still conforming to the New York State Freedom
of Information Law. The safeguarding of confidential data from inappropriate use is essential to the
success of the District's operation. Access to confidential computerized data shall be limited only to
authorized personnel of the School District.

It shall be a violation of the District's policy to release confidential computerized data to any
unauthorized person or agency. Any employee who releases or otherwise makes improper use of such
computerized data shall be subject to disciplinary action.

However, if the computerized information sought is available under the Freedom of Information
Law and can be retrieved by means of existing computer programs, the District is required to disclose
such information.

Family Educational Rights and Privacy Act of 1974
20 United States Code (USC) 1232(g)

34 Code of Federal Regulations (CFR) Part 99

Public Officers Law Section 84 et seq.
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PUBLIC CONDUCT ON SCHOOL PROPERTY

The district is committed to providing an orderly, respectful environment that is conducive to learning. To
create and maintain this kind of an environment, it is necessary to regulate public conduct on school property and at
school functions. For purposes of this section of the code, “public” shall mean all persons when on school property
or attending a school function including students, teachers and district personnel.

The restrictions on public conduct on school property and at school functions contained in this code are not
intended to limit freedom of speech or peaceful assembly. The district recognizes that free inquiry and free
expression are indispensable to the objectives of the district. The purpose of this code is to maintain public order
and prevent abuse of the rights of others.

All persons on school property or attending a school function shall conduct themselves in a respectful and
orderly manner. In addition, all persons on school property or attending a school function are expected to be properly
attired for the purpose they are on school property.

A. Prohibited Conduct

No person, either alone or with others, shall:

1. Intentionally injure any person or threaten to do so.

2. Intentionally damage or destroy school district property or the personal property of a teacher,
administrator, other district employee or any person lawfully on school property, including graffiti or arson.

3. Disrupt the orderly conduct of classes, school programs or other school activities.

4, Distribute or wear materials on school grounds or at school functions that are obscene, advocate
illegal action, appear libelous, obstruct the rights of others, or are disruptive to the school program.

5. Intimidate, harass or discriminate against any person on the basis of

actual or perceived race, creed, color, weight, national origin, ethnic group, religion, religious practice,
disability, sex, sexual orientation, or gender (including gender identity and expression).

6. Enter any portion of the school premises without authorization or remain in any building or facility after
it is normally closed.

7. Obstruct the free movement of any person in any place to which this code applies.

8. Violate the traffic laws, parking regulations or other restrictions on vehicles.

9. Possess, consume, sell, offer, manufacture, distribute or exchange alcoholic beverages, controlled or

illegal substances or any synthetic versions (whether or not specifically illegal or labeled for human consumption), or
be under the influence of either on school property or at a school function.

10. Possess or use weapons in or on school property or at a school function, except in the case of law
enforcement officers or except as specifically authorized by the school district.

1. Loiter on or about school property.
12. Gamble on school property or at school functions.
13. Refuse to comply with any reasonable order of identifiable school district officials performing their

duties.

14. Willfully incite others to commit any of the acts prohibited by this code.

15. Violate any federal or state statute, local ordinance or Board policy while on school property or while
at a school function.
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16. Smoke a cigarette, cigar, pipe, electronic cigarette, or use chewing or smokeless tobacco.
B. Penalties
Persons who violate this code shall be subject to the following penalties:
1. Visitors. Their authorization, if any, to remain on school grounds or at the school function shall be
withdrawn and they shall be directed to leave the premises. If they refuse to leave, they shall be subject to ejection.
2. Students. They shall be subject to disciplinary action as the facts may warrant, in accordance with the
due process requirements.
3. Tenured faculty members. They shall be subject to disciplinary action as the facts may warrant in
accordance with Education Law § 3020-a or any other legal rights that they may have.
4, Staff members in the classified service of the civil service entitled to the protection of Civil Service

Law § 75. They shall be subject to immediate ejection and to disciplinary action as the facts may warrant in
accordance with Civil Service Law § 75 or any other legal rights that they may have.

5. Staff members other than those described in subdivisions 3 and 4. They shall be subject to warning,
reprimand, suspension or dismissal as the facts may warrant in accordance with any legal rights they may have.

C. Enforcement

The Principal or his/her designee shall be responsible for enforcing the conduct required by this code.

When the Principal or his or her designee sees an individual engaged in prohibited conduct, which in
his or her judgment does not pose any immediate threat of injury to persons or property, the Principal or designee
shall tell the individual that the conduct is prohibited and attempt to persuade the individual to stop. The Principal or
designee shall also warn the individual of the consequences for failing to stop. If the person refuses to stop engaging
in the prohibited conduct, or if the person's conduct poses an immediate threat of injury to persons or property, the
Principal or designee shall have the individual removed immediately from school property or the school function. If
necessary, local law enforcement authorities will be contacted to assist in removing the person.

The district shall initiate disciplinary action against any student or staff member, as appropriate, with the
"Penalties" section above. In addition, the district reserves its right to pursue a civil or criminal legal action against
any person violating the code.

Adoption date: 7/30/2007
Revised date I: 11/21/2011
Revised date II: 6/18/2012
Public Hearing: 1/7/2013
Revised date Ill: 2/25/2013
Public Hearing: 3/24/2014
Revised date IV: 4/7/2014
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SUBJECT: UNLAWFUL POSSESSION OF A WEAPON UPON SCHOOL GROUNDS

It shall be unlawful for any person to knowingly possess any air-gun, spring-gun or other
instrument or weapon in which the propelling force is a spring, air, piston or CO2 cartridge upon
school grounds or in any District building without the express written authorization of the
Superintendent or his/her designee.

Additionally, the possession of any weapon, as defined in the New York State Penal Code, on
school property or in school buildings is prohibited, except by law enforcement personnel or upon
written authorization of the Superintendent/designee.

Unlawful possession of a weapon upon school grounds may be a violation of the New York State
Penal Law, and is a violation of School District policy and the Code of Conduct.

Penal Law Sections 265.01-265.06

NOTE:  Refer also to Policy #7360 -- Weapons in School and the Gun-Free Schools Act
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Community Relations

SUBJECT: THREATS OF VIOLENCE IN SCHOOL

The School District is committed to the prevention of violence against any individual or property
in the schools or at school activities whether such acts and/or threats of violence are made by students,
staff, or others. Threats of violence against students, school personnel and/or school property will not
be tolerated whether or not such threats occur on school grounds or during the school day.

Any acts and/or threats of violence, including bomb threats, whether made orally, in writing, or
by e-mail, shall be subject to appropriate discipline in accordance with applicable law, District policies
and regulations, as well as the Code of Conduct for the Maintenance of Order on School Property and
collective bargaining agreements, as may be necessary.

While acknowledging an individual's constitutional rights, including applicable due process
rights, the District refuses to condone acts and/or threats of violence which threaten the safety and well
being of staff, students and the school environment. Employees and students shall refrain from
engaging threats or physical actions which create a safety hazard for others.

All staff who are made aware of physical acts and/or threats of violence directed to students or
staff are to report such incidents to the Building Principal/designee, who shall report such occurrences
to the Superintendent. Additionally, the Building Principal/designee will also report occurrences of
violence, whether involving an actual confrontation or threat of potential violence, to the school
psychologist and/or Director of Special Education if applicable. Local law enforcement agencies may
be called as necessary upon the determination of the Superintendent/designee.

Students are to report all acts and/or threats of violence, including threats of suicide, of which
they are aware by reporting such incidents to the school hotline, a faculty member, or the Building
Principal.

The District reserves the right to seek restitution, in accordance with law, from the
parent/guardian and/or student for any costs or damages which had been incurred by the District as a
result of the threats or acts of violence in the schools.

This policy will be enforced in accordance with applicable laws and regulations, as well as
collective bargaining agreements and the Code of Conduct as may be necessary. Additionally, this
policy will be disseminated, as appropriate, to students, staff, and parents and will be available to the
general public upon request.

Appropriate sanctions for violations of this policy by students will be addressed in the Code of
Conduct.
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Community Relations

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT

The Board of Education affirms its commitment to non-discrimination and recognizes its
responsibility to provide an environment that is free of harassment and intimidation as required by
Federal and state law. Harassment is a violation of law and stands in direct opposition to District
policy. Therefore, the Board prohibits and condemns all forms of discrimination and harassment on the
basis of race, color, creed, religion, national origin, political affiliation, sex, sexual orientation, age,
marital status, military status, veteran status, disability, use of a recognized guide dog, hearing dog or
service dog, or domestic violence victim status by employees, school volunteers, students, and
non-employees such as contractors and vendors as well as any third parties who are participating in,
observing, or otherwise engaging in activities subject to the supervision and control of the District.

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

The Board also prohibits harassment based on an individual's opposition to discrimination or
participation in a related investigation or complaint proceeding under the anti-discrimination statutes.
This policy of nondiscrimination and anti-harassment will be enforced on School District premises and
in school buildings; and at all school-sponsored events, programs and activities, including those that
take place at locations off school premises and in another state.

It is intended that this policy apply to the dealings between or among employees with employees;
employees with students; students with students; employees/students with vendors/contractors and
others who do business with the School District, as well as school volunteers, visitors, guests and other
third parties. All of these persons are hereinafter referred to collectively as "the named group."

For purposes of this policy, harassment shall mean communication (verbal, written or graphic)
and/or physical conduct based on an individual's actual or perceived race, color, creed, religion,
national origin, political affiliation, sex, sexual orientation, age, marital status, military status, veteran
status, disability, use of a recognized guide dog, hearing dog or service dog or domestic violence
victim status that:

a) Has the purpose or effect of substantially or unreasonably interfering with an individual's
work performance or is used as a basis for employment decisions (including terms and
conditions of employment) affecting such individual; and/or creates an intimidating, hostile
or offensive work environment;

b) Has the purpose or effect of substantially or unreasonably interfering with a student's
academic performance or participation in an educational or extracurricular activity, or
creates an intimidating, hostile or offensive learning environment; and/or effectively bars
the student's access to an educational opportunity or benefit;

(Continued)
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Community Relations

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT (Cont'd.)

c) Otherwise adversely affects the employment and/or educational opportunities and benefits
provided by the District.

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.

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 by Students

While students have the responsibility to abide by the policies and regulations of the District,
they shall also be afforded opportunity to present complaints and grievances free from interference,
coercion, restraint, discrimination or reprisal.

Administration shall be responsible for establishing rules and regulations for the redress of
complaints or grievances through proper administration channels. In addition, the administration shall
be responsible for developing an appeals process, ensuring that students have full understanding and
access to these regulations and procedure, and providing prompt, thorough and equitable consideration
and determination of student complaints and grievances.

Investigation of Complaints and Grievances

The School District will act to promptly investigate all complaints, either verbal or written,
formal or informal, of allegations of harassment based on any of the characteristics described above;
and will promptly take appropriate action to protect individuals from further harassment. The District
will designate, at a minimum, two (2) Compliance Officers, one of each gender.

In order for the Board to enforce this policy, and to take corrective measures as may be
necessary, it is essential that any employee, student, or other member of the above named group who
believes he/she has been a victim of harassment in the school environment and/or at programs,
activities and events under the control and supervision of the District, as well as any individual who is
aware of and/or who has knowledge of, or witnesses any possible occurrence of harassment,
immediately report such alleged harassment; such report shall be directed to or forwarded to the
District's designated Compliance Officer(s) through informal and/or formal complaint procedures as

(Continued)
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Community Relations

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT (Cont'd.)

developed by the District. Such complaints are recommended to be in writing, although verbal
complaints of alleged harassment will also be promptly investigated in accordance with the terms of
this policy. In the event that the Compliance Officer is the alleged offender, the report will be directed
to the next level of supervisory authority.

Upon receipt of an informal/formal complaint (even an anonymous complaint), the District will
conduct a prompt, equitable and thorough investigation of the charges. However, even in the absence
of an informal/formal complaint, if the District has knowledge of any occurrence of harassment, the
District will investigate such conduct promptly and thoroughly. 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/or to notify law
enforcement officials as warranted, and any disclosure will be provided on a "need to know" basis.
The Superintendent will inform the Board of Education of investigations involving findings of
discrimination or harassment.

Based upon the results of this investigation, if the District determines that an employee and/or
student has violated the terms of this policy and/or accompanying regulations, immediate corrective
action will be taken as warranted. Should the offending individual be a student, appropriate
disciplinary measures will be applied, up to and including suspension, in accordance with applicable
laws and/or regulations, District policy and regulation, and the District Code of Conduct. Should the
offending individual be a school employee, appropriate disciplinary measures will be applied, up to
and including termination of the offender's employment, in accordance with legal guidelines, District
policy and regulation, 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 and/or the Code of Conduct, will be subject to appropriate sanctions as warranted and in
compliance with law. The application of such disciplinary measures by the District does not preclude
the filing of civil and/or criminal charges as may be warranted.

Prohibition of Retaliatory Behavior (Commonly Known as ""Whistle-Blower' Protection)

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 harassment.
Follow-up inquiries shall be made to ensure that harassment has not resumed and that all those
involved in the investigation of the harassment complaint have not suffered retaliation.

Finding That Harassment Did Not Occur

At any level/stage of investigation of alleged harassment, if a determination is made that
harassment did not occur, the Compliance Officer will so notify the complainant, the alleged offender
and the Superintendent of this determination. Such a finding does not preclude the complainant from
filing an appeal pursuant to District policy or regulation and/or pursuing other legal avenues of
recourse.

(Continued)
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT (Cont'd.)

However, even if a determination is made that harassment did not occur, the
Superintendent/designee reserves the right to initiate staff awareness and training, as applicable, to
help ensure that the school community is not conducive to fostering harassment in the workplace.

In all cases, the Superintendent will inform the Board of Education of the results of each
investigation involving a finding that harassment did not occur.

Knowingly Makes False Accusations

Employees and/or students who knowingly make false accusations against another individual as
to allegations of discrimination or harassment may also face appropriate disciplinary action.

Privacy Rights

As part of any investigation, the District has the right to search all school property and
equipment including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided
by the District for the use of staff and students, but the users do not have exclusive use of these
locations or equipment and should not expect that materials stored therein will be private.

Civil Rights Compliance Officer (Title IX/Section 504/ADA Compliance Officer)

The Civil Rights Compliance Officer is the Superintendent of Schools and School Social Worker.
The Civil Rights Compliance Officer shall be appointed by the Board and shall be responsible for
providing information, including complaint procedures, and for handling complaints relative to civil
rights (e.g., Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of
1973, and the Americans with Disabilities Act of 1990) for any student, parent, employee or
employment applicant.

Prior to the beginning of each school year, the District shall issue an appropriate public
announcement which advises students, parents/guardian, 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 Civil
Rights Compliance Officer.

The Civil Rights Compliance Officer shall also be responsible for handling complaints and
grievances regarding discrimination based on race, color, creed, religion, national origin, political
affiliation, sexual orientation, age, military status, veteran status, ‘marital status, predisposing genetic
characterlstlcs use of a recognlzed guide dog, hearlng dog or service dog, or domestic violence victim
status.

(Continued)
2011 3420
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Community Relations

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT (Cont'd.)

Development and Dissemination of Administrative Regulations

Regulations will be developed for reporting, investigating, and remedying allegations of
harassment based on the characteristics described above. An appeal procedure will also be provided to
address any unresolved complaints and/or unsatisfactory prior determinations by the applicable
Compliance 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 harassment with all
employees and students, express the District's condemnation of such conduct, and explain the
sanctions for such harassment. Appropriate training and/or "awareness" programs will be established
for staff and students to help ensure knowledge of and familiarity with the issues pertaining to
harassment in the schools, 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 the investigation of 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 anti-
harassment will be published in appropriate school publications such as teacher/employee handbooks,
student handbooks, and/or school calendars.

This policy should not be read to abrogate other District policies and/or regulations or the
District Code of Conduct prohibiting other forms of unlawful discrimination, inappropriate behavior,
and/or hate crimes within this District. It is the intent of the District that all such policies and/or
regulations be read consistently to provide the highest level of protection from unlawful discrimination
in the provision of employment/educational services and opportunities. However, different treatment
of any member of the above named group which has a legitimate, legal and nondiscriminatory reason
shall not be considered a violation of District policy.

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

Americans With Disabilities Act, 42 United States Code (USC) Section 12101 et seq.

Prohibits discrimination on the basis of disability.

Section 504 of the Rehabilitation Act of 1973, 29 United States Code (USC) Section 794 et seq.
Prohibits discrimination on the basis of disability.

Title VI of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000d et seq.
Prohibits discrimination on the basis of race, color or national origin.

Title VII of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000e et seq.
Prohibits discrimination on the basis of race, color, religion, sex or national origin.

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

(Continued)
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT (Cont'd.)

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

Civil Service Law Section 75-B

Education Law Section 2801(1)

Executive Law Section 290 et seq.
Prohibits discrimination on the basis of age, race, creed, color, national origin, sex, sexual orientation,
disability, military status, marital status, use of a recognized guide dog, hearing dog or service dog, or
domestic violence victim status.

Military Law Sections 242 and 243

NOTE: Refer also to Policies #3230 -- Public Complaints

#6121 -- Sexual Harassment of District Personnel
#7551 -- Sexual Harassment of Students

Sample Complaint Form 3420F.1
District
Response to

Complaint
Form..3420F.2

Attachments:

3420F.3
Procedure 3420F.4 (2 pages)

Adoption Date: 7/30/07
Revised: 4/20/10

Revised 1I: 11/21/11



HADLEY-LUZERNE

CENTRAL SCHOOL DISTRICT 3420F.1
COMPLAINT FORM
Name of complainant: Date submitted:
Address:
Home phone: Cell: Work:

(please circle the number you'd prefer us to call)

The complainant is: (check all that apply):
an employee, holding the position of at (location)

a student, grade at (school or location)
a parent or community member

other (please specify your relationship with or association to the District)

Basis of this complaint/grievance:
Race, color, creed, national origin/ethnicity

Sex, gender, sexual orientation, sexual harassment, other harassment Age
Disability Marital status Retaliation
Partnership Status Military/veteran status Religion

Other/Not sure (Please briefly explain):

ame and/or description of accused person(s):

Description of Alleged Harassment/Discrimination/Incident:

Date, Time and Place of Violation(s):

Witnesses, if any, or others who should be contacted with knowledge important to this investigation,
including contact information for each:

Others you may have discussed this complaint/grievance/incident with, including contact information
for each:

Has this incident/discrimination been previously reported? [ ]Y [N Ifyes, when and to whom?

Describe the remedy, outcome or resolution:

Remedy Sought by Complainant:

Date Signature of Complainant

(This form is to be used for all complaints within the Hadley-Luzerne Central School District,
including incidents of alleged discrimination or harassment)



3420F.2

HADLEY-LUZERNE
CENTRAL SCHOOL
DISTRICT DISTRICT
RESPONSE TO
COMPLAINT FORM
(To Be Completed by

Various District Personnel)

Decision of Principal or Supervisor and Action
Taken

Decision of Compliance Officer

Action Taken by Superintendent

Action by the Board

Other Comments

Date Signature of Compliance Officer

Date Signature of Superintendent



3420F.3
HADLEY-LUZERNE
CENTRAL SCHOOL
DISTRICT
APPEAL FORM (if
applicable)

Name and Position of Complainant:

Date Appeal Filed:

Date Original Complaint Filed:

Have There Been Any Prior Appeals Filed Related to this Complaint?

If Yes, When and to Whom?

Describe the Decision Being Appealed and Why:




Date Signature of Complainant
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SUBJECT: NON-DISCRIMINATION AND

ANTI-HARASSMENT

COMPLAINT PROCEDURES

Responsibility

Complainant (Employee/Student)

*
Supervisor/Principal

Complainant

Compliance Officer/Designee

*

Action

1) Notifies his/her *immediate supervisor or
Principal on the complaint form provided by the
District. (In the case of a potential employee/
student, he/she shall immediately notify the
District's Compliance Officer.) May request and
use the District's Sample Complaint Form (See
#3420F.1).

2) a. Within twenty (20) days after receipt of the
complaint, corrects the situation stated in the
complaint if he/she finds the complaint valid
and if such action is within his/her scope of
authority.

b. Notes on the complaint form the action taken.

3) If the complaint has not been resolved to his/her
satisfaction may file a formal complaint with the
Compliance Officer within twenty (20) days of
the decision of the supervisor or Principal on the
form provided by the District.

4) a. Reviews the file and, if necessary, conducts

his/her own investigation.

b.  Makes decision in writing within twenty



(20) days from receipt of the complaint, or
notifies the complainant that more time will
be needed for further investigation before
rendering a decision.

c. Notifies the Superintendent of his/her
recommendations  for review and/or
implementation.

*If the investigating official is the alleged source of discrimination, then the complainant shall report
his/her complaint to the next level of supervisory authority.

(Continued)
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HADLEY-LUZERNE CETNRAL SCHOOL
PROCEDURE

20F2

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT COMPLAINT

PROCEDURES (Cont'd.)

Responsibility

Superintendent

Complainant

Board of Education

5) a

6) a.

Action

Issues a finding as to whether discrimination
has occurred.

If corrective action is deemed necessary,
follows all applicable law and regulations
and appropriate collective  bargaining
agreements in implementing such action.

Receives a copy of any and all reports issued
by the Superintendent pertaining to the
investigation/outcome  of the formal
complaint.

If satisfied with the resolution, so indicates
in writing.

If not satisfied, may appeal to the
Superintendent or may take appropriate
legal action in accordance with state and
federal law.

If still not resolved at the Superintendent's
level, may appeal to the Board of Education
or may take appropriate legal action in
accordance with state and federal law.

7)  If complainant files an appeal conducts a hearing
and issues a written response to the complainant.
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Community Relations

SUBJECT: UNIFORM VIOLENT AND DISRUPTIVE INCIDENT SYSTEM

In compliance with the Uniform Violent and Disruptive Incident System, the District will record
each violent or disruptive incident that occurs on school property or at a school function. School
property shall mean in or within any building, structure, athletic playing field, playground, parking lot
or land contained within the real property boundary line of a public elementary or secondary school; or
in or on a school bus as defined in Vehicle and Traffic Law Section 142. A school function shall mean
a school-sponsored or school-authorized extracurricular event or activity regardless of where such
event or activity takes place, including any event or activity that may take place in another state.

In accordance with the manner prescribed, the District will submit an annual report of violent
and disruptive incidents (on the Summary of Violent and Disruptive Incidents form) from the previous
school year to the Commissioner of Education. Summary data will be used to determine the rate of
violent and disruptive incidents in each school and to identify schools as persistently dangerous, as
required by the No Child Left Behind Act.

The District will utilize the Individual Violent or Disruptive Incident Report form for the
reporting of individual incidents by each building and/or program under its jurisdiction and for the
tally count of incidents into the Summary Form. Copies of such incident reports will be retained for
the time prescribed by the Commissioner in the applicable records retention schedule. These reports
will be available for inspection by the State Education Department upon request.

All personally identifiable information included in a violent or disruptive incident report will be
confidential and will not be disclosed to any person for any purpose other than that specified in
Section 2802 of the Education Law, except as otherwise authorized by law.

The District will include a summary of the District's annual violent or disruptive incident report
in its School District Report Card in the format prescribed by the Commissioner.

Reporting Guidelines

The District will utilize the New York State Education Department's website to obtain copies of
the forms, directions, glossary and additional information at www.emsc.nysed.gov/irts/.

Education Law Sections 2801(1) and 2802
8 New York Code of Rules and Regulations (NYCRR)
Section 100.2 (gg)


http://www.emsc.nysed.gov/irts/

Adopted: 7/30/07
2007 3510

Community Relations

SUBJECT: EMERGENCY CLOSINGS

The Superintendent of Schools may close the schools or dismiss students/staff early when
hazardous weather or other emergencies threaten the health or safety of students, personnel or school
property. The Superintendent may delegate this authority to another staff member in the event of
his/her absence. Such action is never to be taken lightly, for public education is one of the principal
functions of the community and should be maintained at a normal level except in extreme
circumstances.

Schools will not be closed merely to avoid inconvenience. While it may be prudent, under
certain circumstances, to excuse all students from attending school, to delay the opening hour, or to
dismiss students early, the Superintendent has the responsibility to ensure that administrative,
supervisory, and operational activity is continued to the extent possible. School closing and delayed
starting times will be announced over local radio stations. If no report is heard, it can be assumed the
schools are in session, and are opening on time.

In making the decision to close schools, the Superintendent may consider many factors,
including the following, which relate to the safety and health of children:

a)  Weather conditions, both existing and predicted;

b) Driving, traffic, and parking conditions affecting public and private transportation
facilities;

c) Actual occurrence or imminent possibility of any emergency condition that would make the
operation of schools difficult or dangerous; and

d) Inability of teaching personnel to report for duty, which might result in inadequate
supervision of students.

Among the other factors the Superintendent may consider are advice from traffic and weather

authorities, Principals, and school officials. Students, parents, and staff will be informed early in each
school year of the procedures that will be used to notify them in case of emergency closing.

Adopted: 7/30/07
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Non-Instructional/Business

SUBJECT: AUTOMATED CALLING SYSTEM

The Board of Education has allocated resources to provide District Administration with
technology and services to provide a mass calling system for various notifications. This system allows
for quick notification of parents, guardians, emergency contacts, faculty and staff of school
emergencies, early releases, closings and other special events and circumstances.

The Board directs the Superintendent to establish procedures to ensure that the system is used
correctly. This includes the banning of notifications of a political, personal or illegal nature.
Additionally, the Board directs the Superintendent to establish various contact lists to be used in
differing circumstances, and develop a procedure for ensuring the appropriate contact list is used in
each circumstance.

The Superintendent or his designee must approve all instances where the automated calling
system is utilized.

Adoption: 7/8/2009



Hadley-Luzerne Central School District
ADMINISTRATION

1.1 Administrative Personnel

ADMINISTRATIVE OPERATIONS

2.1 Administrative Organization and Operation
2.1.1 Line Responsibility
2.1.2 Management Organizational Structure
2.2 Abolishing an Administrative Position
2.3 Administrative Authority During Absence of the Superintendent of Schools
2.4 Administrative Latitude in the Absence of Board Policy
2.5 Use of Committees
2.6 Evaluation of the Superintendent and Other Administrative Staff

CENTRAL OFFICE AND BUILDING ADMINISTRATION

3.1 Superintendent of Schools
3.2 Superintendent-Board of Education Relations
3.3 Administrative Staff

COMPENSATION AND RELATED BENEFITS

4.1 Professional Development Opportunities
4.2 Compensation and Related Benefits
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2007 4110

Administration

SUBJECT: ADMINISTRATIVE PERSONNEL

Administrative and supervisory personnel shall be considered to be those District employees
officially designated by Board of Education action as responsible for the administrative and
supervisory tasks required to carry out Board of Education policy, programs, decisions, and actions.

These employees shall meet all certification and/or Civil Service requirements as outlined in
New York State Civil Service Law, and the Rules and Regulations promulgated by the Commissioner

of Education of New York State. The administrative and supervisory staff must be eligible to meet
these requirements at the time of employment.

Education Law Sections 1709 and 2503(5)

Adopted: 7/30/07
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Administration

SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION

The basic principles of Administrative Organization and Operation are:

a)

g)

The working relationships shall involve two (2) types of officers: line and staff. Line
organization involves a direct flow of authority upward and downward from
Superintendent to Building Principal. A line officer has power and authority over
subordinates. Staff officers do not stand in the direct line of authority; they serve as
coordinators or consultants.

The Board of Education shall formulate and legislate educational policy.

Administrative regulations shall be developed by the Superintendent in cooperation with
affected or interested staff members or lay persons.

The Central Office staff shall provide overall leadership and assistance in planning and
research.

A reasonable limit shall be placed upon the number of persons with whom an administrator
shall be expected to work effectively.

Areas of responsibility for each individual shall be clearly defined.

There shall be full opportunity for complete freedom of communication between all levels
in the school staff.

The following principles shall govern the administrative operation of the School System:

a)

b)

c)

d)

The Superintendent of Schools shall have specific responsibility for overseeing the District
educational programs.

Responsibility shall flow from the Board of Education, to the Superintendent, to School
Principals, to teachers.

Each member of the staff shall be informed as to whom he/she is responsible and for what
functions.

Whenever possible, each member of the staff shall be made responsible to only one
immediate supervisor for any one function.

Each staff member shall be informed as to whom he/she can appeal in case of disagreement
with an immediate superior.

Each staff member shall be informed as to whom he/she should report to for help in
carrying out his/her functions.

(Continued)
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Administration

SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION (Cont'd.)

School Administration

Under the direction of the Superintendent of Schools, each School Principal and his/her
assistant(s) will prepare, during July and August, administrative objectives for the coming school year,
within established Board of Education policy and administration regulations. Objectives will be
worked out with the Superintendent to ensure continuity on a District-wide basis. The Superintendent
will review and evaluate objectives on an annual basis.

Administrative objectives for all administrative personnel shall be reviewed by the Board on an
annual basis with the review of such objectives completed annually during the month of September.
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Administration

SUBJECT: LINE RESPONSIBILITY
Each employee in the School System shall be responsible to the Board through the Superintendent.

All personnel shall refer matters requiring administrative action to the administrative officer immediately
in charge of the area in which the problem arises.

Administrative officers shall refer such matters to the next higher authority when deemed
necessary.

All employees shall have the right to appeal any decision made by an administrative officer to
the next higher authority and through appropriate successive steps to the Board.

The lines of responsibility/reporting shall be as depicted on the organizational chart (i.e., Policy
#4212 -- Management Organizational Structure).



HADLEY-LUZERNE CENTRAL SCHOOL

MANAGEMENT ORGANIZATIONAL STRUCTURE
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2007 4220

Administration

SUBJECT: ABOLISHING AN ADMINISTRATIVE POSITION

Existing administrative positions shall not be abolished by the Board of Education without
previous written notification of the impending abolition. Such written notification is to be served to the
individual currently holding that position. In all cases the individual currently holding the position
should receive as much advance notice as possible.

Education Law Section 3013



2007 4230

Administration

SUBJECT: ADMINISTRATIVE AUTHORITY DURING ABSENCE OF THE
SUPERINTENDENT OF SCHOOLS

The Superintendent of Schools shall delegate to another administrator the authority and
responsibility for making decisions and taking such actions as may be required during the absence of
the Superintendent.



2007 4240

Administration

SUBJECT: ADMINISTRATIVE LATITUDE IN THE ABSENCE OF BOARD POLICY

From time to time problems and new questions arise for which no specific policy has been
prepared. Members of the administrative staff shall act in a manner consistent with the existing
policies of the School District and shall alert the Superintendent of Schools to the possible need for

additional policy development.



2007 4250

Administration

SUBJECT: USE OF COMMITTEES

Standing and/or ad hoc committees may be appointed to study and to recommend courses of
action in response to department, building or District needs. These committees may be appointed by
the Board of Education, the Superintendent or other administrators, with the knowledge of the
Superintendent, and in accordance with the range of responsibilities of the appointing body or
administrator to whom the committee shall report. The composition of each committee shall reflect its

purpose and each committee shall have a clear assignment.



2007 4260

Administration

SUBJECT: EVALUATION OF THE SUPERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

Superintendent
The Board of Education shall conduct annually a formal performance evaluation of the
Superintendent. The formal procedures used to complete the evaluation are to be filed in the District
Office, and to be made available for review by any individual, no later than September 10 of each year.
The formal performance procedures shall include written criteria, a description of the review
procedures, provisions for post-conferencing, and methods used to record results of the evaluation.
The Superintendent shall be granted the opportunity to respond to the evaluation in writing.

Evaluation of Administrative Staff

The Board shall direct the Superintendent to conduct an evaluation of all administrative
personnel.

The purposes of this evaluation are:

a)  To determine the adequacy of administrative staffing;

b)  To improve administrative effectiveness;

c) To encourage and promote self-evaluation by administrative personnel;

d)  To provide a basis for evaluative judgments by the Superintendent and the Board;

e) To make decisions about continued employment with the District.

8 New York Code of Rules and Regulations (NYCRR)
Section 100.2(0)(2)



2007

Administration

SUBJECT: SUPERINTENDENT OF SCHOOLS

The Board of Education shall, by a majority vote, appoint a Superintendent of Schools for a term

of no less than three (3) years and not to exceed five (5) years.

a)

b)

2)

h)

)

k)

)

As chief executive officer of the Board of Education, he/she shall attend all regular, special, and
work meetings of the Board except that the Superintendent may be excluded when his/her
employment contract or performance is discussed in executive session.

He/she shall execute, administer and enforce all policies and all rules and regulations of the
Board and/or District.

He/she shall constantly review the local school situation and recommend to the Board areas in
which new policies seem to be needed.

He/she shall be responsible for organizing, administering, evaluating, and supervising the
programs and personnel of all school departments, instructional and non-instructional.

He/she shall recommend to the Board the appointment of all instructional and support personnel.
He/she shall be responsible for the preparation and recommendation to the Board of the annual
School District budget in accordance with the format and development plan specified by the
Board.

He/she shall acquaint the public with the activities and needs of the schools through his/her
written and spoken statements, and shall be responsible for all news releases emanating from the
local schools.

He/she shall be responsible for the construction of all salary scales and for the administration of
the salary plan approved by the Board. Some of these salary scales will be developed within staff
contracts negotiated under the provisions of the Taylor Law.

He/she shall determine the need and make plans for plant expansion and renovation.

He/she shall be responsible for recommending for hire, evaluating, promoting, and dismissing all
professional and non-professional staff personnel.

He/she shall prepare or supervise the preparation of the teacher's handbook, staff bulletins, and
all other District-wide staftf materials.

He/she shall plan and coordinate the recruitment of teachers and other staff to assure the District
of the best available personnel.

(Continued)



2007

Administration

SUBJECT: SUPERINTENDENT OF SCHOOLS (Cont'd.)

m)

p)

)

He/she shall plan and conduct a program of supervision of teaching staff that will have as its
goal the improvement of instruction, and, at the same time, will assure that only the teachers
found to have a high degree of competence will be recommended for tenure.

He/she shall continually strive to distinguish for all concerned between the areas of policy
decisions appropriate to the Board and management decisions appropriate to the District's
administrative personnel.

He/she shall, when necessary and/or desirable, transfer such personnel as he/she anticipates will
function more effectively in other positions. These transfers shall be made within the guidelines
of state laws, District policies and negotiated contracts.

He/she shall submit the data from the School Report Card and/or other such reports of
student/District performance as prescribed by and in accordance with requirements of the
Commissioner of Education.

To perform such other duties as the majority of the Board may determine and within the laws of
New York.

Education Law Sections 1711, 2508 and 3003
8 New York Code of Rules and Regulations (NYCRR)
Section 100.2(m)



2007 4320

Administration

SUBJECT: SUPERINTENDENT - BOARD OF EDUCATION RELATIONS

The Board of Education is accountable for all pursuits, achievements and duties of the School
District. The Board's specific role is to deliberate and to establish policies for the organization. The
Board delegates the necessary authority to the Superintendent who, acting as chief executive officer, is
held accountable to the Board for compliance with its policies.

a)

b)

d)

With respect to School District goals and objectives, the Board will establish broad
guidelines to be observed in the development of further policy and action. The Board
reserves the right to issue either restrictive or general policy statements.

Generally, the Superintendent will be empowered to assign and use resources; employ,
promote, discipline and deploy staff; to translate policies of the Board into action; to speak
as agent of the Board; to organize and delegate administrative responsibilities; and to
exercise such other powers as are customary for chief executives.

The Superintendent may not perform, cause, or allow to be performed any act that is
unlawful, in violation of commonly accepted business and professional ethics; in violation
of any contract into which the Board has entered; or, in violation of policies adopted by the
Board that limit the Superintendent's authority.

Should the Superintendent or his/her designee consider it unwise or impractical to comply

with an explicit Board policy, the Superintendent will inform the Board of that
determination. The Board will decide whether such judgment was warranted.

Education Law Sections 1711, 2503 and 2508



HLCS POLICY

2013 4330

Administration

ADMINISTRATIVE STAFF

Business Manager

The Business Manager shall be responsible for all phases of the District's business activity, as set
forth in Section 5000 of the Policy Manual, and shall report directly to the Superintendent of Schools.

Building Principals

The Building Principals are the educational executives of the school centers. They have the
responsibility for executing Board of Education policies in the schools. They are directly responsible
to the Superintendent of Schools.

PK-2 Principal/Director of Curriculum, Instruction and Assessment

The PK-2 Principal/Director of Curriculum, Instruction and Assessment responsibilities are to
develop proposals and coordinate activities for New York State categorical and federally funded
projects and programs; assists in the area of curriculum development and staff development; has
general supervision of the K-2 Building, programs, staff, and students.

Adopted: 7/30/2007
Revised: 10/21/2013



2007 4410

Administration

SUBJECT: PROFESSIONAL DEVELOPMENT OPPORTUNITIES

The Board of Education shall encourage administrators to keep informed of current educational
theory and practice by study, by visiting other school systems, by attendance at educational
conferences, and by such other means as are appropriate.

The approval of the Superintendent shall be required for any conference attendance or visitations
requested by administrators.

Participation shall be limited by available resources and reimbursement guidelines.

General Municipal Law Sections 77-b and 77-c



2007 4420

Administration

SUBJECT: COMPENSATION AND RELATED BENEFITS

The salaries and related benefits of administrators not set by collective bargaining shall be set
annually by the Board of Education upon the recommendation of the Superintendent.



2014

5000

Non-Instructional/Business

Hadley-Luzerne Central School District

BUDGET

1.1
1.2
1.3
1.4

INCOME

2.1
2.2
23
24

2.5

Budget Planning and Development
School District Budget Hearing
Budget Adoption

Administration of the Budget

Revenues

District Investments

Acceptance of Gifts, Grants and Bequests to the School District
School Tax Assessment and Collection

2.4.1 Property Tax Exemptions

Sale and Disposal of School District Property

EXPENDITURES

3.1
3.2

3.3
34

Bonding of Employees and School Board Members
Expenditures of School District Funds

3.2.1 Use of the District Credit Card

3.2.2  Use of the District Cell Phone

3.2.3 Reimbursement for Meals/Refreshments
Budget Transfers

Borrowing of Funds

PURCHASING

4.1
4.2

Purchasing
Contracts for Instruction...

FISCAL ACCOUNTING AND REPORTING

5.1
5.2
53
54
5.5
5.6

Accounting of Funds

Extraclassroom Activities Fund

Petty Cash Funds and Cash in School Buildings
Publication of District's Annual Financial Statement
Maintenance of Fiscal Effort (Title I Programs)

Use of Federal Funds for Political Expenditures

Operations

NUMBER

5110
5120
5130
5140

5210
5220
5230
5240
5241
5250

5310
5320
5321
5322
5323
5330
5340

5410
5420

5510
5520
5530
5540
5550
5560



2020

5000

Non-Instructional/Business

Operations

Hadley-Luzerne Central School District

FISCAL ACCOUNTING AND REPORTING (Cont'd.)

5.7

Financial Accountability

5.7.1 Allegations of Fraud

5.7.2  Audit Committee

5.7.4 Online Banking Services...
5.7.5 Cash Receipts...

5.7.6 Reserve Funds...

NON-INSTRUCTIONAL OPERATIONS

6.1
6.2

6.3

6.4
6.5
6.6

6.7

6.8

6.9

Insurance

Inventories

6.2.1 Accounting of Fixed Assets

Facilities: Inspection, Operation and Maintenance

6.3.1 Hazardous Waste and Handling of Toxic Substances by Employees

6.3.2 Construction Safety

6.3.3 Naming Facilities

6.3.4 Closing of Facilities

6.3.5 Health and Safety Committee

6.3.6 Pesticides and Pest Management

Smoking/Tobacco Use

Energy/Water Conservation and Recycling of Solid Waste

School Food Service Program (Lunch and Breakfast)/School District

Nutrition Advisory Committee

6.6.1 Hadley-Luzerne Central School District Wellness Policy

6.6.2 Charging School Meals and Prohibition Against Shaming

Records Management

6.7.1 Disposal of Consumer Report Information and Records

6.7.2 Information Security Breach and Notification

6.7.3 Employee Personal Identifying Information...

Safety and Security

6.8.1 School Safety Plans and Teams

6.8.2 Cardiac Automated External Defibrillators (AEDs) in Public
School Facilities

6.8.2.1 Extreme Risk Protection Orders...

6.8.3  Fire Drills, Bomb Threats and Bus Emergency Drills

6.8.4 Anthrax and Other Biological Terrorism: Prevention Protocols/
Protocols for Mail Handling

6.8.5 Access to Buildings

6.8.6 Use of Surveillance Cameras in the School District...

6.8.6 New Pandemic Planning...

Exposure Control Program

NUMBER

5570
5571
5572
5580
5590
5595

5610
5620
5621
5630
5631
5632
5633
5634
5635
5636
5640
5650

5660
5661
5662
5670
5671
5672
5673
5680
5681

5682
5682.1
5683

5684
5685
5686
5687
5690



2020 5000
6.9.1 Communicable Diseases 5691
6.9.2 Human Immunodeficiency Virus (HIV) Related Illnesses 5692



Non-Instructional/Business

Operations
Hadley-Luzerne Central School District NUMBER
TRANSPORTATION
7.1 Transportation Program 5710
7.2 Scheduling and Routing 5720
7.3 Transportation of Students 5730
7.3.1 Transportation in Child Safety Zones 5731
7.4 Use of Buses by Community Groups 5740
7.5 School Bus Safety Program 5750
7.6 Qualifications of Bus Drivers 5760
7.6.1 Drug and Alcohol Testing for School Bus Drivers and Other
Safety-Sensitive Employees 5761

7.7 Idling School Buses on School Grounds... 5762



g
o 1 ==
=

HLCS POLICY 2D]4_ 5110

ANNUAL BUDGET PLANNING AND DEVELOPMENT

The school budget is the legal basis for the establishment of the tax levy. It is the official
document that describes the programs to be conducted during a given period of time. It is the
operational plan, stated in financial terms, for the conduct of all programs in the school system.

The annual school budget process is important to school district operations and serves as a
means to improve communications within the school organization and with the residents of the school
community.

The budget will be presented to the public in three components (to be voted upon as one
proposition):

a) A program component, which includes all program expenditures of the district, including
the salaries and benefits of teachers and any school administrators or supervisors who
spend a majority of their time performing teaching duties, and all transportation operating
expenses;

b) A capital component, which includes all transportation capital, debt service, and lease
expenditures; costs resulting from court judgments administrative orders or settled or
compromised claims; and all facilities costs of the School District, including facilities lease
expenditures, the annual debt service and total debt for all facilities financed by bonds and
notes of the district, and costs of construction, acquisition, reconstruction, rehabilitation or
improvement of school buildings, provided that such budget shall include a rental,
operations and maintenance section that includes base rent costs, total rent costs, operation
and maintenance charges, cost per square foot for each facility leased by the district, and all
expenditures associated with custodial salaries and benefits, service contracts, supplies,
utilities, and maintenance and repairs of school facilities;

¢) An administrative component, which includes office and central administrative expenses,
traveling expenses, and compensation, salaries and benefits of all school administrators and
supervisors, all expenditures associated with the operation of the school board, the office of
the Superintendent of Schools, general administration, the school business office, any
consulting costs not directly related to direct student services and programs, planning and
all other administrative activities.

In addition, each component must be separately delineated in accordance with Regulations of the
Commissioner. The budget will categorize revenues, property tax refunds, expenditures, budget
transfers and fund balance information, and will be formatted to show changes in the data

as compared with the previous year. Finally, the budget will be written in plain language and organized
in a manner which best promotes the public’s understanding of its contents.
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The budget will be completed at least seven days before the public hearing at which the Board
will present the budget to the voters. Copies of the budget will be made available upon request to
residents within the district (not just district taxpayers) during the 14 days preceding the date of the
annual election and budget vote at each school building in the district, at the school district offices, and
at any public library or free association library within the district, between the hours of 9:00 a.m. and
4:00 p.m. on each day other than Saturday, Sunday or holidays, as well as on the school district's
internet website. In addition, at least once during the school year, the Board will include in a district-
wide mailing, notice of the availability of copies of the budget.

The following documents will be attached to the budget:

a) A detailed statement of the total compensation to be paid to the Superintendent of Schools,
and any assistant or associate Superintendent of Schools in the ensuing school year,
including a delineation of the salary, annualized cost of benefits and any in-kind or other
form of remuneration,;

b) A list of all other school administrators and supervisors, if any, whose annual salary will be
at or above the amount designated by the State Education Department in the coming
school year along with their title and annual salary;

c) A School District Report Card, prepared pursuant to the Education Law and the
Regulations of the Commissioner of Education, including information on the tax levy
limit.

d) A Property Tax Report Card prepared in accordance with law and Commissioner's
Regulations (see subheading Property Tax Report Card).

If the proposed budget increases the property tax levy by more than either 2% or the rate
of inflation (whichever is less), it requires a supermajority of 60% in order to pass.

The Board may not submit the proposed budget or a related proposition to the voters more than
twice. If the voters fail to approve the proposed budget or budget proposition after the second
submission, or if the Board elects not to put the proposed budget to a public vote a second time, the
Board must adopt a contingency budget with a tax levy of 0% increase (i.e., less than or equal to
the tax levy of the previous year).

The Board may use district monies to present educational and informational material about the
annual budget and related information to the voters. It shall not, however, use these funds to urge
voters to cast their ballots in a particular fashion.

Ref:  Education Law §§1608; 1716; 1804(4); 1906(1); 2008(2); 2021; 2002(1); 2022(2); 2023;
2023-a; 2035(2); 2601-a
General Municipal Law §36
Phillips v. Maurer, 67 NY2d 672 (1986)
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Fiscal Management (NYSSBA, 1997)
Hartman, William T., “Participatory Budgeting in High School”, Planning and Changing,
Spring 1989, vol. 20, no. 1.

Adoption Date: 12/21/2009
Revised Date: 1/27/2014
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Non-Instructional/Business
Operations

SUBJECT: SCHOOL DISTRICT BUDGET HEARING

The Board of Education will hold an Annual Budget Hearing, in accordance with law, so as to
inform and present to District residents a detailed written statement regarding the District's estimated
expenditures and revenue for the upcoming school year prior to the budget vote which is taken at the
Annual District Meeting and Election.

The Budget Hearing will be held not less than seven (7) nor more than fourteen (14) days prior
to the Annual District Meeting and Election or Special District Meeting at which the budget vote will
occur. The proposed budget will be completed at least seven (7) days prior to the budget hearing at
which it is to be presented.

Notice of the date, time and place of the annual budget hearing will be included in the notice of
the Annual Meeting and Election and/or Special District Meeting as required by law.

All School District budgets which are submitted for voter approval shall be presented in three (3)
components: a program component, an administrative component, and a capital component; and each
component will be separately delineated in accordance with law and/or regulation.

The Board of Education will also prepare and append to copies of the proposed budget a School
District Report Card, pursuant to the Regulations of the Commissioner of Education, referencing
measures of academic and fiscal performance. Additionally, the Board of Education shall also append
to copies of the proposed budget a detailed statement of the total compensation to be paid to various
administrators as enumerated in law and/or regulation, and a Property Tax Report Card prepared in
accordance with law and Commissioner's Regulations.

All budget documents for distribution to the public will be written in plain language and
organized in a manner which best promotes public comprehension of the contents.

Dissemination of Budget Information

Copies of the proposed annual operating budget for the succeeding year may be obtained by any
District resident. Such a request shall be completed at least seven (7) days before the budget hearing at
which it is to be presented and copies thereof shall be prepared and made available, upon request and
at the School District offices, at any public library or associate library within the District and on the
School District's website, if one exists, to residents within the District during the period of fourteen
(14) days immediately preceding the Annual Meeting and Election or Special District Meeting at
which the budget vote will occur and also at such meeting, a hearing. Additionally, the Board will
include notice of the availability of copies of the budget at least once during the school year in any
District-wide mailing.

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: SCHOOL DISTRICT BUDGET HEARING (Cont'd.)
Budget Notice

The School District Clerk shall mail a School Budget Notice to all qualified voters of the School
District after the date of the Budget Hearing, but no later than six (6) days prior to the Annual Meeting
and Election or Special District Meeting at which a school budget vote will occur. The School Budget
Notice shall compare the percentage increase or decrease in total spending under the proposed budget
over total spending under the School District budget adopted for the current school year, with the
percentage increase or decrease in the Consumer Price Index from January first of the prior school
year to January first of the current school year.

The Budget Notice shall include a description of how total spending and the tax levy resulting
from the proposed budget would compare with a projected contingency budget, assuming that such
contingency budget is adopted on the same day as the vote on the proposed budget. Such comparison
shall be in total and by component (i.e., program, capital and administrative), and shall include a
statement of the assumptions made in estimating the projected contingency budget.

The Notice shall also include, in a manner and format prescribed by the Commissioner of
Education, a comparison of the tax savings under the basic school tax relief (STAR) exemption and the
increase or decrease in school taxes from the prior year, and the resulting net taxpayer savings for a
hypothetical home within the District with a full value of one hundred thousand dollars ($100,000)
under the existing School District budget as compared with such savings under the proposed budget.

The Notice shall also set forth the date, time and place of the school budget vote in the same
manner as in the Notice of the Annual Meeting. The School Budget Notice shall be in a form
prescribed by the Commissioner of Education.

Notice of Budget Hearing/Availability of Budget Statement:
Education Law Sections 1608(2), 1716(2), 2003(1), 2004(1) and 2601-a(2)

Election and Budget Vote:
Education Law Sections 1804(4), 1906(1), 2002(1), 2017(5), 2017(6), 2022(1) and 2601-a(2)

Budget Development and Attachments:

Education Law Sections 1608(3), 1608(4), 1608(5), 1608(6), 1608(7), 1716(3), 1716(4), 1716(5), 1716(6),
1716(7), 2022(2-a) and 2601-a(3)

8 New York Code of Rules and Regulations (NYCRR) Sections 100.2(bb), 170.8 and 170.9



2007 5130

Non-Instructional/Business
Operations

SUBJECT: BUDGET ADOPTION

The Board of Education shall review the recommended budget of the Superintendent of Schools
and shall seek public input and feedback regarding the recommended budget including, but not limited
to, holding a public budget hearing not less than seven (7) nor more than fourteen (14) days prior to
the Annual District Meeting and Election at which the budget vote is to occur. The Board may modify
the recommended budget of the Superintendent prior to its submission to District voters. Final
authorization of the proposed budget is dependent upon voter approval unless a contingency budget is
adopted by the Board.

In the event the original proposed budget is not approved at the Annual District Meeting and
Election, the Board may resubmit the original proposed budget or a revised budget for voter approval,
or individual propositions may be placed before District voters, at a special meeting held at a later
date. In the alternative, if the initial proposed budget is defeated, the Board may adopt a contingency
budget and levy taxes as necessary for implementation of the contingency budget expenditures. If the
voters fail to approve the second budget submittal, or budget proposition(s), the Board shall adopt a
contingency budget in accordance with law.

The School District budget for any school year, or any part of such budget, or any proposition(s)
involving the expenditure of money for that school year, shall not be submitted for a vote of the
qualified District voters more than twice.

The School District budget, once adopted, becomes the basis for establishing the tax levy on real
property within the District.

Education Law Sections 1608, 1716, 1804(4), 1906(1),
2002(1), 2003(1), 2004(1), 2022, 2023 and 2601-a

8 New York Code of Rules and Regulations (NYCRR)
Sections 100.2(bb), 170.8 and 170.9



2007 5140

Non-Instructional/Business
Operations

SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendent of Schools, working in conjunction with the administrative staff, is responsible to the
Board for the administration of the budget.

a)  He/she shall acquaint District employees with the final provisions of the program budget
and guide them in planning to operate efficiently and economically within these provisions.

b)  Under his/her direction the District shall maintain such records of accounting control as are
required by the New York State Uniform System of Accounts for School Districts, the
Board of Education, and such other procedures as are deemed necessary and shall keep the
various operational units informed through periodic reports as to the status of their
individual budgets.

c) Board approval is required prior to the expenditure of District funds.
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2007 5210

Non-Instructional/Business
Operations

SUBJECT: REVENUES
The School District Treasurer will have custody of all District funds in accordance with the

provisions of state law. The Treasurer will be authorized and directed by the Board to invest the
balances available in various District funds in accordance with regulations set forth in state law.

Education Law Sections 1604(a) and 1723(a)
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Non-Instructional/Busin

ess Operations
INVESTMENTS

The objectives of the district’s investment policy are to safeguard district funds and to minimize risk,
to ensure that investments mature when cash is required to finance operations and to ensure a
competitive rate of return. In accordance with this policy, the Treasurer or his/her designee is
authorized to invest and/or deposit all funds, including proceeds of obligations and reserve funds, in
time-deposit accounts, certificates of deposit, short-term government securities, repurchase agreements
or other investment instruments permitted by law, subject to the investment regulations approved by
the Board of Education.

To the extent feasible, investments and deposits shall be made in and through local or regional
financial institutions. Concentration of investments in a single financial institution should be avoided.
Diversification of investments and deposits is encouraged. Investments may be made either directly
from an authorized trading partner, or by participation in a cooperative investment agreement with
other authorized municipal corporations pursuant to General Municipal Law Article 5-G and in
accordance with General Municipal Law Article 3-A.

This policy will be annually reviewed by the Board and may be amended from time to time in
accordance with the provisions of section 39 of the General Municipal Law.

Ref: Education Law §§1604-a; 1723-a; 3651; 3652
Local Finance Law § 24.00, 25.00, 165.00

General Municipal Law §§6-d; 6-j; 6-1-n; 6-p; 6-1; 10; 11; 39; Article 3-A; Article 5-G

Adoption date: 7/30/2007
Revised: 12/17/2018
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5220-REGULATION 20f5
INVESTMENTS REGULATION

Authorized Investments

A. The Treasurer is authorized to invest all available district funds, including proceeds of
obligations and Reserve Funds, in the following types of investment instruments:

Savings Accounts or Money Market Accounts of designated banks;

Certificates of Deposit issued by a bank or trust company located in and authorized to do business in
New York State;

4. Demand Deposit Accounts in a bank or trust company located in and authorized to do business
in New York State; Obligations of New York State; Obligations of the United States
Government (U.S. Treasury Bills and Notes);

Repurchase Agreements involving the purchase and sale of direct obligations of the United States;

B. All funds may be invested in Revenue Anticipation Notes or Tax Anticipation Notes of other
school districts and municipalities, with the approval of the State Comptroller.

C. Only Reserve Funds established by section 6-d, 6-j, 6-1, 6-m and 6-n of the General Municipal
Law may be invested in obligations of the school district.

Direct or Cooperative Investments

Investments may be made either directly from an authorized trading partner, or by participation
in a cooperative investment agreement.

A. Cooperative investment agreements may be made with certain municipal corporations: any
New York State county (outside New York City), city, town, village, BOCES, fire district, or school
district, pursuant to General Municipal Law Article 5-G.



HLCS POLICY

5220
3of 5

B. Cooperative investment agreements, pursuant to General Municipal Law Article 3-A, must
address: the governing board of the cooperative, lead participant, proportional interest, the
cooperative’s investment policy, contributions and distributions, apportionment of administrative
expenses and costs, methodology to determine participants’ interest, determination of market value at
least monthly, portfolio interest rate testing at least monthly, irrevocable letter of credit, professional
services, contribution confirmations, monthly statements, notification of distribution deferrals or
unanticipated losses or material adverse events, annual independent audit, annual information
statements, annual investment reports, and governing board rating disclosure.

Conditions

All direct investments made pursuant to this investment policy will comply with the following
conditions:

A. Collateral

1. Savings accounts, money market accounts, time deposit accounts and certificates of deposit
will be fully secured by insurance of the Federal Deposit Insurance Corporation or by obligations of
New York State, the United States, New York State school districts and federal agencies whose
principal and interest are guaranteed by the United States. The market value of collateral will at all
times exceed the principal amount of the certificate of deposit. Collateral will be monitored no less
frequently than on a weekly basis.

2. Collateral will not be required with respect to the direct purchase of obligations of New York
State, the United States and federal agencies, the principal and interest of which are guaranteed by the
United States Government.

B. Delivery of Securities

1. Payment of funds may only be made upon receipt of collateral or other acceptable form of
security, or upon the delivery of government obligations whether such obligations are purchased
outright, or pursuant to a repurchase agreement. Written confirmation of delivery shall be obtained
from the custodial bank.

2. Every Repurchase Agreement will make payment to the seller contingent upon the seller’s
delivery of obligations of the United States to the Custodial Bank designated by the school district,
which shall not be the repurchase, or in the case of a book-entry transaction, when the obligations of
the United States are credited to the Custodian’s Federal Reserve account. The seller will not be
entitled to substitute securities. Repurchase agreements shall be for periods of 30 days or less. The
Custodial Bank shall confirm all transactions in writing to insure that the school district’s ownership of
the securities is properly reflected in the records of the Custodial Bank.
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C.  Written
Contracts
1. Written contracts are required for certificates of deposit and custodial undertakings and

Repurchase Agreements. With respect to the purchase of direct obligations of U.S., New York State, or
other governmental entities in which monies may be invested, the interests of the school district will
be adequately protected by conditioning payment on the physical delivery of purchased securities to
the school district or custodian, or in the case of book-entry transactions, on the crediting of purchased
securities to the Custodian’s Federal Reserve System account. All purchases will be confirmed
promptly in writing to the school district.

2. The following written contracts are required:

a.  Written agreements will be required for the purchase of all certificates of deposit.

b. A written contract will be required with the Custodial Bank(s).

c. Written contracts shall be required for all Repurchase Agreements. Only credit-worthy banks
and primary reporting dealers shall be qualified to enter into a Repurchase Agreement with the school
district.

The written contract will stipulate that only obligations of the United States may be purchased and that
the school district shall make payment upon delivery of the securities or the appropriate book-entry of
the purchased securities. No specific repurchase agreement will be entered into unless a master
repurchase agreement has been executed between the school district and the trading partners. While
the term of the master repurchase agreement may be for a reasonable length of time, a specific
repurchase agreement will not exceed thirty (30) days.

D. Designation of Custodial Bank

1. The Board will designate a commercial bank or trust company authorized to do business in the
State of New York to act as Custodial Bank of the school district’s investments. However, securities
may not be purchased through a Repurchase Agreement with the Custodial Bank.

2. When purchasing eligible securities, the seller will be required to transfer the securities to the
district’s Custodial Bank.

E. Selection of Financial Institutions

1. The Treasurer will periodically monitor, to the extent practical but not less than annually, the
financial strength, credit-worthiness, experience, size and any other criteria of importance to
the district, of all institutions and trading partners through which the district's investments
are made.
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2. Investments in time deposits and certificates of deposit are to be made only with commercial
banks or trust companies, as permitted by law.

F.  Operations, Audit, and Reporting

l. The Treasurer or designee will authorize the purchase and sale of all securities and execute
contracts for investments and deposits on behalf of the school district. Oral directions concerning the
purchase or sale of securities will be confirmed in writing. The school district will pay for purchased
securities upon the simultaneous delivery or book-entry thereof.

2. The school district will encourage the purchase and sale of securities through a competitive
process involving telephone solicitation for at least three quotations.

3. The independent auditors will audit the investment proceeds of the school district for
compliance with the provisions of this Investment Regulation.

4. Monthly investment reports will be furnished to the Board of Education.

Ref: Education Law §§1604-a; 1723-a; 3651; 3652
Local Finance Law §24.00, 25.00, 65.00
General Municipal Law §§6-d; 6-j; 6-1-n; 6-p; 6-r; 10; 11; 39 Article 3-A; Article 5-G; -
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DONATIONS, GIFTS, AND GRANTS TO THE DISTRICT

The Board may accept gifts, grants and/or bequests of money, real or personal property, as well
as other merchandise which, in the view of the Board, add to the overall welfare of the School District,
provided that such acceptance is in accordance with existing laws and regulations. Donations to the
school are fully tax deductible so long as the gift is used exclusively for public purposes in accordance
with USC Section 170(c). However, the Board is not required to accept any gift, grant or bequest and
does so at its discretion, basing its judgment on the best interests of the District. Furthermore, the
Board will not accept any gift, grant or bequest which constitutes a conflict of interest and/or gives an
appearance of impropriety. At the same time, the Board will safeguard the District, the staff and
students from commercial exploitation, from special interest groups, and the like.

The Board will not accept any gifts or grants which will place encumbrances on future Boards,
or result in unreasonable additional or hidden costs to the District. The Board may, if it deems it
necessary, request that gifts of equipment, facilities or any item that requires upkeep and maintenance
include funds to carry out such maintenance for the foreseeable life of the donation.

The Board of Education will not formally consider the acceptance of gifts or grants until and
unless it receives the offer in writing from the donor/grantor or their attorney/financial advisor. Any
such gifts or grants donated to the Board and accepted on behalf of the School District must be by
official action and resolution passed by Board majority. The Board would suggest that the
donor/grantor work first with the school administrators in determining the nature of the gift or grant
prior to formal consideration for acceptance by the Board.

The Board is prohibited, in accordance with the New York State Constitution, from making
gifts/charitable contributions with School District funds.

Gifts and/or grants of money to the District shall be annually accounted for under the trust and
agency account in the bank designated by the Board of Education.

All gifts, grants and/or bequests shall become School District property. A letter of appreciation,
signed by the President of the Board and the Superintendent, will be sent to a donor/grantor in
recognition of his/her contribution to the School District. Letters will be sent in a timely manner and
will acknowledge the possible tax deduction available to donors whose gifts qualify under IRS
regulations.

Unsolicited Gifts and Donations from the Public

In accepting or rejecting gifts and donations, the Board will review the following factors:

l. The terms of the gift must identify:
a. the subject of the gift;
b. the purpose of the gift;
C. the beneficiary or beneficiaries if any; and
d. all conditions or restrictions that may apply.

2. The gift must not benefit a particular or named individual or individuals.
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3. If the purpose of the gift is an award to a single student, the determination of the recipient of such
award shall be made on the basis that all students shall have an equal opportunity to qualify for it in
conformance with federal and state law.

4. If the gift is in trust, the obligation of the investment and reinvestment of the principal shall be clearly
specified and the application of the income or investment proceeds shall be clearly set forth.

5. No gift or trust will be accepted by the Board unless:

a. it is in support of and a benefit to all or to a particular public school in the district; or
b. it is for a purpose for which the school district could legally expend its own funds; or
c. it is for the purpose of awarding scholarships to students graduating from the district.

Any gift rejected by the Board shall be returned to the donor or his/her estate within 60 days together with a
statement indicating the reasons for the rejection of such gift.

Soliciting and Accepting Gifts, Grants or Donations

Prior to seeking any grant or donation, the applicant must obtain prior approval from the district.
Teachers seeking grants or donations for their classroom must obtain approval from the Building Principal.
Other staff or administrators seeking grants or donations to benefit an entire school or the district as a whole
must obtain approval from the Superintendent or his/her designee. Grant applications for funding of more than
$75,000 require prior approval by the Board of Education.

Approval shall depend on factors including, but not limited to: compatibility with the district’s
educational program and standards; availability of existing district resources; whether ownership would

deplete district resources; and its impact on the equitable distribution of district resources.

All grants and donations must benefit the district and be congruent with the following principles:

1. The district's mission, vision, core values and beliefs.

2. The district and school goals that positively impact student performance.

3. The district's instructional priorities and strategies.

4. Equity in funding.

5. Conform to district governance and decision-making procedures of the Board, central office and
building-level staff.

6. Provide a value or benefit that is greater than the obligation under the grant award.

7. Not violate management and/or bargaining unit rights and responsibilities.

8. Not carry any conditions that would divert school or district efforts away from the district's primary

mission.

The Board reserves the right to deny approval of solicitation of any funding or grant application which
does not contribute towards the achievement of the district’s goals, or which would deplete the resources of
the district. The Board may approve seeking grants which require a match of district funds or resources when
the initiative has been identified as a priority by the Board and when such funds are planned as part of the
district budget process or can be accommodated by the current budget.
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All solicited grants and donations must be formally accepted by the Board.
Coordinating with Support Organizations

The district encourages independent support organizations (e.g., booster clubs, parent-teacher
associations, education foundations) seeking to make a contribution of money or property to first meet with
the Superintendent to identify the terms and conditions of the proposed gift and the needs of the district. The
Board must approve such gifts and donations prior to any public announcement of the contribution.

Gift Giving

The Board of Education recognizes that gift giving, especially during the holiday season, may be
a common practice for many District employees. While the giving or exchanging of gifts may be
acceptable among staff members, the Board strongly encourages District employees and students to
show appreciation through written notes or greeting cards.

Additionally, all business contacts will be informed that gifts exceeding seventy-five dollars
($75) to District employees will be returned or donated to charity.

Ref:  Education Law §1709(12)
Adoption Date: 7/30/2007
Revised: 4/16/2012

Revised II: 10/19/2015
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Non-Instructional/Business
Operations

SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION
A tax collection plan giving dates of warrant and other pertinent data shall be prepared annually

and submitted for review and consideration by the Business Manager to the Board of Education. Tax
collection shall occur by mail or by direct payment to the place designated by the Board of Education.

Education Law Section 2130
Real Property Tax Law Sections 1300-1342

Adopted: 7/30/07
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PROPERTY TAX EXEMPTIONS
SENIOR CITIZENS' EXEMPTION

The Board of Education may grant exemptions from taxation to the extent allowed by law on
the assessed valuation of real property located in the district and owned by persons sixty-five (65)
years of age or over, or by a husband and wife, one of whom is 65 or over, whose income meets the
statutory requirements set forth in Section 467 of the Real Property Tax Law of the State of New York
in effect for the income tax year of application.

Ref: Real Property Tax Law §467

Income Exemption

Up to $28,999 50 %
$29,000 but less than $30,000 45%
$30,000 but less than $31,000 40%
$31,000 but less than $32,000 35%
$32,000 but less than $32,900 30%
$32,900 but less than $33,800 25%
$33,800 but less than $34,700 20%
$34,700 but less than $35,600 15%
$35,600 but less than $36,500 10%
$36,500 but less than $37,399 5%

Greater than or equal to $37,399 _Not Eligible

Adopted: 7/30/07
Public Hearing:
1/27/2014 Revised:
1/27/2014
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Non-Instructional/Business Operations

DISPOSAL OF DISTRICT
PROPERTY

Building administrators and support staff supervisors are responsible for identifying obsolete
or surplus equipment and supplies within their area(s) of responsibility. Each year, a determination
shall be made of which equipment; supplies and/or materials are obsolete and cannot be salvaged or
utilized effectively or economically by the school district. Such equipment, supplies, or materials shall
be sold through bid procedures, if possible, for the highest possible price.

The School Business Official shall be authorized to dispose of obsolete or surplus equipment
and supplies in the following manner:

1. reassign the items, as needed, to other locations within the school district;
2. centralize the storage of items of potential usefulness; and/or
3. discard or sell as surplus those items determined to be of no further use or worthless.

Following approval by the Board of Education, items may be sold in the following manner:

offer to sell the items to local municipalities or local non-profit organizations;

sell items at a public sale or on a Board-approved public online auction site. In the event of a
public sale, notice of availability of such equipment, supplies and materials and requests for
bids shall be disseminated through announcements in local newspapers and such other
appropriate means. The general public, as well as staff members who are not Board members,
officers, or involved in the purchasing function, shall be eligible to bid on the equipment,
supplies and/or materials; and

3. sell remaining items as scrap for the best obtainable amount or discard in the safest,

least expensive manner.

DN —

Ref:  General Municipal Law §§51; 800 et seq.
Ross v. Wilson, 308 NY 605 (1955)
Matter of Baker, 14 EDR 5 (1974)

Op. St. Compt. 58-120

Adoption date: 7/30/2007
Revised date: 11/18/2013
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Non-Instructional/Business
Operations

SUBJECT: BONDING OF EMPLOYEES AND SCHOOL BOARD MEMBERS

In accordance with New York State Education Law and the Commissioner's Regulations, the
Board of Education directs that the Treasurer of the Board of Education, the Deputy Treasurer, the Tax
Collector/Deputy Collector and the Claims Auditor be bonded prior to assuming their duties. Such
bonds shall be in the amounts as determined and approved by the Board of Education.

Other school personnel and members of the Board of Education authorized or required to handle
School District revenues may be covered by a blanket undertaking provided by the District in such
amounts as approved by the Board of Education based upon the recommendations of the
Superintendent or his/her designee.

Education Law Sections 1709(20-a), 1720, 2130(5), 2526
and 2527

Public Officers Law Section 11(2)

8 New York Code of Rules and Regulations (NYCRR)
Section 170.2(d)



2007 -

Non-Instructional/Business
Operations

SUBJECT: EXPENDITURES OF SCHOOL DISTRICT FUNDS

The Board of Education authorizes the Purchasing Agent to expend school funds as appropriated
by approved operational and capital budgets, and by the adoption of special resolutions. He/she will
make expenditures in accordance with applicable law and in a manner that will achieve the maximum
benefit from each dollar expended.

All claims shall be properly audited before payment by the Claims Auditor who shall attest to the
existence of evidence of indebtedness to support the claim.

Complete records of all expenditures shall be maintained for future analysis and reporting within
the time frame required by the Records Disposition Law or regulation.

Arts and Cultural Affairs Law Section 57.19

Education Law Sections 1720 and 2523

8 New York Code of Rules and Regulations (NYCRR)
Section 185

NOTE: Refer also to Policies #5321 -- Use of the District Credit Card

#5322 -- Use of the District Cell Phone
#5323 -- Reimbursement for Meals/Refreshments
#6161 -- Conference/Travel Expense Reimbursemen
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Non-Instructional/Business
Operations

SUBJECT: USE OF THE DISTRICT CREDIT CARD

The School District will issue a credit card in its name to the Purchasing Agent and
Superintendent of Schools for the use of its officers and designated employees for authorized
expenses. However, authorized personnel must submit receipts for those related expenses when using
the credit card.

This credit card will only be for those purchases of goods and services that require a credit card.
Any other reason for credit card use must be approved by the Business Manager or Superintendent,
prior to use.

Expenses incurred on each credit card shall be paid in such a manner as to avoid interest charges.
The credit cards shall be locked in a secure place in the Purchasing Office.

Any individual who makes an unauthorized purchase with a School District credit card shall be
required to reimburse the School District for the purchase.
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Non-Instructional/Business
Operations
SUBJECT: USE OF THE DISTRICT CELL PHONE
A School District-owned cell phone will be issued to the Superintendent and any District
employee when required by that employee's job duties and as determined by the Superintendent or
designee.

Additionally, the following rules shall apply regarding the use of a District-owned cell phone:

a)  Cell phone to be used for District business, when on District business, or when not in
District.

b)  The cell phone may not be used by anyone other than the School District employee.
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Non-Instructional/Business
Operations

SUBJECT: REIMBURSEMENT FOR MEALS/REFRESHMENTS
Travel Outside of District/Emergency Meetings

School District officials and employees are entitled to reimbursement for necessary expenses
incurred in the performance of their official duties. However, it is the position of the New York State
Comptroller's Office that meals of public officers and employees generally should not be reimbursed
or paid by the municipal entity unless the officer or employee is traveling outside his/her regular work
area on official business for an extended period of time, or where events prevent them from taking off
during mealtime for food consumption because of a pressing need to complete business. All requests
for reimbursement must document who attended the meetings and how the meetings fit these
conditions.

Staff/Board Meetings and District Events

However, the Board of Education recognizes that at certain times it may be appropriate to
provide meals and/or refreshments at District meetings and/or events which are being held for an
educational purpose. Prior approval of the Superintendent/designee must be obtained for food and
beverages provided at meetings or activities which will be charged to the District.

Any such expenditures must be appropriately documented with an itemized receipt and
information showing the date and purpose of the meeting, food served, and who attended the meetings.
These requirements must be met for meals/refreshments provided by the school lunch fund or local
vendors, charged to District credit cards and/or reimbursed to a School District official.

NOTE:  Refer also to Policy #6161 -- Expense Reimbursement
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Non-Instructional/Business
Operations

SUBJECT: BUDGET TRANSFERS

Within monetary limits as established by the Board, the Superintendent is authorized to transfer
funds within the budget. Whenever changes are made, they are to be incorporated in the next Board
agenda for information only.

Education Law Section 1718
8 New York Code of Rules and Regulations (NYCRR)
Section 170.2(1)
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Non-Instructional/Business Operations

SUBJECT: BORROWING OF
FUNDS

The School District may borrow money only by means of serial bonds, bond anticipation notes,
capital notes, tax anticipation notes, revenue anticipation notes and budget notes.

Local Finance Law Article 2
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PURCHASING

The Board of Education views purchasing as serving the educational program by providing necessary
supplies, equipment and related services. Purchasing will be centralized in the business office under the general
supervision of the Purchasing Agent designated by the Board.

It is the goal of the Board to purchase competitively, without prejudice or favoritism, and to

seek the maximum educational value for every dollar expended. Competitive bids or quotations shall be solicited in
connection with purchases pursuant to law. The General Municipal Law requires that purchase contracts for
materials, equipment and supplies involving an estimated annual expenditure exceeding $20,000 and public work
contracts involving an expenditure of more than $35,000 will be awarded only after responsible bids have been
received in response to a public advertisement soliciting formal bids. Purchases of the same commodity cannot be
artificially divided for the purpose of avoiding the threshold. Similar procurements to be made in a fiscal year will
be grouped together for the purpose of determining whether a particular item must be bid.

The district's purchasing activity will strive to meet the following objectives:

1. to effectively supply all administrative units in the school system with needed materials, supplies, and
contracted services;
2. to obtain materials, supplies and contracted services at the lowest prices possible consistent with the quality

and standards needed as determined by the Purchasing Agent in conformance with state law and regulation
and in cooperation with the requisitioning authority. The educational and physical welfare of the students is
the foremost consideration in making any purchase;

3. to ensure that all purchases fall within the framework of budgetary limitations and that they are consistent
with the educational goals and programs of the district;

4. to maintain an appropriate and comprehensive accounting and reporting system to record and document
all purchasing transactions; and

5. to ensure, through the use of proper internal controls, that loss and/or diversion of district property is
prevented.

Opportunities shall be provided to all responsible suppliers to do business with the school district.
Suppliers whose place of business is situated within the district may be given preferential consideration only when
bids or quotations on an item or service are identical as to price, quality and other factors.

Where permitted by law, purchases will be made through available cooperative BOCES bids, or by
“piggybacking” onto contracts of the United States or agencies thereof or the federal General Services
Administration (GSA), the New York State Office of General Services (OGS), departments or agencies of New
York State, any New York State county, or any state or any county or political subdivision or district therein,
whenever such purchases are in the best interests of the district or will result in cost savings to the district. In
addition, the district will make purchases from correctional institutions and severely disabled persons through
charitable or non-profit-making agencies, as provided by law.
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In accordance with law, the district shall give a preference in the purchase of instructional materials

to vendors who agree to provide materials in alternative formats. The term “alternative format” shall mean any
medium or format for the presentation of instructional materials, other than a traditional print textbook, that is
needed as an accommodation for a disabled student enrolled in the district (or program of a BOCES), including but
not limited to Braille, large print, open and closed captioned, audio, or an electronic file in a format compatible with
alternative format conversion software that is appropriate to meet the needs of the individual student.

The Board is also aware of the need to reduce exposure of students and staff to potentially harmful chemicals
and substances used in cleaning and maintenance. In accordance with law, regulation and guidelines set forth by the
Office of General Services (OGS), the district will purchase and utilize environmentally sensitive cleaning and
maintenance products in its facilities whenever feasible. Cleansers purchased must, first and foremost, be effective
so that the district may continue to purchase non-green products as necessary. Environmentally sensitive cleaning
and maintenance products will be procured in accordance with standard purchasing procedures as outlined in this
policy and regulation.

In order to ensure that the district avails itself of advantageous purchasing opportunities, the Board
authorizes the Purchasing Agent to represent the district in applying for federal programs designed to discount
prices for goods and services. Specifically, the Purchasing Agent will abide by the rules and regulations associated
with applying for telecommunications service discounts through the Universal Service Fund (E-Rate), in addition to
complying with the local purchasing policies set forth by the Board. As with all purchasing activity,

appropriate documentation of the application and purchase through any federal program will be maintained by the
business office.

Competitive Bidding

Purchase contracts and public works contracts subject to competitive bidding will be awarded
to the lowest responsible bidder, however, the Board authorizes that purchase contracts may be awarded on the
basis of best value, as defined in State Finance Law §163. Other exceptions to competitive bidding are outlined
below.
In addition, the Board authorizes the receipt of sealed bids for purchase contracts in electronic format,
pursuant to the provisions of General Municipal Law §103(1) which addresses proper documentation,
authentication, security, and confidentiality of electronic bids.

The district shall comply with the requirements of General Municipal Law §103-g, which prohibits,
with few exceptions, competitive bidding contracts with entities that invest significantly in the Iranian energy

sector, as outlined in the accompanying regulation.

Exceptions to Competitive Bidding
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Competitive bidding, even if the dollar value of the purchase meets the threshold established above,
is not required in the following circumstances:

1. emergencies where time is a crucial factor;
procurements for which there is no possibility of competition (sole source items);

3. professional services that require special skill or training (see policy 6741 for guidance on purchasing
professional services);

4. purchases such as surplus or second-hand items from governmental entities, certain food and milk items, or
goods and services from municipal hospitals ; or

5. where the district is purchasing through (or is “piggybacking” onto) the contract of another governmental
entity.

Purchasing when Competitive Bidding Not Required

Goods and services which are not required by law to be procured by the district through competitive bidding
will be procured in a manner so as to ensure the prudent and economical use of public monies, in the best interests
of the taxpayers, to facilitate the acquisition of goods and services of maximum quality at the lowest possible cost
under the circumstances, and to guard against favoritism, improvidence, extravagance, fraud and corruption.

Alternative proposals or quotations will be secured by requests for proposals, written or verbal
quotations or any other appropriate method of procurement, except as permitted by state law for procurements:

under a county contract;

under a state contract;

under a federal contract;

under a contract of another political subdivision;

of articles manufactured in state correctional institutions; or
from agencies for the blind and severely disabled.

AN

The district will provide justification and documentation of any contract awarded to an offeror
other than the lowest responsible dollar offeror, setting forth the reasons why such award is in the best interests of
the district and otherwise furthers the purposes of section 104-b of the General Municipal Law.

General Purchasing Provisions

The Superintendent of Schools, with the assistance of the Purchasing Agent, shall be responsible

for the establishment and implementation of the procedures and standard forms for use in all purchasing and related
activities in

the district. Such procedures shall comply with all applicable laws and regulations of the state and the
Commissioner of Education.
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No Board member, officer or employee of the school district shall have an interest in any contract
entered into by the Board or the district, as provided in Article 18 of the General Municipal Law.

Comments will be solicited from those administrators involved in the procurement process before

enactment of the district’s policies regarding purchasing and from time to time thereafter. The policies must then be
adopted by Board resolution. All district policies regarding the procurement processes will be reviewed by the
Board at least annually.

The unintentional failure to fully comply with the provisions of section 104-b of the General Municipal Law
or the district’s policies regarding procurement will not be grounds to void action taken nor give rise to a cause of
action against the district or any officer or employee of the district.

Cross-ref: 6710, Purchasing Authority 6741, Contracting for Professional Services

Ref: Comprehensive Iran Sanctions, Accountability, and Divestment Act of 2010 (Public Law 111-195)
Education Law §§305(14); 409-1; 1604(29-a); 1709(4-a), (9), (14), (22); 2503(7-a); 2554(7-a)

General Municipal Law §§102; 103; 103-g; 104; 104-b; 109-a; 800 et seq.

State Finance Law §§97-g(3), (4), (5); 163; 163-b; 165-a

County Law §408-a(2)

8 NYCRR Part 114

Adoption date: 6/20/2011
Revised date I: 11/21/2011
Revised date 11: 2/25/2013
Revised date I11: 11/17/2014
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PURCHASING REGULATION

The following sets forth the procedures for the procurement of goods and services by the

Definitions

Best value: optimizing quality, cost and efficiency. The basis for best value shall reflect,
whenever possible, objective and quantifiable analysis, and may also take into consideration
small businesses or certified minority- or women-owned businesses as defined in State Finance
Law §163.

Purchase Contract: a contract involving the acquisition of commodities, materials, supplies,
services or equipment

Public Work Contract: a contract involving labor or both materials and labor for a project such
as construction

General Municipal Law

II1.

The General Municipal Law requires that purchase contracts for services, materials, equipment
and supplies involving an estimated annual expenditure exceeding $20,000 and public work
contracts involving an expenditure of more than $35,000 will be awarded only after
responsible bids have been received in response to a public advertisement soliciting formal
bids. Similar procurements to be made in a fiscal year will be grouped together for the purpose
of determining whether a particular item must be bid.

Competitive Bidding Required

A. Method of Determining Whether Procurement is Subject to Competitive Bidding

1. The district will first determine if the proposed procurement is a purchase
contract or a contract for public work.

2. If the procurement is either a purchase contract or a contract for public work,
the district will then determine whether the amount of the procurement is above
the applicable monetary threshold as set forth above.
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3. The district will also determine whether any exceptions to the competitive
bidding requirements (as set forth below) exist.

4. All advertised bids shall include the following statement required by General
Municipal Law 103-g: “By submission of this bid, each bidder and each person
signing on behalf of any bidder certifies, and in the case of a joint bid each party
thereto certifies as to its own organization, under penalty of perjury, that to the
best of its knowledge and belief that each bidder is not on the list created
pursuant to paragraph (b) of subdivision 3 of section 165-a of the state finance
law.”

B. Contract Combining Professional Services and Purchase

In the event that a contract combines the provision of professional services and a
purchase, the district, in determining the appropriate monetary threshold criteria to
apply to the contract, will determine whether the professional service or the purchase is
the predominant part of the transaction.

C. Opening and Recording Bids; Awarding Contracts

The Purchasing Agent will be authorized to open and record bids. Contracts will be
awarded to the lowest responsible bidder or a purchase contract bid of best value (as
recommended by the Purchasing Agent), who has furnished the required security after
responding to an advertisement for sealed bids.

In order to be considered a responsible bidder, entities must certify that they are not on
the list created and maintained by the State Office of General Services cataloging
significant investment in the Iranian energy sector. Such statement may be submitted
electronically pursuant to General Municipal Law §103(1). Entities that cannot make
this certification may only be awarded the bid if:

1. The entity’s investment activities in Iran were made before April 12, 2012; the
investment activities in Iran have not been expanded or renewed after that date;
and the entity has adopted, publicized, and is implementing a formal plan to
cease the investment activities in Iran and to refrain from engaging in any new
investments in Iran; or

2. The district makes a determination, in writing, that the goods or services are
necessary for the district to perform its functions and that, absent such an
exemption, the district would be unable to obtain the goods or services for
which the contract is offered.
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D. Documentation of Competitive Bids

The district will maintain proper written documentation which will set forth the method
in which it determined whether the procurement is a purchase or a public work
contract.

E. Purchase of Instructional Materials

In accordance with Education Law the district shall give a preference in the purchase of
instructional materials to vendors who agree to provide materials in alternative formats
(i.e., any medium or format for the presentation of instructional materials, other than a
traditional print textbook, that is needed as a accommodation for a disabled student
enrolled in the district, including but not limited to Braille, large print, open and closed
captioned, audio or an electronic file in an approved format).

The district will establish and follow a plan to ensure that every student with a

disability who needs his or her instructional materials in an alternative format will

receive those materials at the same time that they are available to non-disabled students.
F. Leases of Personal Property

In addition to the above-mentioned competitive bidding requirements, section 1725 of

the Education Law requires that the district will be subject to competitive bidding

requirements for purchase contracts when it enters into a lease of personal property.

Documentation: The district will maintain written documentation such as quotes, cost-
benefit analysis of leasing versus purchasing, etc.

G. Environmentally-Sensitive Cleaning and Maintenance Products
The district will purchase and utilize environmentally sensitive cleaning and
maintenance products whenever feasible. The purchasing agent will consult with the

Green Guidelines provided by the Office of General Services.

Any legal issues regarding the applicability of competitive bidding requirements will be
presented to the school attorney for review.

IV. Exceptions to Competitive Bidding Requirements

The district will not be subject to competitive bidding requirements when the Board of Education, in its
discretion, determines that one of the following situations exists:
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1. Emergency situations where:
a. the situation arises out of an accident or unforeseen occurrence or condition;
b. a district building, property, or the life, health, or safety of an individual on
district property is affected; or
c. the situation requires immediate action which cannot await competitive bidding.

However, when the Board passes a resolution that an emergency situation exists, the
district will make purchases at the lowest possible costs, seeking competition by
informal solicitation of quotes or otherwise, to the extent practicable under the
circumstances.

Documentation: The district will maintain records of verbal (or written) quotes, as
appropriate;

2. When the district purchases surplus or second-hand supplies, materials or equipment
from the federal or state governments or from any other political subdivision or public
benefit corporation within the state.

Documentation: The district will maintain market price comparisons (verbal or written
quotes) and the name of the government entity;

3. when the Board separately purchases eggs, livestock, fish and dairy products (other
than milk), juice, grains and species of fresh fruits and vegetables directly from New
York State producers or growers or associations of producers and growers, subject to
the requirements of General Municipal Law §103(9) and Commissioner’s Regulations
§114.3.

Documentation: The district will maintain documentation consistent with section 114.3
of the Regulations of the Commissioner of Education;

4. When the Board separately purchases milk directly from licensed milk processors
employing less than forty (40) people. The amount expended in any fiscal year by the
district may not exceed an amount equal to twenty-five cents multiplied by the number
of days in the school year multiplied by the total enrollment of the district or exceed the
current market price.

Documentation: The district will maintain documentation consistent with section 114.4
of the Regulations of the Commissioner of Education;
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5. when the district purchases goods, supplies and services from municipal hospitals under
joint contracts and arrangements entered into pursuant to section 2803-a of the Public
Health Law.

Documentation: The district will maintain the legal authorization, Board authorization
and market price comparisons;

6. When there is only one possible source from which to procure goods or services
required in the public interest;
Documentation: The district will maintain written documentation of the unique benefits
of the item or service purchased as compared to other items or services available in the
marketplace; that no other item or service provides substantially equivalent or similar
benefits; and that, considering the benefits received, the cost of the item or service is
reasonable, when compared to conventional methods. In addition, the documentation
will provide that there is no possibility of competition for the procurement of the goods.

7. When the district purchases professional services that require special skill or training,

such as but not limited to, audit, medical, legal or insurance services, or property
appraisals.

Documentation: The district will keep proper documentation in accordance with policy
6741; or

8. When the district purchases through the contracts of (or “piggybacks” onto) other

governmental entities, as authorized by law, for certain goods and services permitted by
law. Factors relevant to the decision to “piggyback” may include cost, staff time,
delivery arrangements, quality of goods and services, and suitability of such goods and
services to the district’s needs.

Documentation: The district will keep documentation indicating why “piggybacking” is
in the best interests of the district, and that the originating contract was let in a manner
consistent with applicable competitive bidding requirements.

Quotes When Competitive Bidding Not Required

Goods and services which are not required by law to be procured by the district through
competitive bidding will be procured in a manner so as to ensure the prudent and economical
use of public monies in the best interests of the taxpayers. Alternative proposals or quotations
will be secured by requests for proposals, written or verbal quotations or any other appropriate
method of procurement, as set forth below.
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Methods of Documentation

1. Verbal Quotations: the telephone log or other record will set forth, at a
minimum, the date, item or service desired, price quoted, name of vendor, name
of vendor’s representative;

2. Written Quotations: vendors will provide, at a minimum, the date, description of
the item or details of service to be provided, price quoted, name of contact. For
example, with regard to insurance, the district will maintain documentation that
will include bid advertisements, specifications and the awarding resolution.
Alternatively, written or verbal quotation forms will serve as documentation if
formal bidding is not required.

3. Requests for Proposals: the district will utilize RFP’s to engage professional
services providers in accordance with policy 6741.

Purchases/Public Work: Methods of Competition to be Used for Non-Bid
Procurements:; Documentation to be Maintained

The district will require the following methods of competition be used and sources of
documentation maintained when soliciting non-bid procurements in the most cost-
effective manner possible:

1. Purchase Contracts up to $20,000
a. Contracts from $100 to $1,000: Verbal quotes
Documentation will include notations of verbal quotes.
b. Contracts in excess of $1,000 to $20,000: Written quotes
2. Public Work Contracts up to $35,000
a. Contracts from $1,000 to $10,000: Verbal quotes
Documentation will include notations of verbal quotes.
b. Contracts in excess of $10,000 to $35,000: Written quotes

Quotes Not Required When Competitive Bidding Not Required

The district will not be required to secure alternative proposals or quotations for those procurements as
permitted by state law:

l.

AN

under a county contract;

under a state contract;

under a federal contract;

under a contract of another political subdivision;

of articles manufactured in state correctional institutions; or
from agencies for the blind and severely disabled.
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Procurements from Other than the “L. tR nsible Dollar Offeror”

The district will provide justification and documentation of any contract awarded to an offeror
other than the lowest responsible dollar offeror, setting forth the reasons why such award is in
the best interests of the district and otherwise furthers the purposes of section 104-b of the
General Municipal Law.

Internal Control

The Board authorizes the Superintendent of Schools, with the assistance of the Purchasing
Agent, to establish and maintain an internal control structure to ensure, to the best of their
ability, that the district’s assets will be safeguarded against loss from unauthorized use or
disposition, that transactions will be executed in accordance with the law and district policies
and regulations, and recorded properly in the financial records of the district.

Comments will be solicited from those administrators involved in the procurement process
before enactment of the district’s regulations regarding purchasing and from time to time
thereafter. The regulations must then be adopted by Board resolution. All district regulations
regarding the procurement processes will be reviewed by the Board at least annually.

The unintentional failure to fully comply with the provisions of section 104-b of the General
Municipal Law or the district’s regulations regarding procurement will not be grounds to void
action taken or give rise to a cause of action against the district or any officer or employee of
the district.
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SUBJECT: CONTRACTS FOR INSTRUCTION

On July 29, 2009, the State Education Department (SED) issued a memorandum on contracts for
instruction that stated districts cannot contract with private entities to deliver "core educational
programming/instructional services" to students. Subsequently, on June 2, 2010, SED issued a new
question and answer guidance document for school districts to use as a resource for planning for the
school year.

Core Instructional Services

Generally, core instructional services comprise those instructional programs which are part of the
regular curriculum of the School District and to which students are entitled as part of a free public
education. This would include both general and special education programs and related services which
school districts are required by law to provide as part of a program of public education and for which a
certification area exists and to which tenure rights apply pursuant to Education Law and/or
Commissioner's Regulations.

Therefore, core instructional services include those in which students are provided classroom
instruction to meet State learning standards in the seven general curriculum areas: English language
arts; mathematics, science and technology; social studies; languages other than English; the arts;
health, physical education and family and consumer sciences; and career development and
occupational studies. Instruction in courses for which credit is awarded toward a high school diploma
would also constitute "core instructional services." Core instruction includes special classes for
students with disabilities.

Core instruction does not include other supplemental instructional services, such as tutoring and
enrichment programs that are not offered for high school credit; advanced courses such as college
courses that are beyond the regular high school curriculum; and services, such as online instructional
services and distance learning, that assist teachers in providing instruction in their classrooms.

Contracts with a Non-Profit or Other Entity

The District may contract with a non-profit or other entity to provide distance or online learning
provided that the distance or online learning program is used as a supplementary or additional resource
to assist the District's certified teachers in delivering instruction. In these situations, the distance or
online program itself would not constitute "core instruction" as described above.

The School District may contract with certain entities where specifically authorized by statute or
regulation, or where contracting is necessary to carry out duties imposed on the School District by
State or federal law.
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SUBJECT: CONTRACTS FOR INSTRUCTION (Cont'd.)

Contracts for the Provision of Special Education '""Related Services' for which a Certification
Area Exists and to which Tenure Rights Apply Pursuant to Education Law and/or
Commissioner's Regulations

The District may contract for the provision of special education "related services" for which a
certification area exists and to which a tenure are applies but only in limited circumstances and with
qualified individuals over whom the District has supervisory control.

Pursuant to the federal Individuals with Disabilities Education Act (IDEA), the School District is
required to provide students with disabilities with a free appropriate public education (FAPE). The
Board of Education must provide related services as part of the continuum of special services and
programs available to students with disabilities to enable such students to benefit from instruction.
Related services include: audiology, counseling including rehabilitation counseling services,
occupational therapy, physical therapy, speech pathology, certain medical services, psychologlcal
services, school health services, school nurse services, school social work, assistive technology
services, interpreting services, orientation and mobility services, parent counsehng and training and
other appropriate developmental, corrective or other support services and appropriate access to
recreation.

However, the District also has obligations under the IDEA and Article 89 of the Education Law
to deliver the services necessary to ensure that students with disabilities receive FAPE. SED
recognizes that there will be situations in which school districts will not be able to deliver FAPE to
students with disabilities without contracting with independent contractors. Where a School District is
unable to provide the related services on a student's individualized education program (IEP) in a
timely manner through its employees because of shortages of qualified staff or the need to deliver a
related service that requires specialized expertise not available from School District employees, the
Board of Education has authority under Education Law to enter into contracts with qualified
individuals as employees or independent contractors to provide those related services. Commissioner's
Regulations requires that related services be provided by individuals with appropriate certification or
license in each area of related service.

In order to ensure that such arrangements are not used to circumvent New York State's teacher
tenure laws, the District must document that it would retain supervisory control over the individual
and that, despite reasonable efforts, it has been unable to provide such services by hiring new
employees or utilizing existing employees, or through any of the contractual arrangements authorized
by Education Law, including contracts with other school districts, BOCES, approved state or state-
supported schools, and approved private residential and nonresidential schools both inside and outside
New York State.
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SUBJECT: CONTRACTS FOR INSTRUCTION (Cont'd.)

Finally, if the District, after exhausting the steps outlined above, finds it necessary to contract
with individuals, it should do so only for a period of one school year at a time. Before any such
contract can be extended, or a new contract entered, the District must again take reasonable efforts to
provide such services as described above.

Other Contracts for Instruction

This policy is not intended to be an exhaustive analysis, nor is it intended to cover every possible
situation and/or educational program in which contracts may be contemplated.

The District will review all contractual or informal arrangements with its school attorney(s) to
ensure that it is in compliance with applicable law and/or regulations.

20 United States Code (USC) Section 1401(26)

Education Law Sections 1604(30), 1709(33), 1804(1), 1805, 1903(1), 2503(1), 2503(3), 2554(1), 2554(15)(a),
4401(2), 4401(2)(k), and 4402(2)(b)

8 New York Code of Rules and Regulations (NYCRR) Sections 100.1, 100.2, 100.3, 100.4, 100.5, 200.1(qq),
and 200.6(b)(3)

Adopted: July 11, 2011
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SUBJECT: ACCOUNTING OF FUNDS

Accounting and reporting procedures shall be developed to facilitate analysis and evaluation of
the District's financial status and fixed assets. The District will use the Uniform System of Accounts
for School Districts.

Books and records of the District shall be maintained in accordance with statutory requirements.

Provision shall be made for the adequate storage, security, and disposition of all financial and
inventory records.

Electronic or Wire Transfers

Procedures will be implemented specifying who is authorized to initiate, approve, transmit,
record, review and reconcile electronic transactions. At least two individuals will be involved in each
transaction. Authorization and transmitting functions will be segregated and whenever possible the
recording function will be delegated to a third individual.

The District will enter into written wire transfer security agreements for District bank accounts
which will include established procedures for authenticating wire transfer orders.

All wire transfers must be authorized by the District Treasurer. Dual approval controls will be
established for non-routine wire transfer orders.

The Internal Auditor will periodically confirm that wire transfers have appropriate signatures,
verification and authorization of proper personnel.

Education Law Section 2116-a
General Municipal Law Section 5-9
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SUBJECT: EXTRACLASSROOM ACTIVITIES FUNDS

An extraclassroom activity fund shall be established for activities conducted by students whose
financial support is raised other than by taxation or through charges of the Board of Education. All
funds in the extraclassroom activities fund shall be kept according to standards of good financial
management. Proper books will be kept and all moneys deposited in appropriate accounts as set up by
the Board of Education. These accounts shall be subject to audit.

All transactions involving extraclassroom funds shall be on a cash basis and no accounts shall
remain unpaid at the end of the school year. The Building Principals, with approval of the
Superintendent of Schools, shall set up procedures for receipt and payment from the extraclassroom
activities fund in their respective schools.

8 New York Code of Rules and Regulations (NYCRR)
Part 172
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS
Petty Cash Funds

A petty cash fund of not more than one hundred dollars ($100) shall be maintained in the District
Office and in each school building in a secure location. Payments from petty cash funds may be made
for materials, supplies or services only when payment is required upon delivery. At the time of
reimbursement, an itemized statement of expenditures, together with substantiating receipts, shall be
submitted. Such accounts shall be authorized by Board resolution at their annual meeting.

Appropriate regulations shall be developed for implementation of this policy.
Cash in School Buildings

Not more than two hundred fifty dollars ($250), whether District or extraclassroom funds, shall
be held in the vault in the Main Office of each District school building. Under no circumstances shall
cash be left in classroom areas or desks. The District will not be responsible for funds left unprotected.

All funds, whether District or extraclassroom funds, shall be deposited prior to close of school
each week. Only authorized personnel designated by the building administrator shall be allowed in the
Main Office vault.

Education Law Sections 1604(26), 1709(29) and 2503(1)
8 New York Code of Rules and Regulations (NYCRR)
Section 170.4
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SUBJECT: PUBLICATION OF DISTRICT'S ANNUAL FINANCIAL STATEMENT

In compliance with Education Law, as a Central School District, the Board of Education is
required to publish a financial statement, including the items of expenditure in full, at least once a
year, during either July or August.

The law requires that the information be published in one public newspaper which is published
in the District. If no public newspaper is published in the District, then the District must use a
newspaper having general circulation in the District. If no public newspaper is published in the
District, and there is no newspaper having general circulation in the District, then the School District
must prov1de the information to the taxpayers by posting copies in five pubhc places in the District.

Education Law Sections 1610, 1721, 2117, 2528 and 2577
8 New York Code of Rules and Regulations (NYCRR)
Section 170.2
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SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE I PROGRAMS)

A Local Educational Agency (LEA) may receive its full allocation of Title I funds if the
combined fiscal effort per student or the aggregate expenditures of state and local funds with respect to
the provision of free public education in the (LEA) for the preceding fiscal year was not less than
ninety percent (90%) of the combined fiscal effort per student or the aggregate expenditures for the
second preceding fiscal year.

In determining an LEA's compliance with the maintenance of effort requirement, the State
Educational Agency (SEA) shall consider the LEA's expenditures from state and local funds for free
public education. These include expenditures for administration, instruction, attendance, health
services, student transportation services, plant operation and maintenance, fixed charges, and net
expenditures to cover deficits for food services and student body activities.

The SEA shall not consider the following expenditures in determining an LEA's compliance with
the maintenance of effort requirements:

a)  Any expenditures for community services, capital outlay, and debt service;

b)  Any expenditures made from funds provided by the federal government for which the LEA
is required to account to the federal government directly or through the SEA.

The Board of Education assigns the Business Manager the responsibility of reviewing, as part of
the budgeting process, combined fiscal effort so that expenditures of state and local funds with respect
to the provision of free public education per student and in the aggregate for any fiscal year are not
budgeted at less than ninety percent (90%) of the combined fiscal effort per student or the aggregate of
expenditures for the preceding fiscal year.

Title I of the Elementary and Secondary Education Act of
1965, as amended by the No Child Left Behind Act of
2001

34 Code of Federal Regulations (CFR) Part 200
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SUBJECT: USE OF FEDERAL FUNDS FOR POLITICAL EXPENDITURES

The Board of Education prohibits the use of any federal funds for partisan political purposes or
expenditures of any kind by any person or organization involved in the administration of federally-
assisted programs.

This policy refers generally, but is not limited to, lobbying activities, publications, or other
materials intended for influencing legislation or other partisan political activities.

In recognition of this stricture, the Board of Education assigns the Purchasing Agent the
responsibility of monitoring expenditures of federal funds so that said funds are not used for partisan
political purposes by any person or organization involved in the administration of any federally-
assisted programs.

OMB Circular A-87 Cost Principles for State, Local and
Indian Tribal Governments (revised May 10, 2004)

Compliance Supplement for Single Audit of State and
Local Governments (revised June 27, 2003)
supplementing OMB Circular A133

NOTE:  Refer also to Policy #6430 -- Employee Activities
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Non-Instructional/Business Operations

SUBJECT: FINANCIAL
ACCOUNTABILITY

School districts must have internal controls in place to ensure that the goals and objectives of the
District are accomplished; laws, regulations, policies, and good business practices are complied with;
operations are efficient and effective; assets are safeguarded; and accurate, timely and reliable data are
maintained.

The Hadley-Luzerne Central School District's governance and control environment will include
the following:

a)  The District's code of ethics addresses conflict of interest transactions with Board members
and employees. Transactions that are less-than-arm's length are prohibited. Less-than-arm's
length is a relationship between the District and employees or vendors who are related to
District officials or Board members.

b) The Board requires corrective action for issues reported in the CPA's management letter,
audit reports, the Single Audit, and consultant reports.

c) The Board has established the required policies and procedures concerning District
operations.

d) The Board routinely receives and discusses the necessary fiscal reports including the:
1. Treasurer's cash reports,
2. Budget status reports,
3. Revenue status reports,
4.  Monthly extra-classroom activity fund reports, and
5. Fund balance projections (usually starting in January).

e) The District has a long-term (three to five years) financial plan for both capital projects and
operating expenses.

f)  The District requires attendance at training programs for Board members, business
officials, treasurers, claims auditors, and others to ensure they understand their duties and
responsibilities and the data provided to them.

g) The Board has an audit committee to assist in carrying out its fiscal oversight
responsibilities.

h)  The District's information systems are economical, efficient, current, and up-to-date.
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SUBJECT: FINANCIAL ACCOUNTABILITY (Cont'd.)

1)  All computer files are secured with passwords or other controls, backed up on a regular
basis, and stored at an off site location.

j)  The District periodically verifies that its controls are working efficiently.

k)  The District requires all staff to take vacations during which time another staff member
performs the duties of the staff on vacation.

8 New York Code of Rules and Regulations (NYCRR)
Section 170.12

Adopted: 7/30/07
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SUBJECT: ALLEGATIONS OF FRAUD
Reporting and Investigations of Allegations of Fraud

All Board members and officers, District employees and third party consultants are required to
abide by the District's policies, administrative regulations and procedures in the conduct of their
duties. Further, all applicable federal and/or state laws and regulations must be adhered to in the course
of District operations and practices. Any individual who has reason to believe that financial
improprieties or wrongful conduct is occurring within the School System is to disclose such
information according to the reporting procedures established by the District. The reporting
procedures will follow the chain of command as established within the department or school building
or as enumerated in the District's Organizational Chart. In the event that the allegations of financial
improprieties/fraud and/or wrongful conduct concern the investigating official, the report shall be
made to the next level of supervisory authority. If the chain of supervisory command is not sufficient
to ensure impartial, independent investigation, allegations of financial improprieties/fraud and/or
wrongful conduct will be reported as applicable, to the Internal Auditor (if available), or the
Independent (External) Auditor, or the School Attorney, or the Board of Education. The District's
prohibition of wrongful conduct, including fraud, will be publicized within the District as deemed
appropriate; and written notification will be provided to all employees with fiscal accounting/oversight
and/or financial duties including the handling of money.

Upon receipt of an allegation of financial improprieties/fraud and/or wrongful conduct, the
Board or designated employee(s) will conduct a thorough investigation of the charges. However, even
in the absence of a report of suspected wrongful conduct, if the District has knowledge of, or reason to
know of, any occurrence of financial improprieties/fraud and/or wrongful conduct, the District will
investigate such conduct promptly and thoroughly. To the extent possible, within legal constraints, all
reports will be treated as confidentially and privately as possible. However, disclosure may be
necessary to complete a thorough investigation of the charges and/or to notify law enforcement
officials as warranted, and any disclosure will be provided on a "need to know" basis. Written records
of the allegation, and resulting investigation and outcome will be maintained in accordance with law.

Based upon the results of this investigation, if the District determines that a school employee,
school official, or school officer has engaged in financial improprieties/fraudulent and/or wrongful
actions, appropriate disciplinary measures will be applied, up to and including termination of
employment in accordance with legal guidelines, District policy and regulation, and any applicable
collective bargaining agreement. Third parties who are found to have engaged in financial
improprieties/fraud and/or wrongful conduct will be subject to appropriate sanctions as warranted and
in compliance with law. The application of such disciplinary measures by the District does not
preclude the filing of civil and/or criminal charges as may be warranted. Rather, when school officials
receive a complaint or report of alleged financial improprieties/fraud and/or wrongful conduct that
may be criminal in nature, law authorities should be immediately notified.

(Continued)
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SUBJECT: ALLEGATIONS OF FRAUD (Cont'd.)

An appeal procedure will also be provided, as applicable, to address any unresolved complaints
and/or unsatisfactory prior determinations by the applicable investigating officer(s).

Protection of School Employees who Report Information Regarding Illegal or Inappropriate Financial
Practices

Any employee of the School District who has reasonable cause to believe that the fiscal practices
or actions of an employee or officer of the District violates any local, state, federal law or rule and
regulation relating to the financial practices of the District, and who in good faith reports such
information to an official of the District, or to the Office of the State Comptroller, the Commissioner
of Education, or to law enforcement authorities, shall have immunity from any civil liability that may
arise from the making of such report. Further, neither the School District, nor employee or officer
thereof, shall take, request, or cause a retaliatory action against any such employee who makes such a
report.

The Board also prohibits any retaliatory behavior directed against any witnesses and/or any other
individuals who participate in the investigation of an allegation of illegal or inappropriate fiscal
practices or actions. Follow-up inquiries shall be made to ensure that no reprisals or retaliatory
behavior has occurred to those involved in the investigation. Any act of retaliation is prohibited and
subject to appropriate disciplinary action by the District.

Knowingly Makes False Accusations

Any individual who knowingly makes false accusations against another individual as to
allegations of financial improprieties/fraud may also face appropriate disciplinary action.

Education Law tion 3028-

Adopted: 7/30/07
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SUBJECT: AUDIT COMMITTEE

No later than January 1, 2006, an Audit Committee shall be established by Board resolution.
The Audit Committee may consist of:

a)  The Board of Education as a whole;
b) A subcommittee of the Board of Education; or

c) An Advisory Committee that may include, or be composed entirely of persons other than
Board members if, in the opinion of the Board, such membership is advisable to provide
accounting and auditing expertise.

Persons other than Board members who serve on the advisory committee shall be independent and
shall not:

1.  Be employed by the District;

2. Be an individual who within the last two years provided, or currently provides,
services or goods to the District;

3.  Be the owner of or have a direct and material interest in a company providing goods
or services to the District; or

4. Be a close or immediate family member of an employee, officer, or contractor
providing services to the District. A "close family member" is defined as a parent,
sibling or nondependent child; an "immediate family member" is a spouse, spouse
equivalent, or dependent (whether or not related).

The Audit Committee shall consist of at least three (3) members who should collectively possess
knowledge in accounting, auditing, financial reporting, and School District finances. They shall serve
without compensation, but shall be reimbursed for any actual and necessary expenditure incurred in
relation to attendance at meetings. Employees of the District are prohibited from serving on the Audit
Committee. Members of the Audit Committee shall be deemed School District Officers, but shall not
be required to be residents of the School District.

The role of the Audit Committee shall be advisory unless the Audit Committee consists of at
least a quorum of Board members, and any recommendations it provides to the Board shall not
substitute for any required review and acceptance by the Board of Education.

The Audit Committee shall develop and submit to the Board for approval a formal, written
charter which includes, but is not limited to, provisions regarding the committee's purpose, mission,
duties, responsibilities and membership requirements.
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SUBJECT: AUDIT COMMITTEE (Cont'd.)

The Audit Committee shall hold regularly scheduled meetings and report to the Board on the
activities of the Committee on an as needed basis, but not less than annually. The report will address or
include at a minimum:

a)
b)
c)
d)
e)
f)

The activities of the Audit Committee;

A summary of the minutes of the meeting;

Significant findings brought to the attention of the Audit Committee;
Any indications of suspected fraud, waste, or abuse;

Significant internal control findings; and

Activities of the internal audit function.

The responsibilities of the Audit Committee include the following:

a)

b)
©)

d)

e)
f)

Provide recommendations regarding the appointment of the External (Independent) Auditor
for the District;

Meet with the External (Independent) Auditor prior to commencement of the audit;

Review and discuss with the External (Independent) Auditor any risk assessment of the
District's fiscal operations developed as part of the Auditor's responsibilities under
governmental auditing standards for a financial statement audit and federal single audit
standards if applicable;

Receive and review the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assist the Board of
Education in interpreting such documents;

Make a recommendation to the Board on accepting the annual audit report; and

Review every corrective action plan developed by the School District and assist the Board
in its implementation.

Corrective Action Plan

Within ninety days of receipt of the report or management letter, the Superintendent shall prepare
a corrective action plan approved by the Board in response to any findings contained in:
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a)  The annual external audit report or
management letter;

b) A final audit report issued by the
District's internal auditor;

c) A final report issued by the State
Comptroller;

d) A final audit report issued by the State Education Department; or
e) A final audit report issued by the United States or an office, agency or department thereof.

The corrective action plan must be filed with the State Education Department, and if appropriate,
must include the expected date(s) of implementation. To the extent practicable, implementation of the
corrective action plan should begin no later that the end of the next fiscal year.

Additional responsibilities of the Audit Committee include: assisting in the oversight of the
Internal Audit Function including, but not limited to, providing recommendations regarding the
appointment of the Internal Auditor; reviewing significant findings and recommendations of the
Internal Auditor; monitoring the School District's implementation of such recommendations; and
participating in the evaluation of the performance of the Internal Audit Function.

The Audit Committee may conduct an Executive Session pursuant to Public Officers Law
Section 105 pertaining to the following matters:

a)  To meet with the External (Independent) Auditor prior to commencement of the audit;

b) To review and discuss with the External (Independent) Auditor any risk assessment of the
District's fiscal operations developed as part of the Auditor's responsibilities under
governmental auditing standards for a financial statement audit and federal single audit
standards if applicable; and

c) To receive and review the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assist the Board of
Education in interpreting such documents;

Any Board member who is not a member of the Audit Committee may be allowed to attend an
Audit Committee meeting, including an executive session if authorized by a Board resolution.


http://public.leginfo.state.ny.us/menuf.cgi
http://public.leginfo.state.ny.us/menuf.cgi

However, if such Board member's attendance results in a meeting of a quorum of the full Board, any
action taken by formal vote may constitute official Board action.

Education Law Sections 2116-c, and 3811-3813
Public Officers Law Sections 105(b), 105(c)



8 New York Code of Rules and
Regulations (NYCRR)

Adopted: 7/30/07 Section 170.12(d)
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SUBJECT: ONLINE BANKING SERVICES

The Board of Education requires clear, complete, and detailed accounting of all financial
transactions for which the Board is held accountable. The transferring of funds via online banking
services between various accounts and the transfer of funds from District accounts to non-district
account for various purposes are financial transactions to be properly monitored and controlled.

The following are online banking activities the District engages in:

Viewing bank account information

Interfund transfers

The remittance of employee payroll tax withholdings and other deductions
The paying of the District’s debt obligations

The remittance of employee payroll direct deposit

Transfer of District Funds into investments

O

The District Treasurer, Deputy Treasurer and Central Treasurer, each with a separate established user
name and password, will have the authority to process and/or view online banking transactions.

A bank transfer summary will be completed daily indicating the account codes and the amount of

monies for the transferring of funds. The District Treasurer (or if absent, the Deputy Treasurer) will
verify the file. The treasurer will be responsible for the proper accounting of the transactions.

Adoption: 7/8/2009
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SUBJECT: CASH RECEIPTS POLICY

The Board of Education requires clear, complete, and detailed accounting of all financial
transactions for which the Board is held accountable.

The Board directs that the School Business Manager and School District Treasurer establish
procedures to ensure the timely and accurate deposit and recording of all district receipts in an
approved Depository Institution. Procedures can be found in Business Office Operations/Procedures
Manual.

All cash receipts should be recorded and reported according to Generally Accepted Accounting
Principles, and meet all State, Federal and Education Department guidelines, rules and regulations.

See also:
Policy 1332 — Duties of the School District Treasurer
1333— Duties of the Tax Collector/Deputy Collector
1336 — Duties of Extraclassroom Activity Account Central Treasurer
5210 — Revenues
5220 — District Investments.
5510 — Accounting of Funds
5520 — Extraclassroom Activities Funds
5570 — Financial Accountability

Adoption: 7/8/2009
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Non-Instructional/Business Operations

RESERVE FUNDS

Reserve funds are an important component in the District’s financial planning. The District is authorized to
establish and maintain reserve funds in accordance with New York State Laws, Commissioner’s
Regulations and the rules and/or opinions issued by the Office of New York State Comptroller, as
applicable. The District shall comply with the reporting requirements of Article 3 of the General

Municipal Law of the State of New York and the Governmental Accounting Standards Board

(BASB) issued GASB Statement Number 54.

Review and Report

The Board of Education will periodically review all reserve funds. The District will prepare a periodic
report of all reserve funds to the Board of Education which shall contain the following information:

1. The type and description of the reserve fund;
2. The total amount currently in the reserve fund;
3. An analysis of the projected needs for the reserve fund in the foreseeable
future and a recommendation regarding funding those projected needs.
The Board shall utilize the information in the report to make necessary decisions to adequately
maintain and manage the District’s reserve fund balances while mindful of its role and responsibility
as a fiduciary of public funds.

The Superintendent shall develop any necessary and/or appropriate regulations to implement the terms of
the Board’s policy.

Adoption Date: June 20, 2011
Revised Date: June 10, 2019
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SUBJECT: INSURANCE

The objective of the Board of Education is to obtain the best possible insurance at the lowest
possible cost, and to seek advice from an Insurance Appraisal Service to determine that adequate
coverage is being provided regarding fire, boiler, general liability, bus and student accident insurance.

The Board shall carry insurance to protect the District's real and personal property against loss or
damage. This property shall include school buildings, the contents of such buildings, school grounds
and vehicles.

The Board may also purchase liability insurance to pay damages assessed against Board
members and District employees acting in the discharge of their respective duties, within the scope of
their employment and/or under the direction of the Board.

All insurance policies, along with an inventory of the contents of the building, should be kept in
a fireproof depository or with the appropriate insurance agent for safekeeping and referral purposes.
The Superintendent shall review the District's insurance program annually and make recommendations
to the Board if more suitable coverage is required.

Education Law Sections 1709(8), 1709(26), 1709(34-b),
2503(10), 2503(10-a), 2503(10-b), 3023, 3028 and 3811

General Municipal Law Sections 6-n and 52
Public Officers Law Section 18

Adopted: 7/30/07
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SUBJECT: INVENTORIES

The Superintendent or his/her designee shall be responsible for maintaining a continuous and
accurate inventory of equipment owned by the District in accordance with "The Uniform System of

Accounts for School Districts."

All supplies and equipment purchased and received by the School District shall be checked,
logged, and stored through an established procedure.

Uniform System of Accounts for School Districts
(Fiscal Section)

Adopted: 7/30/07
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ACCOUNTING OF FIXED ASSETS

The Business Manager shall be responsible for accounting for general fixed assets according to
the procedures outlined by the Uniform System of Accounts for School Districts and GASB Statement
34 Regulations.

These accounts will serve to:

a) Maintain a physical inventory of assets;

b) Establish accountability;

c) Determine replacement costs; and

d) Provide appropriate insurance coverage.

Fixed assets with a minimum value established by the Board that have a useful life of one (1)
year or more and physical characteristics not appreciably affected by use or consumption shall be

inventoried and recorded on an annual basis. Fixed assets shall include land, buildings, equipment and
materials.

The board establishes a dollar threshold of $2000 as the basis for considering which fixed assets
are to be depreciated. Such threshold shall ensure that at least 80 percent of the value of all assets is
reported. However, it is recommended that such threshold shall not be greater than $5,000. A
standardized depreciation method and averaging convention shall also be established for depreciation
calculations.

Fixed assets acquired having a value equal to or greater than the established threshold are
considered depreciable assets and shall be inventoried for the purposes of GASB 34 accounting
practices and placed on a depreciation schedule according to its asset class and estimated useful life as
stipulated by the NY State Comptroller's Office or the IRS.

Assets shall be recorded at initial cost or, if not available, at estimated initial cost; gifts of fixed
assets shall be recorded at estimated fair value at the time of the gift. A property record will be
maintained for each asset and will contain, where possible, the following information:

a)  Date of acquisition;

b)  Description;

c) Costor value;

d) Location;
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e) Assettype;

f)  Estimated useful life;

g) Replacement cost;

h)  Current value;

1)  Salvage value;

j)  Date and method of disposition; and

k)  Responsible official.

The Business Manager shall arrange for the annual inventory and appraisal of School District

property, equipment and material. Any discrepancies between an inventory and the District's property
records on file should be traced and explained.

Adopted: 7/30/07
Revised date: 1/27/2014
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE
Operation and Maintenance

The Superintendent is charged with the responsibility for administering plant operations in the
most efficient and economical manner possible, while placing high priority on health and safety of
students and conservation of natural resources.

The Board, through the Superintendent and his/her staff, has the responsibility of protecting the
District investment in plant and facilities through a systematic maintenance program.

It is expected that the program shall include periodic preventive maintenance activities, long-
range maintenance schedules and emergency repair procedures. It is further expected that all
maintenance work will be carried out in a manner that will cause the least interference with the
educational program.

Construction and Remodeling of School Facilities

All capital projects and maintenance must assure compliance with the requirements of the New
York State Uniform Fire Prevention and Building Code, the Manual of Planning Standards and the
Regulations of the Commissioner of Education. All new buildings must be formally submitted no
matter the size or cost. The New York State Education Department Office of Facilities Planning has
provided an Instruction Guide at website: http://www.emsc.nysed.gov/facplan/ProjMgmt.htm

Plans and specifications for the erection, enlargement, repair or remodeling of facilities of the
School District shall be submitted to the Commissioner when the contemplated construction costs of
such work are ten thousand dollars ($10,000) or more, and for all projects affecting the health and
safety of students.

Plans and specifications submitted to the Commissioner shall bear the signature and seal of an
architect or engineer licensed to practice in the State of New York. The architect or engineer who
sealed the plans and specifications shall also certify that the plans and specifications conform to the
standards set forth in the State Uniform Fire Prevention and Building Code (19 NYCRR Parts 1220
through 1226) and the State Energy Conservation Construction Code (19 NYCRR Part 1240).

For remodeling or construction projects costing five thousand dollars ($5,000) or more, the
District shall assure compliance with the requirements of the State Uniform Fire Prevention and
Building Code (19 NYCRR Parts 1220 through 1226) and Commissioner's Regulations Part 155, and
shall retain the services of an architect or engineer licensed to practice in New York State.

For remodeling or construction projects costing less than five thousand dollars ($5,000), the
District shall assure compliance with the requirements of the State Uniform Fire Prevention and
Building Code (19 NYCRR Parts 1220 through 1226) and Commissioner's Regulations Part 155.


http://www.emsc.nysed.gov/facplan/ProjMgmt.htm
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE (Cont'd.)
Inspections

The administration of the School System shall cooperate with appropriate officials conducting
health, fire, asbestos, bus, and boiler inspections. The administration shall keep the Board of
Education informed of the results of such inspections in a timely fashion.

In accordance with law, local building inspectors may not enter District premises at any time
they wish. Only the Fire Safety Inspector conducting the Annual Fire Safety Inspection may enter
District premises for inspections.

In addition, per the requirements of the Asbestos Hazard Emergency Response Act (AHERA),
the District will at least once each school year inform all employees and building occupants (or their
legal guardians) about all asbestos inspections, response actions, post-response action activities, as
well as triennial re-inspection activities and surveillance activities that are either planned or in
progress. Written notice will be provided in the District newsletter and will be filed in the District
asbestos management plan.

Comprehensive Public School Building Safety Program (Rescue)

To ensure that all school facilities are properly maintained and preserved and provide suitable
educational settings, the Board of Education requires that all occupied school facilities which are
owned, operated or leased by the District comply with the provisions of the Comprehensive Public
School Safety Program and the Uniform Code of Public School Building Inspections, Safety Rating
and Monitoring as prescribed in Commissioner's Regulations. For this reason, the School District shall
develop a Comprehensive Public School Building Safety Program in accordance with Commissioner's
Regulations.

The program shall be reevaluated and made current at least annually, and shall include the
following:

a) A five (5) year capital facilities plan which will include an appraisal of the following: the
educational philosophy of the District, with resulting administrative organization and
program requirements; present and projected student enrollments; space use and State-rated
student capacity of existing facilities; the allocation of instructional space to meet the
current and future education program and service needs, and to serve students with
disabilities in settings with nondisabled peers; priority of need of maintenance, repair or
modernization of existing facilities, including consideration of the obsolescence and
retirement of certain facilities; and the provision of additional facilities.

b) A District-wide building inventory, which will include information pertaining to each
building including, but not limited to:
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FACILITIES: INSPECTION, OPERATION AND MAINTENANCE (Cont'd.)

Type of building, age of building, size of building;
Rated capacity, current enrollment;
List of energy sources and major systems (lighting, plumbing, electrical, heating); and

Summary of triennial Asbestos Inspection reports.

Annual Visual Inspections:

1.

An annual visual inspection of each occupied building and assignment of a safety
rating score. The inspection committee must include a state certified code
enforcement official, the District's Facility Director or designee, and a member of the
District's Health and Safety Committee.

The Commissioner shall require a re-inspection of school buildings where a report of
inspection identified violations that, if uncorrected, would cause the department to
deny an annual Certificate of Occupancy to such school building, and shall require
additional re-inspections until it is demonstrated to the satisfaction of the
Commissioner that said violations have been corrected.

A building condition survey shall be conducted for all occupied school buildings once
every five (5) years by a team that includes at least one (1) licensed architect or engineer.

A District-wide monitoring system which includes:

1.
2.
3.

Establishing a Health and Safety Committee;
Development of detailed plans and a review process of all inspections;
Procedures for a response in writing to all inquiries about building health and safety

concerns, a copy of which will be sent to the District's Health and Safety Committee
for oversight, and a copy kept on permanent file.

Procedures to ensure the safety of the building occupants while a construction/renovation
project is taking place. These procedures will include:
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Notification to parents, staff and the community at least two (2) months in advance of
a construction project of ten thousand dollars ($10,000) or more to be conducted in a
school building while the building is occupied; provided, however, that in the case of
emergency construction projects, such notice shall be provided as far in advance of
the start of construction as is practicable;

A plan to ensure that all contractors comply with all health and safety issues and
regulations, and wear photo identification badges;

An opportunity for the District's Health and Safety Committee to conduct a walk-
through inspection of newly renovated or constructed areas to confirm that the area is
ready to be reopened for use; and

An emergency plan which will address potential concerns with the capital project
including, but not limited to, evacuation procedures, fire drills, and structural failures.

Asbestos Inspection:
40 Code of Federal Regulations (CFR) Part 763, Subpart E
Education Law Article 9-A

Fire Inspection:

Education Law Section 807-a
8 New York Code of Rules and Regulations (NYCRR) Section 155.4

Health and Safety

Committee:

8 New York Code of Rules and Regulations (NYCRR) Section 155.61(17)

Health Inspection:
Education Law S

ection 906

Plans and Specifications:
Education Law Sections 408, 408-a and 409

8 New York Cod
19 New York Cod

¢ of Rules and Regulations (NYCRR) Sections 155.1 and 155.2
e of Rules and Regulations (NYCRR) Sections 1220-1240

Structural Safety Inspections:
Education Law Sections 409-d, 409-¢, 3602 and 3641(4)
8 New York Code of Rules and Regulations (NYCRR) Sections 155.1, 155.3, 155.4(b)(1) and 155.6

Adoption Date: 4/21/2009
Revised: 4/16/2012



2010 -

Non-Instructional/Business
Operations

SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY
EMPLOYEES

The Board of Education recognizes the need to protect human health and the environment from
damage resulting from the improper handling of hazardous wastes.

The management of hazardous waste from its point of generation to the ultimate disposal is
regulated through specific Federal and State laws.

The Board directs the Superintendent to adopt rules to ensure District implementation of
applicable Federal and State laws pertaining to the identification, transportation, treatment, storage,
and disposal of hazardous wastes.

Hazard Communication Standard

All personnel shall be provided with applicable training to comply with the New York State
"Right-to-Know" Law and the Hazard Communication Standard. Both the "Right to Know" poster and
the "Labor Law Information Relating to Public Employees" poster must be posted in common areas
informing workers of relevant work hazards and associated rights.

The Superintendent/designee shall maintain a current record of the name, address and social
security number of every employee who handles or uses toxic substances and which substance(s) were
handled or used by the employee.

Rules and regulations will be developed to ensure District implementation of this policy which
shall include awareness information, employee training and record keeping.

Environmental Protection Agency, 40 Code of Federal Regulations (CFR) Parts 261 and 262
Occupational Safety and Health Administration (OSHA), 29 Code of Federal Regulations (CFR)
Section 1910.1200

Labor Law Sections 875-883

Public Health Law Sections 4800-4808

6 New York Code of Rules and Regulations (NYCRR) Part 371

9 New York Code of Rules and Regulations (NYCRR) Part 1174
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SUBJECT: CONSTRUCTION SAFETY

The Board of Education recognizes the District's responsibility to provide a safe school
environment for students and staff during construction and maintenance projects.

The Superintendent of Schools shall be responsible for ensuring that District procedures for
safeguarding the safety and health of students and staff are consistent with state law and regulation,
including the Uniform Code of Public School Building Inspections, Safety Rating and Monitoring and
the Uniform Safety Standards for School Construction and Maintenance Projects.

Education Law Sections 409-d and 409-¢

8 New York Code of Rules and Regulations (NYCRR)
Sections 155.4 and 155.5

9 New York Code of Rules and Regulations (NYCRR)
Parts 600-1250

NOTE Refer also to Policy #5630 -- Facilities: Inspection, Operation and Maintenance
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SUBJECT: NAMING FACILITIES

The Board of Education is responsible for naming any new facility. The Board, in its discretion,
may establish procedures for the naming of any building or other District facility. In selecting a name
for any facility, the Board may take into account those persons who have been involved in the
planning, construction or renovation of the facility, or any other relevant considerations. Suitable
building plaques or other memorials may be authorized by the Board.
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SUBJECT: CLOSING OF
FACILITIES

The Board of Education will seek both professional and community advice concerning any
contemplated closing of any school facility due to age, condition, size, or other considerations.

An advisory committee shall be formed at least six (6) months in advance with membership
comprising Board members, appropriate administrative staff, teachers, parents, community business
representatives, and an architect(s) and/or other professionally-trained experts in evaluating building
condition/use.

The factors to be considered by the committee in the educational impact statement shall include,
but not be limited to:

a) The current and projected pupil enrollment, the prospective need for such building, the
ramifications of such closing upon the community, initial costs and savings resulting from
such closing, the potential disposability of the closed school;

b)  Possible use of such school building for other educational programs or administrative
services;

c) The effect of such closing on personnel needs; and on the costs of instruction,
administration, transportation and other support services;

d) Type, age and physical condition of such building; outstanding indebtedness; maintenance
and energy costs; recent or planned improvements for the building; and such building's
special features;

e) Ability of the other schools in the District to accommodate pupils if such school building
closes; and

f)  Possible shared utilization of space in such school building during or after regular school
hours as permitted in Education Law Section 414.

Pursuant to the requirements of Section 402-a of the Education Law, after filing of the statement,
the District will publish and post notification of the proposed closing and circulation of the notice to
elected state and public officials who represent the affected communities.

After publication of the suggested notice pursuant to Section 402-a, and within sixty (60) days of
the issuance of the educational impact statement, the Board shall hold a public hearing to evaluate the
proposed closing on the District. Among the factors to be considered at the hearing are those discussed
in the educational impact statement, and alternatives may be presented by interested parties.



The Board shall render its decision on the closing of the building at aX@@ular or special megfing.

Education Law Sections 402-a and 414
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SUBJECT: HEALTH AND SAFETY
COMMITTEE

The Board of Education recognizes the importance of the participation of District staff and
parents in promoting a safe, secure and healthy school environment. In accordance with
Commissioner's Regulations, the Board will appoint a Health and Safety Committee composed of
representation from District officials, staff, bargaining units, and parents.

The committee will participate in monitoring the condition of occupied school buildings to
assure that they are safe and maintained in a state of good repair. The Superintendent of Schools will
ensure that the committee is appropriately involved in all of the activities required by the
Commissioner's Regulations. Specifically, the committee will:

a)
b)

©)
d)

e)

Participate in the investigation and disposition of health and safety complaints;

Ensure that at least one (1) member of the committee participates in the annual visual
inspection;

Consult with District officials in completing safety ratings of all occupied school buildings;

Monitor safety during school construction projects including periodic meetings to review
issues and address complaints related to health and safety resulting from the project; and

Upon completion of a construction project, conduct a walk-through inspection to ensure the
area is ready to be reopened for use.

Expanded Health and Safety Committee

During construction projects, the Health and Safety Committee will be expanded to include the
architect, construction manager and contractor. This expanded committee will:

a)

b)

c)
d)

Participate in the investigation and disposition of health and safety complaints regarding
the construction or maintenance project;

Meet periodically to review issues and address complaints regarding health and safety
arising from construction;

Monitor safety during construction projects; and

After the work is completed, conduct a walk-through inspection to confirm that the area is
ready to be reopened for use.
8 New York Code of Rules and Regulations (NYCRR)
Part 155



NOTE:

Refer also to Policy #5630 -- Facilities: Inspection, Operation adfMaintenance
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE

The Board of Education is committed to maintaining the integrity of school buildings and
grounds while protecting the health and safety of students and staff and maintaining a productive
learning environment.

Structural and landscape pests can pose significant problems for people and property. Weeds and
infestations can destroy playing fields and playgrounds and more importantly, cause severe allergic
reactions. Pesticides can pose risks to people, property, and the environment. It is therefore the policy
of the School District to incorporate Integrated Pest Management (IPM) procedures for control of
weeds, structural and landscape pests. The objective of this program is to provide necessary pest
control while using the least toxic approach to all pests, weeds and infestations.

Pest/Pesticide Management Plan

The District will manage weeds and pests to:

a)  Reduce any potential human health hazard or threat to public safety.

b) Prevent loss or damage to school structures or property.

c)  Prevent pests from spreading into the community, or to plant and animal populations
beyond the site.

d) Enhance the quality of life for students, staff, and others.
Integrated Pest Management (IPM) Coordinator

An IPM Coordinator will be appointed by the Superintendent of schools. The Coordinator will
be responsible for implementing the IPM policy and plan. The coordinator's responsibilities will
include the following:

a) Recording all pest sightings by school staff and students.

b) Recording all pesticide use and utilizing the least toxic approach.

c)  Meeting with a local pest control expert, such as a pesticide contractor to share information
on what pest problems are present in the school.

d)  Assuring that all of the expert's recommendations on maintenance and sanitation are
carried out where feasible.
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE (Cont'd.)

e)  Assuring that pesticide use is done when school is not in session or when the area can be
completely secured against access by school staff and students for a standard seventy-two

(72) hours, or as required by the pesticide being used.
f)  Evaluating the school's progress in the IPM plan.

g)  Notifying parents, staff and neighbors of any applications of pesticides forty-eight (48)
hours before they occur. The IPM Coordinator will serve as the District's Pesticide
Representative.

Pesticide Use on Common Areas

Pesticides will not be used on playgrounds, turf, athletic or playing fields, in effect, all lawn
areas of the school. In these common areas where children gather and play, pesticide alternatives will
be used whenever possible and effective. The prohibition does not apply to indoor use or the
application to building structures.

An exception may be made for emergency applications of pesticide only when approved in
advance by the School Board. The Board may consult with the local Health Department on public
health related emergency determinations. They may also consult with the Department of
Environmental Conservation (DEC) for environmental emergency determinations. Emergency
determinations should only be sought for one-time pesticide application in a specific situation, which
presents a true emergency. The guidance document from DEC provides clarification on emergency
determinations. It can be found at:

http://www.dec.ny.gov/docs/materials minerals pdf/guidancech85.pdf

Some types of pesticides and alternatives, those deemed safe in federal regulation, may be
allowable on playing fields and playgrounds in certain circumstances. The District will develop
regulations governing the use of pesticides and their alternatives on school grounds.
Fertilizer Use

New requirements and restrictions regarding the use of phosphorus fertilizers on school grounds
have been developed. Chapter 205 of the Laws of 2010 dictates the requirements which must be
adhered to regarding grounds maintenance starting on January 1, 2012.

a)  Fertilizer use is prohibited between December 1 and April 1 annually.

b) The use of fertilizers is prohibited within twenty (20) feet of any surface water except:


http://www.dec.ny.gov/docs/materials_minerals_pdf/guidancech85.pdf
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE (Cont'd.)

1.  Where a continuous natural vegetation buffer, at least ten (10) feet wide, separates
lawn and water.

2. Where a spreader guard, deflector shield or drop spreader is used, then the
application may not occur within three feet of any surface water.

c)  The use of phosphorus fertilizers are prohibited on lawns or other non-agricultural turf
with the following exceptions:

1.  The use of phosphorus fertilizers are needed to establish a new lawn; or
2. A soil test shows that phosphorus fertilizers are needed for growth.

d)  Fertilizer cannot be used on any impervious surfaces and if such an application occurs, it
must be cleaned immediately and legally applied or placed in an appropriate container.

Notification

The District's IPM Coordinator or designated Pesticide Representative will give prior written
notice of all pesticide applications to anyone who has asked to receive such notice. The District will
also notify parents, students and staft of periodic pesticide applications. The District will maintain a
list of those people who wish to receive forty-eight (48) hour notice before pesticide applications and
will ensure that a system is developed to deliver such notice in a timely fashion to all affected. The
notification system may be by mail or email, and will ensure that a back-up method is available to
notify those for whom the regular system is unworkable. The name and contact information for the
District Pesticide Representative will be made available to all requesting it.

Sample forms for forty-eight (48) hour prior notification can be obtained at:

http://www.emsc.nysed.gov/facplan/documents/PesticideNeighborNotificationGuidelinefor
Schools 091001.pdf

The District must also provide additional written notification to all parents and staff three (3)
times per year to inform them of any pesticide applications that have occurred: within ten (10) days of
the end of the school year, within two (2) school days of the end of winter recess and within two (2)
days of the end of spring recess.

Recordkeeping
Records of pesticide use will be maintained on site for three (3) years. Records will be completed
on the day of pesticide use. In addition, pest surveillance records will be maintained to help verify the

need for pesticide treatments. Annual reports of any applications must be sent to DEC.

(Continued)


http://www.emsc.nysed.gov/facplan/documents/PesticideNeighborNotificationGuidelinefor
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE (Cont'd.)

Education Law Sections 409-k, 409-h

Environmental Conservation Law Sections 17-2103, 33-0303
40 Code of Federal Regulations (CFR) Part 152.25

7 United States Code Section 136(mm), 136q(h)(2) (FIFRA)
NYCRR Part 155.4(d)(2)

Adopted: 7/30/2007
Revised: 11/21/2011
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SMOKING AND OTHER TOBACCO USE ON SCHOOL PREMISES

Due to the health hazards associated with smoking, and in accordance with federal and state
law, the Board of Education prohibits smoking and all other tobacco use in all school buildings, on
school grounds, and in any vehicle used to transport children or personnel. The Board also prohibits
the use of e-cigarettes in these locations.

The district's smoking policy shall be prominently posted in each building, at designated
outdoor locations on school premises (e.g. athletic fields) and in all district vehicles. The Board
designates the Superintendent of Schools or his/her designee as agent responsible for informing
individuals smoking or using tobacco anywhere on school premises or in district vehicles that they are
in violation of Article 13 of the Public Health Law and/or Section 409 of the Education Law and/or the
federal Pro-Children Acts of 1994 and 2001. Persons using e-cigarettes in violation of this policy will
be asked to stop or leave school property.

Ref:  Education Law §§409(2)
Public Health Law Article 13-E
Public Health Law §§206; 340; 347
The Pro-Children Act of 2001, 20 U.S.C. §§1781 et seq.
The Pro-Children Act of 1994, 20 U.S.C. §§6081 et seq.

Adopted: 7/30/07
Revised: 4/7/14
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Non-Instructional/Business
Operations

SUBJECT: ENERGY/WATER CONSERVATION AND RECYCLING OF SOLID WASTE
Energy/Water Conservation

The Board of Education recognizes the importance of energy and water conservation and is
committed to the analysis, development, and initiation of conservation measures throughout the
District for the purpose of reducing energy consumption, particularly in these times of declining levels
of natural energy resources and increasing cost of these resources. The Board will maintain an
aggressive and responsible program to reduce consumption of energy by its facilities and to provide
education on the conservation of energy.

The District will comply with the Property Maintenance Code of New York State, part of the
New York State Uniform Fire Prevention and Building Code, which requires that indoor occupiable
work spaces be maintained at a minimum temperature of 65 degrees from September 14 to May 31
during the period the spaces are occupied. There are exceptions for areas of vigorous physical
activities such as gymnasiums as well as processing spaces such as coolers or freezers. However, by
law, code or regulation there is no maximum temperature specified. Ventilation requirements only
require fresh air, not cool air-conditioning.

Recycling

The Superintendent will develop a program for the source separation and segregation of
recyclable or reusable materials in the District. This District-wide recycling plan shall include:

a) A conservation education program to teach students about their social responsibility for
preserving our resources, and involvement of all students and personnel in a
comprehensive effort to reduce, reuse and recycle waste materials;

b) A concerted effort to purchase recycled items and biodegradable rather than non-
biodegradable products;

c) Separation of waste into appropriate categories for the purpose of recycling, including
mercury-added consumer products; and

d) A cooperative effort with community recycling programs.
Environmental Conservation Law Sections 27-2101-27-2115
General Municipal Law Section 120-aa
19 New York State Code of Rules and Regulations
(NYCRR) Sections 1220-1226

Adopted: 7/30/07
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)/
SCHOOL DISTRICT NUTRITION ADVISORY COMMITTEE

School Food Service Program (Lunch and Breakfast)

The Board has entered into an agreement with the New York State Education Department to
participate in the National School Lunch Program, School Breakfast Program and/or Special Milk
Program to receive commodities donated by the Department of Agriculture and to accept
responsibility for providing free and reduced price meals to elementary and secondary students in the
schools of the District.

The Superintendent or his/her designee shall have the responsibility to carry out the rules of the
School Lunch and Breakfast Programs. The determination of which students are eligible is the
responsibility of the Superintendent or his/her designee. Appeals regarding eligibility should be
submitted to the Hearing Official of the District.

Free or reduced price meals may be allowed for qualifying students attending District schools
upon receipt of a written application from the student's parent or guardian or a "Direct Certification"
letter from the New York State Office of Temporary and Disability Assistance (OTDA). Applications
will be provided by the School District to all families.

Procedures for the administration of the free and reduced price meal program of this School
District will be the same as those prescribed in current state and federal laws and regulations.

hild Nutrition Program/Charging Meal
Although not required by law, because of the District's participation in the Child Nutrition
Program, the Board of Education approves the establishment of a system to allow a student to charge a
meal. The Board authorizes the Superintendent to develop rules which address:
a)  What can be charged;
b)  The limit on the number of charges per student;
c) The system used for identifying and recording charged meals;

d) The system used for collection of repayments; and

e) Ongoing communication of the policy to parents and students.
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)/
SCHOOL DISTRICT NUTRITION ADVISORY COMMITTEE (Cont'd.)

Restriction of Sweetened Foods in School

The sale of sweetened foods will be prohibited from the beginning of the school day until the end
of the last scheduled meal period.

Sweetened foods consist of sweetened soda water, chewing gum, candy, including hard candy,
jellies, gum, marshmallow candies, fondant, licorice, spun candy, candy coated popcorn, and water
ices except those which contain fruit or fruit juices.

Restrictions on Sale of Milk Prohibited
Schools that participate in the National School Lunch Program may not directly or indirectly
restrict the sale or marketing of fluid milk products at any time or in any place on school premises or

at school-sponsored events.

Food Substitutions for Children with Disabilities

Federal regulations governing the operation of Child Nutrition Programs, Part B of the
Individuals with Disabilities Education Act, and Section 504 of the Rehabilitation Act of 1973 require
that children with disabilities be offered the opportunity to participate in all academic and
nonacademic activities including the school nutrition programs. The District will make reasonable
accommodations to those children with disabilities whose disabilities restrict their diets, such as
providing substitutions and/or modifications in the regular meal patterns. Such meal substitutions for
students with disabilities will be offered at no extra charge. A student with a disability must be
provided substitutions in food when that need is supported by a statement signed by a physician
attesting to the need for the substitutions and recommending alternate foods.

However, the school food service is not required to provide meal services (for example, School
Breakfast Program) to students with disabilities when the meal service is not normally available to the
general student body, unless a meal service is required under the student's individualized education
program (IEP) or Section 504 Accommodation Plan as mandated by a physician's written instructions.

Food Substitutions for Nondisabled Children
Though not required, the District will also allow substitutions for non-disabled children who are

unable to consume the regular meal because of medical or other special dietary needs if the request is
supported by a statement signed by a recognized medical authority.
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)/
SCHOOL DISTRICT NUTRITION ADVISORY COMMITTEE (Cont'd.)

The District may also allow substitutions for fluid milk with a non-dairy beverage that is
nutritionally equivalent (as established by the Secretary of Agriculture) to fluid milk and meets
nutritional standards for students who are unable to consume fluid milk because of medical or other
special dietary needs if the request is supported by a statement signed by a recognized medical
authority or by the student's parent/legal guardian.

School District Nutrition Advisory Committee

In accordance with Education Law, the District has established a Child Nutrition Advisory
Committee. The Committee includes, but is not limited to, a representative of the School Board; the
food preparation staff; the physical education departments; the school registered professional nurse or
health staff; a registered dietitian, if available; the faculty of the District; the parent-teacher
associations in the District; the students enrolled in the District; and the parents/guardians of students
enrolled in the District. If, due to special circumstances, it is impossible or impracticable for all
recommended groups to have members on the Committee for representation, the District may approve
a Committee that, to the greatest extent possible, represents the interests of the aforementioned groups.

Prior to the start of school in the fall, the District will send in a newsletter written notice to all
parents/guardians of enrolled students of the existence of the School District Nutrition Advisory
Committee and supply information as to how interested parents/guardians may participate on the
Committee. The District will also, to the extent practicable, give notice to all parents/guardians and
students through its regular newsletters or other regular forms of written communication as to the
scheduled dates of all meetings of the Advisory Committee.

The Committee will study all facets of the current nutritional policies of the District including,
but not limited to:

a)  The goals of the District to promote health and proper nutrition;
b)  Vending machine sales;

¢) Menu criteria;

d)  Educational curriculum teaching healthy nutrition;

e) Educational information provided to parents/guardians regarding healthy nutrition and the
health risks associated with obesity;

f)  Opportunities offered to parents/guardians to encourage healthier eating habits to students;
and
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)/
SCHOOL DISTRICT NUTRITION ADVISORY COMMITTEE (Cont'd.)

g)  The education provided to teachers and other staff as to the importance of healthy nutrition.

In addition, the Committee shall consider recommendations and practices of other districts and

nutrition studies.

Adopted: 7/30/07

Child Nutrition Act 1966
42 United States Code (USC) Section 1771 et seq.
Richard B. Russell National School Lunch Act 1946
42 United States Code (USC) Section 1751 et seq.
Section 504 of the Rehabilitation Act of 1973
29 United States Code (USC) Section 794 et seq
Individuals with Disabilities Education Act (IDEA)
20 United States Code (USC) Sections 1400-1485
7 Code of Federal Regulations (CFR) Part 15B and Part 210
Education Law Sections 902(b), 915, 918, 1604(28),
1709(22), 1709(23) and 2503(9)(a)
8 New York Code of Rules and Regulations
(NYCRR) Sections 200.2(b)(1) and 200.2(b)(2)
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SUBJECT: WELLNESS

The Hadley-Luzerne Central School District is committed to providing a school environment
that promotes and protects children's health, well-being, and the ability to learn by fostering healthy
eating and physical activity before, during, and after the school day. Research shows that two
components, good nutrition and physical activity before, during and after the school day, are strongly
correlated with positive student outcomes. For example, student participation in the U.S. Department
of Agriculture’s (USDA) School Breakfast Program is associated with higher grades and standardized
test scores, lower absenteeism and better performance on cognitive tasks.'***>¢” Conversely, less-
than-adequate consumption of specific foods including fruits, vegetables and dairy products, is
associated with lower grades among students.*>'® In addition, students who are physically active
through active transport to and from school, recess, physical actiVitP/ breaks, high-quality physical
education and extracurricular activities — do better academically.''>'**, Finally, there is evidence that
adequate hydration is associated with better cognitive performance. > ¢ 17

! Bradley, B, Green, AC. Do Health and Education Agencies in the United States Share Responsibility for Academic

Achievement and Health? A Review of 25 years of Evidence About the Relationship of Adolescents’ Academic Achievement and
Health Behaviors, Journal of Adolescent Health. 2013; 52(5):523-532.

2 Meyers AF, Sampson AE, Weitzman M, Rogers BL, Kayne H. School breakfast program and school performance. American

Journal of Diseases of Children. 1989; 143(10):1234-1239.

3 Murphy JM. Breakfast and learning: an updated review. Current Nutrition & Food Science. 2007; 3:3-36.

4 Murphy JM, Pagano ME, Nachmani J, Sperling P, Kane S, Kleinman RE. The relationship of school breakfast to psychosocial

and academic functioning: Cross-sectional and longitudinal observations in an inner-city school sample. Archives of Pediatrics and
Adolescent Medicine. 1998; 152(9):899-907.

> Pollitt E, Mathews R. Breakfast and cognition: an integrative summary. American Journal of Clinical Nutrition. 1998; 67(4),
804S-813S.
6

Rampersaud GC, Pereira MA, Girard BL, Adams J, Metzl JD. Breakfast habits, nutritional status, body weight, and academic
performance in children and adolescents. Journal of the American Dietetic Association. 2005; 105(5):743-760, quiz 761-762.

7 Taras, H. Nutrition and student performance at school. Journal of School Health. 2005;75(6):199-213.

8 MacLellan D, Taylor J, Wood K. Food intake and academic performance among adolescents. Canadian Journal of Dietetic

Practice and Research. 2008; 69(3):141-144.

? Neumark-Sztainer D, Story M, Dixon LB, Resnick MD, Blum RW. Correlates of inadequate consumption of dairy products

among adolescents. Journal of Nutrition Education. 1997; 29(1):12-20.

10 Neumark-Sztainer D, Story M, Resnick MD, Blum RW. Correlates of inadequate fruit and vegetable consumption among
adolescents. Preventive Medicine. 1996; 25(5):497-505.

1 Centers for Disease Control and Prevention. The association between school-based physical activity, including physical

education, and academic performance. Atlanta, GA: US Department of Health and Human Services, 2010.

12 Singh A, Uijtdewilligne L, Twisk J, van Mechelen W, Chinapaw M. Physical activity and performance at school: A systematic

review of the literature including a methodological quality assessment. Arch Pediatr Adolesc Med, 2012; 166(1):49-55.

13 Haapala E, Poikkeus A-M, Kukkonen-Harjula K, Tompuri T, Lintu N, Viisto J, Leppdnen P, Laaksonen D, Lindi V, Lakka T.
Association of physical activity and sedentary behavior with academic skills — A follow-up study among primary school children. PLoS
ONE, 2014; 9(9): ¢107031.

14 Hillman C, Pontifex M, Castelli D, Khan N, Raine L, Scudder M, Drollette E, Moore R, Wu C-T, Kamijo K. Effects of the
FITKids randomized control trial on executive control and brain function. Pediatrics 2014; 134(4): e1063-1071.

15 Change Lab Solutions. (2014). District Policy Restricting the Advertising of Food and Beverages Not Permitted to be Sold on
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The District has established an active wellness committee that meets at least four times per
year to establish goals for, and oversee the development of, the District's local wellness policy. The
Committee will make policy recommendations for review and adoption by the Board. The District
Wellness Committee includes, but is not limited to, representatives from each of the following groups:

a) Parents and caregivers;

b)  Students;

c) Physical Education teachers;
d)  School health professionals;
e) District food service program;
f)  School Board;

g)  School administrators;

h)  Classroom Teachers;

i)  Members of the public.

The District Wellness Committee will also be responsible for assessing current activities, programs,
and policies available in the District, and providing mechanisms for implementation, evaluation, and
revision of this policy. In so doing, the Wellness Committee will evaluate and make recommendations
which reflect the specific needs of the District and its students.

The Superintendent will designate a District Wellness Coordinator to convene the District
Wellness Committee in order to facilitate the development of, and any proposed updates to, the
District's wellness policy, and will also ensure the District's compliance with this policy.

Goals to Promote Student Wellness

The District seeks to ensure all of its students obtain the knowledge and skills necessary to make
nutritious food selections and enjoy lifelong physical activity. To this end, the District sets forth the
following goals relating to nutrition promotion and education, physical activity, and other school-
based activities.

School Grounds. Retrieved from http://changelabsolutions.org/publications/district-policy-school-food-ads

16 Kempton MJ, Ettinger U, Foster R, Williams SCR, Calvert GA, Hampshire A, et al. Dehydration affects brain structure and function in
healthy adolescents. Human Brain Mapping. 2011;32:71-79.

17 Edmonds CJ, Jeffes B. Does having a drink help you think? 6 to 7-year-old children show improvements in cognitive performance
from baseline to test after having a drink of water. Appetite. 2009;53:469—472. Edmonds CJ, Burford D. Should children drink more
water? The effects of drinking water on cognition in children. Appetite. 2009; 52:776—779.
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Nutrition Promotion and Education

Nutrition promotion and education positively influence lifelong eating behaviors by using evidence-
based techniques and nutrition messages, and by creating food environments that encourage healthy
nutrition choices and encourage participation in school meal programs. Students and staff will receive
consistent nutrition messages throughout schools, classrooms, gymnasiums, and cafeterias. Nutrition
promotion also includes marketing and advertising nutritious foods and beverages to students and is
most effective when implemented consistently through a comprehensive and multi-channel approach
by school staff, teachers, parents, students and the community.

The District will model and encourage healthy eating by all students by engaging in nutrition education
and promotion by:

a)  Nutrition education will be integrated within the comprehensive health education
curriculum and other instructional areas, as appropriate, and taught at every grade level, K
through 12. Nutrition education will follow applicable New York State Standards and be
designed to help students acquire:

1. Nutrition knowledge, including, but not limited to: the benefits of healthy eating;
essential nutrients; nutritional deficiencies; principles of healthy weight management;
the use and misuse of dietary supplements; and safe food storage, handling, and
preparation.

2. All teachers will provide opportunities for students to practice or rehearse nutrition-
related skills, including, but not limited to: planning healthy meals; understanding and
using food labels; critically evaluating nutrition information, misinformation, and
commercial food advertising; assessing personal eating habits; and setting and
achieving goals related to these concepts.

3  Lessons and activities will include enjoyable, developmentally-appropriate,
culturally-relevant and participatory activities, such as cooking demonstrations or
lessons, promotions, taste-testing, farm visits and school gardens. They will promote
fruits, vegetables, whole-grain products, low-fat and fat-free dairy products, healthy
food preparation methods and emphasize caloric balance between food intake and
energy expenditure (promoting physical activity/exercise).

4 Nutrition education will be linked with school meal programs, cafeteria nutrition
promotion activities, school gardens, Farm School programs, other school foods and
nutrition-related community services.

5 Teachers and other staff will be provided with nutrition education training and
materials when feasible.

b)  Marketing and Promotion
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1. The District will promote nutrition education activities that involve parents, students,
and the community throughout the school year. Participation in Federal child nutrition
programs will be promoted among students and families to help ensure that families
know what programs are available in their children’s school.

2. The District will promote healthy food and beverage choices for all students and
encourage participation in school meal programs. This will occur by using Smarter
Lunchroom techniques which guide students toward healthful choices and ensuring
that 100% of foods and beverages promoted to students meet the Smart Snacks in
School nutrition standards, which can be found on the United States Department of
Agriculture’s (USDA) official website.
https://www.fns.usda.gov/healthierschoolday/tools-schools-focusing-smart-snacks

The District will promote healthy food and beverage choices using the following
Smarter Lunchroom techniques:

- Sliced or cut fruit is available daily.

- Daily fruit options are displayed in a location in the line of sight and reach of
students.

- All staff members, especially those serving, have been trained to politely
prompt students to select and consume the daily vegetable options with their
meal.

- White milk is placed in front of other beverages in all coolers.

- A reimbursable meal can be created in any service area available to students
(e.g., salad bars, snack rooms, etc.).

- Student surveys and taste testing opportunities are used to inform menu
development, dining space decor and promotional ideas.

- Student artwork is displayed in the service and/or dining areas.

- Daily announcements are used to promote and market menu options.

3. The District will promote school and community awareness of this policy through
various means, such as publication on the District website.

4.  The District will encourage and promote wellness through social media, newsletters,
and integration into district events.

5. The District will implement at least four of the following five Farm to School
activities:

- Local and/or regional products are incorporated into the school meal program;

- Messages about agriculture and nutrition are reinforced throughout the learning
environment;

- School hosts a school garden;

- School hosts field trips to local farms;

- School utilizes promotions or special events, such as tastings, that highlight the
local/ regional products.


http://smarterlunchrooms.org/ideas
http://smarterlunchrooms.org/ideas
https://www.fns.usda.gov/healthierschoolday/tools-schools-focusing-smart-snacks
https://www.fns.usda.gov/healthierschoolday/tools-schools-focusing-smart-snacks
http://smarterlunchrooms.org/ideas
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6. The District is committed to providing a school environment that ensures
opportunities for all students to practice healthy eating and physical activity behaviors
throughout the school day while minimizing commercial distractions. The District
strives to teach students how to make informed choices about nutrition, health and
physical activity. These efforts will be weakened if students are subjected to
advertising on District property that contains messages inconsistent with the health
information the District is imparting through nutrition education and health
promotion efforts.

Therefore marketing and advertising of foods and beverages on school campuses
during the school day will be consistent with nutrition education and health
promotion. As such, schools will restrict food and beverage marketing to the
promotion of those foods and beverages that meet the nutrition standards set forth by
the Healthy, Hunger-Free Kids Act's "Smart Snacks in Schools" Rule and that are
consistent with this policy. This includes, but is not limited to the following:

a. Brand names, trademarks, logos or tags, except when placed on a

physically present food or beverage product or its container.

Displays, such as on vending machine exteriors

Corporate brand, logo, name or trademark on cups used for beverage
dispensing, menu boards, coolers, trash cans and other food service
equipment; as well as on posters, book covers, pupil assignment books or
school supplies displayed, distributed, offered or sold by the District.

d. Advertisements in school publications or school mailings.

All advertising in school publications and school media outlets must be
approved by the principal.

f.  Free product samples, taste tests or coupons of a product, or free
samples displaying advertising of a product.

g. Criteria for selecting educational materials for the classroom shall be
expanded to include review of advertising content. Every effort will be made
to select materials free of brand names/logos and illustrations of unhealthy
foods.

h. Given concerns about student exposure to marketing, the district schools
will attempt to no longer participate in incentive programs that promote
brands or provide children with free or discounted foods or beverages.
PTA's will be asked to research new fundraising opportunities to replace
programs such as McTeacher’s night and Box Tops for Education.”

7. The District is cognizant of the fact that certain scoreboards, signs, and other durable
equipment it employs may market foods and beverages in a way that is inconsistent
with the aims of this policy. While the immediate replacement of this equipment is
not required, the District will replace or update this equipment over time to ensure the
message it delivers to students regarding nutrition, health, and well-being is
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consistent. As the District reviews existing contracts, or considers new contracts,
resulting decisions should reflect the marketing guidelines established by this policy.

c) Additional provisions

1. The District will provide a list of healthy party ideas to parents and teachers,
including non-food celebration

ideas. https://www.healthiergeneration.org/ asset/nvgd8g/13-
6162_HSPHealthyCelebration.pdf

2. The District will provide to parents a list of classroom snacks and beverages that meet
Smart Snacks nutrition standards.

https://www.healthiergeneration.org/_asset/Sw7qqt/13-
6163 _HealthySnackBevldeas.pdf

3. School personnel are discouraged from using food as a reward or withholding food as
punishment under any circumstance; teachers and other appropriate school staff will
be provided with a list of alternative ways to reward students.

http://www.actionforhealthykids.org/storage/documents/parent-toolkit/rewardsf3a.pdf
4. District staff will be encouraged to model healthy eating, drinking, and physical

activity behaviors for students. Example: Teachers are provided with water bottles
and encouraged to drink water in the classroom.”

Physical Activity

a)

The District will provide opportunities for every student to participate in physical education in an
effort to comply with the recommendation that children and adolescents participate in at least 60
minutes of physical activity each day. The District is also committed to providing opportunities
for physical activity before, during, and after school.

A substantial percentage of students’ physical activity can be provided through a comprehensive
school physical activity program (CSPAP). A CSPAP reflects strong coordination and synergy
across all of the components: quality physical education as the foundation; physical activity
before, during and after school; staff involvement and family and community engagement and
the district is committed to providing these opportunities.

In doing so, the District aims to promote among students, staff, and community members the
development of knowledge and skills for specific physical activities, the maintenance of physical
fitness, regular participation in physical activity, and an understanding of the short-term and
long-term benefits from a physically active and healthy lifestyle. Students will be encouraged to
incorporate small bouts of activity into their daily schedules such as walking to school and taking
the stairs. Schools shall encourage participation in after-school sports, intramurals and other,
non-competitive physical activity programs via in school announcements, school newsletters,
and posters. Physical activity opportunities will be in addition to, not in lieu of, physical
education and will not be used as a punishment for students, but rather another means by which
students may develop or maintain a healthy and active lifestyle.


https://www.healthiergeneration.org/_asset/nvgd8g/13-6162_HSPHealthyCelebration.pdf
https://www.healthiergeneration.org/_asset/nvgd8g/13-6162_HSPHealthyCelebration.pdf
https://www.healthiergeneration.org/_asset/5w7qqt/13-6163_HealthySnackBevIdeas.pdf
https://www.healthiergeneration.org/_asset/5w7qqt/13-6163_HealthySnackBevIdeas.pdf
http://www.actionforhealthykids.org/storage/documents/parent-toolkit/rewardsf3a.pdf
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The District will ensure that the following standards are met to achieve its goals relative to
physical education and physical activity:

1.

The District will have a Board-approved Physical Education Plan on file with the New
York State Education Department by June 2018 that meets or exceeds the requirements set

forth in Section 135.4 of the Commissioner's regulations.
http://www.p12.nysed.gov/ciai/pe/documents/part135 4updatereg.html

The District recognizes the importance of physical education classes in providing students
with meaningful opportunities for physical exercise and development. Consequently, the
District will ensure:

(a) All physical education classes are taught or supervised by a certified physical
education teacher;

(b) All physical education staff receive professional development relevant to physical
education on a yearly basis;

(¢) All students in grades K-12 shall be required to take physical education class. Schools
will not accept waivers or allow students to be exempted from or substitute other
school or community activities for required physical education class time or credit.

(d) Interscholastic sports, intramural sports, and recess do not serve as substitutes for a
quality physical education program;

(e) Students are afforded the opportunity to participate in moderate to vigorous activity
for at least 50% of physical education class time;

(f) It provides adequate space and equipment for physical education and conforms to all
applicable safety standards;

(f) An age-appropriate, sequential physical education curriculum consistent with national
and state standards for physical education is implemented for grades K-12, with a
focus on students' development of motor skills, movement forms, and health-related
fitness;

(g) The District physical education program will promote student physical fitness
through individualized fitness and activity assessments (via the Presidential Youth
Fitness Program or other appropriate assessment tool) and will use criterion-based
reporting for each student.

(h) A physical and social environment is provided that encourages safe and enjoyable
activity for all students;

(1) Activities or equipment are adapted to meet the needs of students who are temporarily
or permanently unable to participate in the regular program of physical education. In
doing so, the District will abide by specific provisions in 504 Plans and/or
individualized education programs (IEP). To that end, the Committee on Special


http://www.p12.nysed.gov/ciai/pe/documents/part135_4updatereg.html
http://www.p12.nysed.gov/ciai/pe/documents/part135_4updatereg.html
http://www.pyfp.org/
http://www.pyfp.org/
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Education (CSE) will ensure that a certified physical education teacher participates in
the development of a student's IEP, if the student may be eligible for adapted physical
education;

(j)  All students, including students in need of adaptive physical education, will be
encouraged to participate in physical fitness programs and competitions.

3. All students will be required to fulfill the physical education requirements set forth in the
Commissioner's regulations as a condition of graduating from the District's schools.

The District recognizes that students are more attentive and ready to learn if provided with
periodic breaks when they can be physically active or stretch. All classroom teachers, and
particularly those engaged in the instruction of K through 5 students, are strongly encouraged to
incorporate into the school day short breaks for students that include physical activity or
stretching , especially after long periods of inactivity. The District recommends teachers provide
short (3-5-minute) physical activity breaks to students during and between classroom times at
least three days per week. Teachers are encouraged to incorporate kinesthetic learning
approaches into core learning subjects when possible so as to limit sedentary behavior during the
school day.

Moving between classes shall not be counted as a physical activity break. These physical activity
breaks will complement, not substitute, for physical education class, recess, and class transition
periods. The District will provide resources and links to resources, tools, and technology with
ideas for classroom physical activity breaks. Resources and ideas are available through USDA
and the Alliance for a Healthier Generation.

Teachers will serve as role models by being physically active alongside the students whenever
feasible.

Additionally, all elementary students will be offered one daily period of recess for a minimum of
20 minutes. This requirement will not apply on days where students arrive late, leave early, or
are otherwise on campus for less than a full day. Outdoor recess will be offered when weather
permits. In the event that indoor recess is necessary, it will be offered in a place that
accommodates moderate to vigorous physical activity.

We strongly recommend staff use physical activity as a reward when feasible.

Physical activity during the school day, including, but not limited to, recess or classroom activity
breaks, will not be withheld for disciplinary action unless the student is a danger to him or
herself or others. Classroom teachers will be provided with a list of ideas for alternative ways to
discipline students. Recess will complement, not substitute, physical education class. Recess
monitors or teachers will encourage students to be active, and will serve as role models by being
physically active alongside the students whenever feasible. Recess, physical education, or other
physical activity time will not be cancelled for instructional make up time.

Other School-Based Activities



http://healthymeals.nal.usda.gov/resource-library/physical-activity-school-aged-children/activities-and-tools
https://www.healthiergeneration.org/take_action/schools/physical_activity/physical_activities/
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The District is committed to establishing a school environment that is conducive to healthy
eating and physical activity for all. All school-sponsored events will adhere to the wellness policy
guidelines and include physical activity and healthy eating opportunities when appropriate. The
District will, therefore, adopt the following standards:

a)

b)

Federal School Meal Programs

l.

The District will participate to the maximum extent practicable in available federal
school meal programs (including the School Breakfast Program (SBP), National
School Lunch Program (NSLP), and Summer Food Service Program). Food served
through these programs will meet all applicable federal and state standards.
https://www.fns.usda. gov/sites/default/files/allfoods_summarychart.pdf

The District will ensure that food service directors, managers, and staff are provided
with annual professional development in the areas of food and nutrition consistent
with USDA Professional Standards for State and Local Nutrition Programs. District
food service staff will meet with students in grades 4 through 12 twice annually to
solicit feedback on the school breakfast and/or school lunch program(s).

Access to School Nutrition Programs

Participation in Federal child nutrition programs will be promoted among students and
families to help ensure that families know what programs are available in their children’s
school. Applications for free/reduced priced meals are sent home to all families at the
beginning of the school year and shared at each school’s open house by the Food Service
Director. The application is also available on the district website. The District will utilize a
system of student payment that ensures all eligible students have access to free/reduced
meals in a non-stigmatizing manner.

Meal Environment

The District will ensure:

l.
2.

School dining areas have sufficient space for students to sit and consume meals;

School dining areas are clean, safe, and pleasant environments that reflect the social
value of eating;

Appropriate supervision shall be provided in the cafeteria and rules for safe behavior
shall be consistently enforced.

Enough serving areas are provided to ensure student access to school meals with a
minimum of wait time;

All students have a scheduled lunch period;


https://www.fns.usda.gov/sites/default/files/allfoods_summarychart.pdf
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Students will be allowed at least 10 minutes to eat breakfast and at least 20 minutes to
eat lunch, counting from the time they have received their meal and are seated;

Lunch times are scheduled near the middle of the school day;
Students are given adequate time to eat healthy meals;
Menus will be posted on the District website or individual school websites,

Menus will be created/reviewed by a Registered Dietitian or other certified nutrition
professional;

Nutrition information for meals is made available in the cafeteria at the point of sale,
when feasible;

School meals are administered by a team of child nutrition professionals;

The District child nutrition program will accommodate students with special dietary
needs;

Lunch will follow the recess period, when scheduling allows, to better support
learning and healthy eating;

The district allows seniors to leave the campus for lunch when in good academic
standing. School staff may not provide permission for seniors to bring outside vendor
food into the building.

Students and staft have access to free, safe, and fresh drinking water throughout the
school day and where school meals are served. All water sources and containers will
be maintained on a regular basis to ensure good hygiene and health safety standards.
Such sources and containers may include drinking fountains, water jugs, hydration
stations, water jets and other methods for delivering drinking water. Students will be
encouraged to bring and carry water bottles filled only with water throughout the day.

d) Staff Wellness and Health Promotion

1.

School staff are encouraged and supported to practice healthy nutrition and physical
activity behaviors in and out of school

Teachers wishing to consume snacks or lunch alongside their students must ensure
that only healthy food/beverages are present. Staff is provided with break/lunch
periods and are not required to eat with students.

Teachers model physical activity by participating in exercise breaks during class time
with their students whenever feasible.
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4. Schools in the District will implement strategies to support staff in actively promoting
and modeling healthy eating and physical activity behaviors. The District promotes
staff member participation in health promotion programs and will support programs
for staff members on healthy eating/weight management that are accessible and free
or low-cost.

e) Counseling, Psychological and Social Services/Support and Social and Emotional Climate

The District recognizes, identifies, promotes, and supports social and emotional development
by designing systems and creating opportunities for students to develop social and emotional
competencies that lead to healthy relationships and a safe, supportive and respectful
environment that is conducive to learning for all constituents. The District shall:

1. Promote a safe and supportive environment free from discrimination, intimidation,
taunting, harassment, and bullying on school property, a school bus and/or at a
school function in accordance with the Dignity for All Student Act (DASA).

2. Promote positive social-emotional health and development for all.

3. Support, develop, implement and maintain systems to identify and support the
positive social and emotional development of all

4. Hire certified school counselors, school psychologists, and school social workers in
accordance with NYSED regulations shall work collaboratively with district and school
leadership, school staff, Wellness Team, and community partners to support the social
and emotional growth and development of all students

5. HLCS shall assure that all students receive the best available evidenced-based
interventions in a timely manner.

f)  Community Access to District Facilities for Physical Activities

School grounds and facilities will be available to students, staff, community members and
organizations, and agencies offering physical activity and nutrition programs consistent
with District policy, including provisions regarding conduct on school grounds and
administrative approval of use by outside organizations.

g)  Community Partnerships

The District will develop, enhance, and continue relationships with community partners,
such as Hadley Town Recreation, Luzerne Town Recreation, Glens Falls Hospital, Cornell
Cooperative Extension, Warren County Sheriff's Department, Girl Scouts, and the Hadley-
Luzerne PTSA, in support of the implementation of this policy. Existing and new
community partnerships will be evaluated to ensure they are consistent with this policy and
its goals.

h)  Community Involvement, Outreach, and Communications
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The District will use its official website, along with other electronic and non-electronic
means, to notify parents and the public, in culturally and linguistically appropriate ways,
about the content, implementation of, and updates to this policy as well as how to become
involved and support this policy. The District will use these same means to inform the
community about the availability of the annual and triennial reports relative to this policy.

1)  Before and After School Activities

The District will offer opportunities for all students to participate in physical activity before
and/or after the school day through various methods, such as physical activity clubs,
intramurals, and interscholastic sports.

j)  Active Transport

The District supports active transport to and from school, i.e. walking or biking. The
District will encourage this behavior by securing storage facilities for bicycles and
equipment, instructing students on walking and bicycling safety and providing crossing
guards on crosswalks on streets leading to schools

Nutrition Guidelines

In an effort to encourage healthy lifelong eating habits by providing foods that are high in
nutrients, low in saturated fat and added sugars, have zero grams' trans-fat per serving, and are of
moderate portion size, the District Wellness Committee recommends nutrition standards to be set for
all foods and beverages available on school campus. For purposes of this policy, the school day is
defined as the period from the midnight before, to 30 minutes after the end of the official school day.

School Meals

All schools within the District participate in the USDA child nutrition programs, including the NSLP
and the SBP. School meals will meet the program requirements and nutrition standards of these
programs. The school meals program will exceed the nutrition standards by not serving juice as a
substitute for fruit and vegetables.

The District is committed to ensuring that meals through the SBP and NSLP are accessible to all
students, are served in sanitary settings, are appealing to children, and meet or exceed those nutrition
requirements established by local, state, and federal law and regulation. The USDA nutrition standards
are available at: http://www.fns.usda.gov/school-meals/nutrition-standards-school-meals.

Fundraising

a) All foods and beverages sold as or during a fundraiser during the school day will meet, or
exceed, the nutritional requirements listed in the USDA Healthy, Hunger-Free Kids Act "Smart
Snacks in Schools" Rule; these foods and beverages sold as fundraisers will not be sold until the
end of the last lunch period, so as not to compete with the NSLP.


http://www.fns.usda.gov/school-meals/nutrition-standards-school-meals
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b)  School-sponsored fundraisers conducted outside of the school day will be encouraged to support
the goals of this policy by promoting the sale of healthy food items (fresh fruit and produce)
and/or non-food items, such as water bottles, plants, etc., and by promoting events involving
physical activity. The District will make available to parents and teachers a list of healthy
fundraising ideas. http://www.actionforhealthykids.org/storage/documents/parent-
toolkit/fundraisers-family-health-f1.pdf In the event of an emergency fundraiser (for example a
family in need) the district will have a pre-approved list of fundraisers that will be utilized for
this purpose.

c)  All school-sponsored fundraisers must be approved by the appropriate building principal and
district food service director prior to being conducted.

Competitive Foods and Beverages Sold to Students during the School Day

Competitive foods--which include all foods and beverages sold to students outside of the school meal
programs, on the school campus in student accessible areas, and at any time during the school day --
will follow, at a minimum, the nutrition standards specified by the Healthy, Hunger-Free Kids Act,
also referred to as Smart Snacks. These standards will apply to all foods and beverages sold
individually and outside of the reimbursable school meal, including vending machines, school stores,
and cafeteria a la carte lines. Smart Snacks aim to improve student health and well-being, increase
consumption of healthful foods during the school day and create an environment that reinforces the
development of healthy eating habits. A summary of the standards and information, as well as a Guide

to Smart Snacks in Schools are available at: http://www.fns.usda.gov/healthierschoolday/tools-

schools-smart-snacks.

Competitive Foods and Beverages Served to Students during the School Day

The District will encourage staff and parents to provide students with healthy options at any event
where foods and beverages are served to students (i.e., classroom and school-wide celebrations and
rewards, and extracurricular club meetings).

The district will provide a list of healthy party ideas to parents and teachers, including non-food
celebration ideas. Healthy party ideas are available from the Alliance for a Healthier Generation and
from the USDA. The district cafeteria is available to cater celebrations and events. If interested please
contact 696-2112 x 117 for more information.

The District will provide to parents a list of foods and beverages that meet Smart Snacks nutrition
standards to reference when providing snacks for school.

Foods and Beverages Sold or Served at Events Outside of the School Day

a)  All foods and beverages sold or served at school-sponsored events will be in serving sizes which
are in accordance with recommended dietary guidelines and/or nutrition standards.

b) At events where food and beverages are sold, offerings must include a balance of healthy options
or snacks that meet the USDA Healthy, Hunger-Free Kids Act "Smart Snacks in Schools"
Standards.


http://www.actionforhealthykids.org/storage/documents/parent-toolkit/fundraisers-family-health-f1.pdf
http://www.actionforhealthykids.org/storage/documents/parent-toolkit/fundraisers-family-health-f1.pdf
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
https://www.healthiergeneration.org/take_action/schools/snacks_and_beverages/celebrations/
http://healthymeals.nal.usda.gov/local-wellness-policy-resources/wellness-policy-elements/healthy-celebrations
https://www.healthiergeneration.org/live_healthier/eat_healthier/alliance_product_navigator/browse_products/?product_category_id=720

HLCS POlicy 2017 5661

Fape PACE
1< o 0T

Professional Development

a) All school nutrition program directors, managers, and staff will meet or exceed hiring and
annual continuing education and training requirements as specified in the USDA Professional
Standards for School Nutrition Professionals. In order to locate the training that best fits their
learning needs, school nutrition personnel will refer to the USDA's Professional Standards for
School Nutrition Standards website.

https://professionalstandards.fns.usda.gov/
Jiwww.fns. .gov/sit fault/fil n/profstan

b) When feasible, the District will offer annual professional learning opportunities and resources
for staff to increase knowledge and skills about promoting healthy behaviors in the classroom
and school (e.g., increasing the use of kinesthetic teaching approaches or incorporating
nutrition lessons into math class). Professional learning will help District staff understand the
connections between academics and health and the ways in which health and wellness are
integrated into ongoing district reform or academic improvement plans/efforts.

c) The District will support classroom teachers incorporating physical activity and employing
kinesthetic learning approaches into core subjects. When feasible, annual professional
development opportunities and resources, including information on leading activities, activity
options, and background material on the connections between learning and movement will be
provided The school district shall provide all teachers with professional development
opportunities that are focused on the integration of physical activity into classroom academic
content and schedule throughout the school day, when feasible.

Implementation and Evaluation of the Wellness Policy

a) The District will establish an implementation and evaluation plan for this policy in order to
monitor its effectiveness and the possible need for modification over time. The plan will
include strategies to manage and coordinate the execution of this wellness policy and delineate
roles, responsibilities, actions and timelines specific to each school; and include information
about who will be responsible to make what change, by how much, where and when; as well as
specific goals and objectives for nutrition standards for all foods and beverages available on
the school campus, food and beverage marketing, nutrition promotion and education, physical
activity, physical education and other school-based activities that promote student wellness.

To this end, the District has designated the following individual(s) as District Wellness Coordinator to
ensure that the District meets the goals and mandates of this policy:
Food Service Director

The contact information for this/these individual(s) is/are: beckm@hlcs.org

School principals will be required to report to the superintendent and district wellness committees on
progress toward compliance until goals are reached.


https://professionalstandards.fns.usda.gov/
https://www.fns.usda.gov/sites/default/files/cn/profstandards_flyer.pdf
mailto:beckm@hlcs.org
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This/these designated Wellness Coordinator(s) will also serve as liaison(s) with community
agencies in providing outside resources to help in the development of nutritional education
programs and promotion of physical activities.

The District will annually report on the progress each of its schools has made toward meeting the
goals of this policy. This Wellness Policy and progress reports can be found at

http://hadleyluzernecsd.schoolinsites.com/ This report will include:

1. The website address for the wellness policy and/or information on how the public can
access a copy;

2. A description of each school's progress in meeting the wellness policy goals;

3. A summary of each school's local school wellness events or activities;

4.  Contact information for the leader(s) of the Wellness Committee; and

5. Information on how individuals can get involved in the Wellness Committee's work.

The District is committed to being responsive to community input, which begins with awareness
of the wellness policy. Evaluation and feedback from interested parties, including an assessment
of student, parent, teacher, and administration satisfaction with the wellness policy, are
welcomed as an essential part of the District's evaluation program. Parents and students will have
an opportunity to participate in planned physical activity and may provide feedback on school
meals and other food available on campus.

The District will document the financial impact, if any, to the school food service program,
school stores, and vending machine revenues based on the implementation of the wellness

policy.

The District will coordinate the wellness policy with other aspects of school management,
including the District’s School Improvement Plan, when appropriate.

The District will also include any relevant data or statistics from state or local sources supporting
the need for establishing and achieving the goals in this policy.

Triennial Progress Assessments

f)

Assessments of compliance with the District's wellness policy and implementation efforts will be
repeated on a triennial basis. The assessment will include:

1.  Compliance with the wellness policy;
2. How the wellness policy compares to model wellness policies; and

3. Progress made in attaining the goals of the wellness policy.


http://hadleyluzernecsd.schoolinsites.com/
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The position/person responsible for managing the triennial assessment is:
Food Service Director
and her contact information is: beckm@hlcs.org

g) The District will, as necessary or when District priorities change; community needs change;
wellness goals are met; new health science, information, and technology emerges; and new
Federal or state guidance or standards are issued, revise and update this wellness policy.
Revisions and updates to the policy will occur at least every three years following the triennial
assessment, and the District will develop work plans to facilitate its implementation.

h) The annual progress report, triennial assessments, and policy updates will be provided to the
Board, posted on the District's official website, and distributed to the District Wellness
Committee, parent-teacher organizations, building principals, and school health services
personnel within the District. Printed copies will also be made available to community residents
upon request or can be accessed electronically on the district’s website.

Annual Notification

The District will inform families and the general public each year, via the District website and/or
District-wide communications, of information about this policy, including, but not limited to, its
content as well as any updates. The District will endeavor to share as much information as possible
about its schools' nutrition environment, including, a summary of school events or activities relative to
this policy implementation. Each year, the District will also publicize the name and contact
information of the District official leading and coordinating the wellness committee as well as how the
community may get involved with the wellness committee.
Recordkeeping

The District will retain records relative to compliance with the requirements of this policy in the
District Office and/or on the District's central computer network. Documentation maintained at this
location includes, but is not limited to:

a)  The written wellness policy;

b)  Documentation demonstrating that this policy has been made available to the public;

c)  Documentation of efforts to review and update this policy;

d) Documentation to demonstrate compliance with the annual public
notification requirements;

e) The most recent assessment on the implementation of this policy;

f)  Documentation demonstrating the most recent assessment on the implementation of this
policy has been made available to the public.


mailto:beckm@hlcs.org
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National School Lunch Act, 42 USC § 1758(b)
National School Lunch Program and School Breakfast Program regulations, 7 CFR § 210.11

Local School Wellness Policy Implementation Under the Healthy, Hunger-Free Kids Act of 2010; 79 FR 10693
Education Law § 915
8 NYCRR § 135.4

NOTE:  Refer also to Policy # 5660 -- School Food Service Program (Lunch and Breakfast)

Adoption date: 7/30/07
Revised date: 11/17/2014
Revised date II: 7/11/2017
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“"CHARGING"” SCHOOL MEALS AND PROHIBITION AGAINST SHAMING

The Board of Education recognizes that on occasion, students may not have enough funds for a meal. To
ensure that students do not go hungry, the Board will allow students who do not have enough funds to
“charge” the cost of meals to be paid back at a later date subject to the terms in this policy.

To comply with State guidelines and maintain a system for accounting for charged meals, regarding both full
and reduced-price meals, the Board shall:

1. allow only regular reimbursable meals to be charged, excluding extras, a la carte items,
side dishes, additional meals, and snacks (“competitive foods”); and

2. use a computer-generated point of sale system, which identifies and records all meals as well
as collects repayments.

3. Comply with any State or Federal Laws or Regulations regarding the price of Free or Reduced
Meals that shall currently be in effect.

Charged meals must be counted and claimed for reimbursement on the day that the student charged
(received) the meal, not the day the charge is paid back. When charges are paid, these monies are not to
be considered “a la carte” transactions, as a section on the daily cash report or deposit summary reads
“charges paid.”

Students shall not be denied a reimbursable meal, even if they have accrued a negative balance from other
cafeteria purchases, unless the parent/guardian has provided written permission to the school to withhold a
meal. No student with unpaid charges will be prohibited from purchasing food if they have money that day.

If school food authorities (SFAs) suspect that a student may be abusing this policy, written notice will be
provided to the parent/guardian.

Students who cannot pay for a meal or who have unpaid meal debt shall not be publicly identified or
stigmatized (including wristbands or hand stamps), required to do chores or work to pay for meals, or have
meals thrown away after they have been served. District staff shall not discuss a student’s unpaid meal
debt in front of other students. The district shall not take any action directed at a student to collect unpaid
school meal fees. However, the district may discretely notify students of their account balances, and why
certain items (e.g., a la carte, etc.) could not be provided with charged meals.

Student Account Balance Notification

The district’s payment system allows for automatic replenishment when a balance reaches a certain amount
set by the parent/guardian. The district shall encourage parents/guardians to utilize this option.

Parents/guardians shall be discretely notified of student account balances regularly. When a student’s
account balance falls to $0 and whenever a meal is charged, the district will discretely notify the
parent/guardian of the balance, and the process to refill the account. This notification will continue regularly
until the account is replenished. Parents/guardians must repay all unpaid charges remaining at the end of
the year or before their child leaves the district, whichever occurs first.

The district shall discretely notify parents/guardians of students with negative balances of at least five
meals, determine if the student is directly certified to be eligible for free meals, and attempt to reach the



parent/guardian to assist them in the application process for free and/or reduced price meals, and
determine if there are other issues within the household causing the insufficient funds and offer appropriate
assistance. If a parent/guardian regularly fails to provide meal money and does not qualify for free or
reduced price meals, the district may take other actions as appropriate, including notifying the local
department of social services if neglect is suspected.

The school district shall notify all parents/guardians in writing on an annual basis at the start of the school
year and to families transferring during the year, outlining the requirements of this policy. The policy shall
also be published in appropriate school and district publications. All staff involved in implementing and
enforcing this policy shall also be notified of these requirements and their responsibilities. The district’s
enrollment process shall include the application process for free and reduced price meals. If the district
becomes aware that a student is so eligible, it shall file an application for the student. Staff responsible for
assisting foster, homeless and migrant students shall coordinate with the food services staff to ensure such
students receive free school meals.

Unpaid Meal Charges and Debt Collection

Unpaid meal charges are a financial burden to the district and taxpayers and can negatively affect the
school program. Unpaid meal charges shall be considered “delinquent” as per the district’s accounting
practices. The district shall attempt to recover unpaid meal charges before the end of the school year, but
may continue efforts into the next school year. The district shall notify parents/guardians of unpaid meal
charges at regular intervals, and may engage in collection activities by district staff, which do not involve
debt collectors as defined in federal law (15 USC §1692a), and may not charge fees or interest. The district
shall offer repayment plans, and may take other actions that do not result in harm or shame to the child,
until unpaid charges are paid.

Remaining Account Balances

Remaining funds may be carried over to the next school year. When students leave the district or graduate,
the district will attempt to contact the parent/guardian to return remaining funds. Parents/guardians may
request that funds be transferred to other students (e.g., siblings, unpaid accounts). All transfer requests
must be in writing. Unclaimed funds remaining after three months shall be absorbed by the school meal
account.

Staff

Staff members are allowed to purchase food from the district’s food services. However, all purchases must
be paid for at the point of sale cash, payment account, credit/debit card. Staff members are not allowed to
charge meals to be repaid later.

Building Principals, working with the head of food services, shall ensure that all district and food service staff
with responsibilities under this policy will be trained on the provisions of this policy and the requirements of
Education Law section 908.

Ref:

42 USC §1779 (Child Nutrition Act of 1966)

42 USC §§1758(f)(1); 1766(a) (National School Lunch Act)

2 CFR §200.426 (accounting for debt in federal programs)

7 CFR §8§210.9 210.12; 210.19; 220.13; 245.5 (accounting in federal school meal programs)
Healthy, Hunger-Free Kids Act (Public Law 111-296), §143

15 USC §1692a (debt collector

defined) Education Law §908

USDA Report to Congress, Review of Local Policies on Meal Charges and Provision of Alternate Meals, June
2016, www.fns.usda.gov/sites/default/files/cn/unpaidmealcharges-report.pdf

Unpaid Meal Charges: Local Meal Charge Policies, USDA FNS Memo SP 46-2016

(07/08/16), www.fns.usda.gov/unpaid-meal-charges-local-meal-charge-policies


http://www.fns.usda.gov/sites/default/files/cn/unpaidmealcharges-report.pdf
http://www.fns.usda.gov/unpaid-meal-charges-local-meal-charge-policies

Unpaid Meal Charges: Guidance and Q&A, USDA FNS Memo SP 57-2016 (09/16/16), https://fns-
prod.azureedge.net/sites/default/files/cn/SP57-20160s.pdf

Unpaid Meal Charges: Guidance and Q&A, USDA FNS Memo SP 23-2017 (03/23/17), https://fns-
prod.azureedge.net/sites/default/files/cn/SP23-20170s.pdf

Unpaid Meal Charges: Clarification on Collection of Delinquent Meal Payments, USDA FNS Memo SP 47-2016
(07/08/16), www.fns.usda.gov/sites/default/files/cn/SP47-20160s.pdf

Overcoming the Unpaid Meal Challenge - Proven Strategies from Our Nation’s Schools, USDA FNS Guidance
Document (May 2017), https://fns-prod.azureedge.net/sites/default/files/cn/SP29-2017al.pdf

New York State Legislation - Prohibition Against Meal Shaming, NYSED Memo

(5/1/18), http://www.cn.nysed.gov/content/prohibition-against-meal-shaming

Meal Charge Plan Template, NYSED (5/1/18), http://www.cn.nysed.gov/content/meal-charge-and-
prohibition-against-meal-shaming-policy-template

Adoption date: February 25, 2019
Revised date: July 9, 2019


https://fns-prod.azureedge.net/sites/default/files/cn/SP57-2016os.pdf
https://fns-prod.azureedge.net/sites/default/files/cn/SP57-2016os.pdf
https://fns-prod.azureedge.net/sites/default/files/cn/SP23-2017os.pdf
https://fns-prod.azureedge.net/sites/default/files/cn/SP23-2017os.pdf
http://www.fns.usda.gov/sites/default/files/cn/SP47-2016os.pdf
https://fns-prod.azureedge.net/sites/default/files/cn/SP29-2017a1.pdf
http://www.cn.nysed.gov/content/prohibition-against-meal-shaming
http://www.cn.nysed.gov/content/meal-charge-and-prohibition-against-meal-shaming-policy-template
http://www.cn.nysed.gov/content/meal-charge-and-prohibition-against-meal-shaming-policy-template
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Non-Instructional/Business
Operations

SUBJECT: RECORDS MANAGEMENT

A Records Management Officer shall be designated by the Superintendent, subject to the
approval of and appointment by the Board of Education. The Records Management Officer shall
coordinate the development of and oversee a program for the orderly and efficient management of
records, including the legal disposition or destruction of obsolete records, and shall be given the
authority and responsibility to work with other local officials at all levels in the development and
maintenance of the records management program.

In addition, a Records Advisory Board may be created to assist in establishing and supporting
the records management program. The District's legal counsel, the fiscal officer, and the
Superintendent/designee may comprise the Advisory Board.

Retention and Disposition of Records

The Superintendent shall retain records for such a period and dispose of them in the manner
described in Records Retention and Disposition Schedule LGS-1, established pursuant to Part 185,
Title VIII of the Official Compilation of Codes, Rules and Regulations of the State of New York and
Article 57-A of the Arts and Cultural Affairs Law.

Special Approvals for Disposition of Records Not Included in Schedule/Records Damaged by Natural
or Manmade Disasters

Records not listed on a records retention and disposition schedule shall not be disposed of
without the approval of the Commissioner of Education.

Records that have been damaged by natural or manmade disaster and constitute a human health
or safety risk also require the Commissioner's prior approval before disposition.

Replacing Original Records with Microforms or Electronic Images

Digital images of public records may be stored on electronic media, and such electronic records
may replace paper originals or micrographic copies of these records. To ensure accessibility and
intelligibility for the life of these records, the School District shall follow the procedures prescribed by
the Commissioner of Education.

Retention and Preservation of Electronic Records



The District shall ensure that records retention requirements are incorporated into any plan and

process for design, redesign, or substantial enhancement of an information system that stores
electronic records.

Arts and Cultural Affairs Law Article 57-A
8 New York Code of Rules and Regulations (NYCRR) Part 185

Adopted 11/24/2008
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SCHOOL DISTRICT RECORDS

It is the policy of the Board of Education to inform members of the public about the
administration and operation of the public schools in accordance with the Freedom of Information
Law of the State of New York.

The Superintendent of Schools shall develop regulations ensuring compliance with the
Freedom of Information Law and setting forth the procedures to be followed to obtain access to
district records, and submit such regulations to the Board for approval. The Superintendent shall
designate, with Board approval, a Records Access and Records Management Officer, pursuant to law.

Retention and Destruction of Records

The Board hereby adopts the Records Retention and Disposition Schedule LGS-1 issued
pursuant to Article 57-A of the Arts and Cultural Affairs Law, which contains the legal minimum
retention periods for district records. In accordance with Article 57-A, the district will dispose of only
those records described in the schedule after they have met the minimum retention periods set forth in
the schedule. The district will dispose of only those records that do not have sufficient administrative,
fiscal, legal or historical value to merit retention beyond the established legal minimum periods.

The manner of destruction will be determined by the format of the record (i.e., paper, digital,
etc.). In addition, destruction will be appropriately documented.

Litigation-Hold

The Superintendent will establish procedures in the event that the school district is served with
legal papers. The Superintendent will communicate with applicable parties, including the school
attorney and the records management official, to ensure that, when appropriate, a litigation-hold is
properly implemented. The litigation-hold is intended to prevent the destruction or disposal of records
that may need to be produced as part of discovery. It is the intention of the Board of Education to
comply with applicable rules and regulations regarding the production of necessary documents, data,
files, etc. The Board directs the Superintendent to institute such procedures to implement this policy.

The Superintendent or his/her designee, with assistance from the Records Management Officer,
shall be responsible for developing and disseminating department-specific retention schedules and
guidance to staff, as necessary, to ensure adherence to this policy.

Ref: Public Officers Law §84 ef seq. (Freedom of Information Law)
Education Law §2116
Arts and Cultural Affairs Law §57.11
Local Government Records Law, Article 57-A
Federal Rules of Civil Procedure, 16, 26
8 NYCRR Part 185 (Appendix I) — Records Retention and Disposition Schedule
LGS-1
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5671-R
SCHOOL DISTRICT RECORDS REGULATION

The following comprises the rules and regulations relating to the inspection and production of
school district records:

L. Designation of Officers

1. The Records Access Officer shall be the District Clerk. He/She shall:

» receive requests for records of the Board of Education and make such records available for
inspection or copying when such requests are granted; and

+ compile and maintain a detailed current list by subject matter, of all records in the possession
of the Board, whether or not available to the public.

2. The Superintendent of Schools, with the Board's approval, shall designate a Records
Management Officer for the district. The Records Management Officer will develop and oversee a
program for the orderly and efficient management of district records. The Records Management
Officer shall ensure proper documentation of the destruction of records. in accordance with the
schedule.

11. Definition of Records

1. A record is defined as any information kept, held, filed, produced or reproduced by, with or for
the district in any physical form whatsoever, including but not limited to reports, statements,
examinations, memoranda, opinions, folders, files, books, manuals, pamphlets, forms, papers, designs,
drawings, maps, photos, letters, microfilms, computer tapes or disks, rules, regulations or codes.

2. The Records Access Officer will have the responsibility for compiling and maintaining the
following records:

a. a record of the final vote of each member of the Board on any proceeding or matter on
which the member votes;
b. a record setting forth the name, school or office address, title and salary of every officer
or employee of the district; and
c. a reasonably detailed current list by subject matter of all records in
possession of the district, whether or not available for public inspection and
copying.

3. No record for which there is a pending request for access may be destroyed. However, nothing
in these regulations shall require the district to prepare any record not possessed or maintained by it
except the records specified in 1I(2), above.

III.  Access to Records
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1. Time and place records may be inspected: Records may be requested from, and inspected or
copied at, the Office of the Records Access Officer, at SMT School, 27 Hyland Drive, Lake Luzerne
during the hours of 8:00 a. m. to 3:15 p.m. on any business day on which the district offices are open.
Records may also be requested via e-mail at the following address: yorkr@hlcs.org. This information
shall be posted on the district’s website.

2. Fees: The fee for documents up to 9 x 14 inches is 25 cents per page. For documents larger than
9 x 14 inches, tape or cassette records, or computer printouts, the cost will be based on the cost of
reproduction or program utilized. Fees are subject to periodic review and change. However, no fee
shall be charged for records sent via e-mail, the search for or inspection of records, certification of
documents, or copies of documents which have been printed or reproduced for distribution to the
public. The number of such copies given to any one organization or individual may be limited, in the
discretion of the Records Access Officer.

3. Procedures: Requests to inspect or secure copies of records shall be submitted in writing, either
in person, by mail or via e-mail, to the Records Access Officer. [Forms are provided (1120-E.1- 2) for
written and e-mail requests, but are not required.]

4. All requests for information shall be responded to within five business days of receipt of the
request. If the request cannot be fulfilled within five business days, the Records Access Officer shall
acknowledge receipt of the request and provide the approximate date when the request will be granted
or denied.

5. If a request cannot be granted within 20 business days from the date of acknowledgement of the
request, the district must state in writing both the reason the request cannot be granted within 20
business days, and a date certain within a reasonable period when it will be granted depending on the
circumstances of the request.

6. Denial of Access: When a request for access to a public record is denied, the Records Access
Officer shall indicate in writing the reasons for such denial, and the right to appeal.

7. Appeal: An applicant denied access to a public record may file an appeal by delivering a copy
of the request and a copy of the denial to the Superintendent within 30 days after the denial from
which such appeal is taken.

8. The applicant and the New York State Committee on Open Government will be informed of the
Superintendent’s determination in writing within 10 business days of receipt of an appeal. The
Superintendent shall transmit to the Committee on Open Government photocopies of all appeals and
determinations.

IV. Records Exempted from Public Access

The provisions of this regulation relating to information available for public inspection and
copying shall not apply to records that:

1. are specifically exempted from disclosure by state and/or federal statute;

2. if disclosed would constitute an unwarranted invasion of personal privacy;

3. if disclosed would impair present or imminent contract awards or collective bargaining
negotiations;

4. are confidentially disclosed to the Board and compiled and maintained for the regulation of
commercial enterprise, including trade secrets, or for the grant or review of a license;
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5. are compiled for law enforcement purposes and which, if disclosed, would:

a. interfere with law enforcement investigations or judicial proceedings;

b. deprive a person of a right to a fair trial or impartial adjudication;

c. identify a confidential source or disclose confidential techniques or procedures,
except routine techniques or procedures; or

d. reveal criminal investigative techniques or procedures, except routine

techniques and procedures;

6. records which if disclosed would endanger the life or safety of any person;
7. records which are interagency or intra-agency communications, except to the extent that such
materials consist of:

a. statistical or factual tabulations or data;

b. instructions to staff which affect the public;

c. final Board policy determinations; or

d. external audits, including but not limited to audits performed by the

comptroller and the federal government;
8. records which are examination questions or answers that are requested prior to the final
administration of such questions;
9. records which if disclosed would jeopardize the district’s capacity to guarantee the security of
its information technology assets (which encompasses both the system and the infrastructure).

V. Prevention of Unwarranted Invasion of Privacy
To prevent an unwarranted invasion of personal privacy, the Records Access Officer may delete
identifying details when records are made available. An unwarranted invasion of personal privacy
includes but shall not be limited to:

1. disclosure of confidential personal matters reported to the Board which are not relevant or
essential to the ordinary work of the Board;

2. disclosure of employment, medical or credit histories or personal references of applicants for
employment, unless the applicant has provided a written release permitting such disclosures;

3. sale or release of lists of names and addresses in the possession of the Board if such lists would
be used for private, commercial or fund-raising purposes;

4. disclosure of information of a personal nature when disclosure would result in economic or
personal hardship to the subject party and such records are not relevant or essential to the ordinary
work of the Board; or

5. disclosure of items involving the medical or personal records of a client or patient in a hospital
or medical facility.

Unless otherwise deniable, disclosure shall not be construed to constitute an unwarranted
invasion of privacy when identifying details are deleted, when the person to whom records pertain
consents in writing to disclosure, or when upon representing reasonable proof of identity, a person seeks
access to records pertaining to him or her.
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VI. Listing of Records

Pursuant to Section 87(3)(c) of the Public Officers Law, the current records retention schedule
for school districts, published by the Commissioner of Education, shall serve as the list by subject matter
of all records in the possession of the school district, whether or not available under the law. The
Superintendent or his/her designee, in consultation with the Records Management Officer, shall develop
and disseminate department-specific guidance so that staff can implement this policy and regulation.

VII. Litigation-Hold

The Superintendent will designate a “discovery” team, comprised of the school attorney,
Coordinator of Network and Technology, the Records Access and Records Management Officer and other
personnel as needed. The discovery team will convene in the event that litigation is commenced to plan to
respond to the request for records. The Superintendent, with assistance from the School Business
Administrator will ensure that measures are put in place to preserve applicable records.
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APPLICATION FOR PUBLIC ACCESS TO RECORDS
(Via Mail or E-Mail)

[Note to the public This form’s language is optional but may enhance your use of the Freedom of
Information Law. You may choose to utilize certain portions that are most applicable to your request.
You may cut and paste the entire form into a new e-mail, read all provisions, and delete and/or modify
those that do not apply. The subject line of your request should be "FOIL Request".]

Records Access Officer

HLCS

PO Box 200

Lake Luzerne, NY 12846 email: yorkr@hlcs.org

Dear Records Access Officer:

1. Please e-mail/mail the following records if possible [include as much detail about the record as
possible, such as relevant dates, names, descriptions, etc.]:

2. Please inform me of the appropriate time during normal business hours for inspecting the
following records prior to obtaining copies [include as much detail about the records as
possible, including relevant dates, names, descriptions, etc.]:

3. Please inform me of the cost of providing paper copies of the following records [include as
much detail about the records as possible, including relevant dates, names, descriptions, etc.].

4. If all the requested records cannot be e-mailed/mailed to me, please inform me by e-mail/mail
of the portions that can be e-mailed/mailed and advise me of the cost for reproducing the
remainder of the records requested ($0.25 per page or actual cost of reproduction).

5. If the requested records cannot be e-mailed/mailed to me due to the volume of records
identified in response to my request, please advise me of the actual cost of copying all records
onto a flash drive.
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6. If my request is too broad or does not reasonably describe the records, please contact me via e-
mail/mail so that I may clarify my request, and when appropriate inform me of the manner in
which records are filed, retrieved or generated. If it is necessary to modify my request, and an
e-mail/mail response is not preferred, please contact me at the following telephone number:

If for any reason any portion of my request is denied, please inform me of the reasons for the
denial in writing and provide the name, address and e-mail address of the person or body to whom an
appeal should be directed.

Name:

Address [if records are to be mailed]:
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AGENCY RESPONSE TO REQUEST FOR RECORDS
Dear Applicant for Records:

We received your request for records pursuant to the Freedom of Information Law on [fill in
date received, or next business date received, if received after normal business hours]:

1. Attached are electronic copies/paper copies of the records that you requested.

2. The records that you have requested to inspect will be made available for inspection on [insert
date] at [insert time] . After inspecting the records, you may
request copies of selected pages, which we will provide to you on or about [insert date]__.  If

paper copies are required, payment of a fee of $.25 per photocopy will be charged.

3. The records requested cannot be located with reasonable effort and your request does not
reasonably describe records in the possession of this agency. [Indicate information necessary to
locate records or the manner in which records are filed, retrieved or generated by the agency in
order for the applicant to clarify the request.]

4. This agency does not maintain or possess the records you have requested. [When possible,
indicate to whom the request should be directed.]

5. The records sought can not be found after a diligent search.
6. This agency has determined that portions of your request can be denied based on the following

[provide reason based on one or more exceptions appearing in §87(2) of the Freedom of
Information Law]:
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Accordingly, your request for records is granted in part and denied in part, and
NOTE: Choose one of the following two paragraphs, as appropriate.

o the requested records are attached. Certain portions have been redacted, and/or certain
records have not been provided to you based on the explanation above.

O the records are not available electronically. Please remit $ . Copies will be
provided to you on or about

You have 30 days from receipt of a denial of access to records or portions thereof to appeal to:

Name: Superintendent

Title: Records Appeal Officer, HLCS

Address: PO Box 200, Lake Luzerne, NY 12846
E-mail Address: yorkr@hlcs.org

7. This agency has determined that the records that you requested are not required to be made
available to the public based on the following [provide reason based on one or more exceptions

appearing in §87(2) of the Freedom of Information Law]:

Accordingly, your request is denied.

You have 30 days from receipt of a denial of access to records to appeal to:
Name: Superintendent

Title: Records Appeal Officer, HLCS

Address: PO Box 200, Lake Luzerne, NY 12846

E-mail Address: yorkr@hlcs.org

8. This agency has determined that it is unable to respond to your request at this time.

Accordingly, on or before [insert date within the next 20 business days]

we will grant and/or deny access in whole or in part.

9. This agency has determined that it is unable to respond to your request in full within the next
twenty business days for the following reasons [provide explanation as required by the

Freedom of Information Law, §89(3)]:

Accordingly, on or before [insert date] , we will provide and/or deny
access in whole or in part. Please advise by reply e-mail if you would prefer that records be

made available on a piecemeal basis if it is feasible to do so.

10.  Because the records you have requested include a list of names and residence addresses,

disclosure may constitute an unwarranted invasion of personal privacy pursuant to
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§89(2)(b)(iii) of the Freedom of Information Law. If you maintain that such records are not
sought for commercial or fund-raising purposes, as a condition precedent to disclosure, please
prepare the following statement on a separate sheet of paper, sign it, and mail it to the address
indicated below.

I [insert name] certify that the requested list of names and addresses will not be
used for commercial or fund-raising purposes.

[Signature]

Name: Superintendent

Title: Records Appeal Officer, HLCS

Address: PO Box 200, Lake Luzerne, NY 12846
E-mail Address: yorkr@hlcs.org

Because the records you have requested pertain to yourself, but if released to the public would
constitute an unwarranted invasion of your privacy, as a condition precedent to disclosure,
please prepare the following statement on a separate sheet of paper, sign it, and mail it to the
address indicated below, along with copy of your valid driver license or other acceptable form
of identification.

I certify that my name is [insert name]
, that I reside at [insert address] , and

that I have attached a copy of my valid driver license or equivalent identification and that the
requested records pertain to me.

[Signature]
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INFORMATION SECURITY BREACH AND NOTIFICATION

The Board of Education acknowledges the heightened concern regarding the rise in identity
theft and the need for secure networks and prompt notification when security breaches occur. To this
end, the Board directs the Superintendent of Schools, in accordance with appropriate business and
technology personnel, to establish regulations which:

. Identify and/or define the types of private information that is to be kept secure. For purposes
of this policy, “private information” does not include information that can lawfully be made
available to the general public pursuant to federal or state law or regulation;

. Include procedures to identify any breaches of security that result in the release of
private information; and
. Include procedures to notify persons affected by the security breach as required by law.

Additionally, pursuant to Labor Law §203-d, the district will not communicate employee
“personal identifying information” to the general public. This includes social security number, home
address or telephone number, personal electronic email address, Internet identification name or
password, parent’s surname prior to marriage, or driver’s license number. In addition, the district will
protect employee social security numbers in that such numbers shall not: be publicly posted or
displayed, be printed on any ID badge, card or time card, be placed in files with unrestricted access, or
be used for occupational licensing purposes. Employees with access to such information shall be
notified of these prohibitions and their obligations.

Any breach of the district’s information storage or computerized data which compromises the
security, confidentiality, or integrity of personal information maintained by the district shall be
promptly reported to the Superintendent and the Board of Education.

Ref:  State Technology Law §§201-208
Labor Law §203-d

Adoption date: 7/30/2007
Revised: 11/17/2014
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Regulation 5672-R

INFORMATION SECURITY BREACH AND NOTIFICATION REGULATION

Definitions

“Private information” shall mean personal information (i.e., information such as name, number,
symbol, mark or other identifier which can be used to identify a person) in combination with any one
or more of the following data elements, when either the personal information or the data element is not
encrypted or encrypted with an encryption key that has also been acquired:

. Social security number;
. Driver’s license number or non-driver identification card number; or
. Account number, credit or debit card number, in combination with any required security code,

access code, or password which would permit access to an individual’s financial account.

“Breach of the security of the system” shall mean unauthorized acquisition or acquisition
without valid authorization of physical or_computerized data which compromises the security,
confidentiality, or integrity of personal information maintained by the district. Good faith acquisition
of personal information by an officer or employee or agent of the district for the purposes of the
district is not a breach of the security of the system, provided that the private information is not used
or subject to unauthorized disclosure.

To successfully implement this policy, the district shall inventory its hard copy, computer

programs and electronic files to determine the types of personal, private information that is maintained
or used by the district, and review the safeguards in effect to secure and protect that information.

Procedure for Identifying Security Breaches

In determining whether information has been acquired, or is reasonably believed to have been
acquired, by an unauthorized person or a person without valid authorization, the district shall consider:

1. indications that the information is in the physical possession and control of an unauthorized
person, such as removal of hard copies, lost or stolen computer, or other device containing
information;

2. indications that the information has been downloaded, removed or copied;

3. indications that the information was used by an unauthorized person, such as fraudulent
accounts, opened or instances of identity theft reported; and/or

4. any other factors which the district shall deem appropriate and relevant to such determination.

ecurity Breaches — Pr res and Methods for Notification
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Once it has been determined that a security breach has occurred, the following steps shall be
taken:

1. If the breach involved hard copy or computerized data owned or licensed by the district, the
district shall notify those New York State residents whose private information was, or is
reasonably believed to have been acquired by a person without valid authorization. The
disclosure to affected individuals shall be made in the most expedient time possible and
without unreasonable delay, consistent with the legitimate needs of law enforcement or any
measures necessary to determine the scope of the breach and to restore the reasonable
integrity of the system.

The district shall consult with the New York State Office of Cyber Security and Critical
Infrastructure Coordination (CSCIC) to determine the scope of the breach and restoration
measures.

2. If the breach involved hard copy or computer data maintained by the district, the district shall
notify the owner or licensee of the information of the breach immediately following discovery,
if the private information was or is reasonably believed to have been acquired by a person
without valid authorization.

The required notice shall include (a) district contact information, (b) a description of the
categories information that were or are reasonably believed to have been acquired without
authorization, (c) which specific elements of personal or private information were or are reasonably
believed to have been acquired and (d) what the district is doing about it . This notice shall be directly
provided to the affected individuals by either:

1. Written notice
Electronic notice, provided that the person to whom notice is required has expressly consented
to receiving the notice in electronic form; and that the district keeps a log of each such
electronic notification. In no case, however, shall the district require a person
to consent to accepting such notice in electronic form as a condition of establishing a business
relationship or engaging in any transaction.

3. Telephone notification, provided that the district keeps a log of each such telephone
notification.

However, if the district can demonstrate to the State Attorney General that (a) the cost of
providing notice would exceed $250,000; or (b) that the number of persons to be notified exceeds
500,000; or (c) that the district does not have sufficient contact information, substitute notice may be
provided. Substitute notice would consist of all of the following steps:

1. E-mail notice when the district has such address for the affected individual;
2. Conspicuous posting on the district’s website, if they maintain one; and
3. Notification to major media
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Notification of State and Other Agencies

Once notice has been made to affected New York State residents, the district shall notify the
State Attorney General, the Department of State Division of Consumer Protection, and the State Office
of Information Technology Services as to the timing, content, and distribution of the notices and
approximate number of affected persons.

If more than 5,000 New York State residents are to be notified at one time, the district shall
also notify consumer reporting agencies as to the timing, content and distribution of the notices and
the approximate number of affected individuals. A list of consumer reporting agencies will be
furnished, upon request, by the Office of the State Attorney General.
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Non-Instructional/Business
Operations

SUBJECT: EMPLOYEE PERSONAL IDENTIFYING INFORMATION

In accordance with Section 203-d of the New York State Labor Law, the District shall restrict the
use and access to employee personal identifying information. As enumerated in law, "personal
identifying information" shall include social security number, home address or telephone number,
personal electronic mail address, Internet identification name or password, parent's surname prior to
marriage, or driver's license number.

The District shall not unless otherwise required by law:

a)  Publicly post or display an employee's social security number;

b)  Visibly print a social security number on any identification badge or card, including any
time card;

c) Place a social security number in files with unrestricted access; or
d) Communicate an employee's personal identifying information to the general public.

A social security number shall not be used as an identification number for purposes of any
occupational licensing.

District staff shall have access to this policy, informing them of their rights and responsibilities in
accordance with Labor Law Section 203-d. District procedures for safeguarding employee "personal
identifying information" shall be evaluated; and employees who have access to such information as
part of their job responsibilities shall be advised as to the restrictions on release of such information in
accordance with law.

Labor Law Section 203-d

Adopted: April 21, 2009
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Non-Instructional/Business Operations

SUBJECT: SAFETY AND
SECURITY

The Board of Education of the Hadley-Luzerne Central School District hereby declares that it is
the policy of this School District to provide a safe and secure environment to all those persons,
students, staff and visitors, who lawfully enter upon District property or who travel in District vehicles
for the purposes of the District.

It shall be the responsibility of the Superintendent to establish and carry out written regulations
that will:

a) Identify those staff members who will be responsible for the effective administration of the
regulations;

b)  Provide staff time and other necessary resources for the effective administration of the
regulations;

c)  Establish periodic written review of the activities of the staff to ensure compliance with
applicable laws and regulations;

d) Provide an on-going mechanism for the effective review of safety and security concerns of
the staff, students and affected public;

e) Provide for reports to the Board of Education regarding the significant aspects of safety and
security of the District.

Labor Law Section 27-a
Student Safety
All staff who are made aware of physical and/or verbal threats to students must immediately
report these threats against students to the next level of supervisory authority for prompt action. The
immediate supervisor must then inform the Superintendent/designee, including any action taken, after
learning of such threats to students.
The District shall disseminate this policy to all employees in order to ensure staff awareness.

Hazard Communication Standard

All personnel shall be provided with applicable training to comply with the New York State
"Right-to-Know" Law and the Hazard Communication Standard.

The Superintendent/designee shall maintain a current record of the name, address and social
security number of every employee who handles or uses toxic substances and which substance(s) were
handled or used by the employee.

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: SAFETY AND SECURITY (Cont'd.)

Rules and regulations will be developed to ensure District implementation of this policy which
shall include awareness information, employee training and record keeping.

Occupational Safety and Health Administration (OSHA)
29 Code of Federal Regulations (CFR) Section 1910.1200
Labor Law Sections 27-a and 879
12 New York Code of Rules and Regulations (NYCRR)
Part 820, Article 28

NOTE:  Refer also to Policy #5681 -- School Safety Plans and Teams

Adopted: 7/30/07
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SCHOOL SAFETY PLANS AND TEAMS

Emergencies and violent incidents in schools are critical issues that must be addressed in an expeditious and effective manner. The
Board of Education recognizes its responsibility to adopt and keep current a comprehensive district wide school safety plan and
building- level emergency response plan(s) which address violence prevention, crisis intervention, emergency response and
management.

Taken together, the district-wide and building level plans provide a comprehensive approach to addressing school safety and violence
prevention, and provide the structure where all individuals can fully understand their roles and responsibilities for promoting the safety
of the entire school community. The plans will be designed to prevent or minimize the effects of serious violent incidents and
emergencies and to facilitate the district’s coordination with local and county resources. The plans will also address risk
reduction/prevention, response and recovery with respect to a variety of types of emergencies and violent incidents in district schools,
and will address school closures and continuity of operations in the context of epidemics/pandemics, in either the plans themselves or in
addenda to the plans.

In accordance with state law and regulation, the district will have the following safety teams and plans to deal with violence prevention,
crisis intervention and emergency response and management:

Comprehensive District-Wide School Safety Team and Plan

The Board will annually appoint a district-wide school safety team that includes, but is not be limited to, a representative from the
following constituencies: the Board, teachers, administrators, and parent organizations, school safety personnel and other school
personnel (including bus drivers and monitors). This team is responsible for the development and annual review of the comprehensive
district-wide school safety plan. The plan will cover all district school buildings and will address violence prevention (taking into
consideration a range of programs and approaches that are designed to create a positive school climate and culture), crisis intervention,
emergency response and management including communication protocols, at the district level. It will include all those elements
required by law and regulation.

The district-wide safety plan will include contracts or memoranda of understanding that define the
relationship between the district, personnel, students, visitors, law enforcement, and public or private
security personnel. These contracts or memoranda will be consistent with the Code of Conduct, and
will define the roles, responsibilities, and involvement in the schools of law enforcement or security
personnel. The role of school discipline will be clearly delegated to school administration.



The Board may also appoint a student representative to the district-wide school safety team. However, no confidential building-level
emergency response plans will be shared with the student member, nor will the student member be present during discussion of any
confidential building-level emergency response plans, or confidential portions of the district-wide emergency response strategy.

The Superintendent of Schools or designee will be the district’s chief emergency officer, and will coordinate communication between
school staff and law enforcement and first responders. The chief emergency officer will ensure that all staff understand the district-wide
school safety plan and receive training on the building-level emergency response plan, violence prevention and mental health, and will
also ensure that district-wide and building-level plans are completed, reviewed annually, and updated as needed by the designated dates.
The chief emergency officer will ensure that the district-wide plan is coordinated with the building-level plans, and will ensure that
required evacuation and lock-down drills are conducted.

Building-Level Emergency Response Plans and Teams

Each Building Principal is responsible for annually appointing a building-level emergency response team that includes representation
from teachers, administrators, parent organizations, school safety personnel, other school personnel (including bus drivers and monitors),
law enforcement officials, fire officials and other emergency response agencies. The emergency response team is responsible for the
development and review of a building-level emergency response plan for each district building. The plan(s) will address response to
emergency situations, such as those requiring evacuation, sheltering and lock-down at the building level and will include all components
required by law and regulation. These confidential plans will include evacuation routes, shelter sites, medical needs, transportation and
emergency notification of parents and guardians.

Building-level emergency response plans will include protocols in response to carbon monoxide alarms or detection. Alarm or detection
of carbon monoxide will result in the appropriate actions as described by the emergency response plan.

Building-level emergency response plans must designate:

*  an emergency response team for incidents that includes appropriate school personnel, law enforcement officials, fire officials,
and representatives from local, regional and/or state emergency response agencies to assist the school community in
responding to a violent incident or emergency; and

*  apost-incident response team that includes appropriate school personnel, medical personnel, mental health counselors and
other related personnel to assist the community in coping with the aftermath of a serious violent incident or emergency.

During emergencies, staff are authorized to temporarily cover classroom door vision panels when it is
likely to protect staff and students. For example, covering vision panels may prevent an intruder from
determining if a classroom is occupied, thereby discouraging attempts to gain access. During
emergencies, staff are also authorized to temporarily block doors to slow the access of intruders.
Building-level emergency response plans must address the temporary covering of door vision panels
and the temporary blocking of doors during emergencies.



The Building Principal is responsible for conducting at least one test every school year of the emergency response procedures under this
plan including procedures for sheltering and early dismissal.

To maintain security and in accordance with law, the building-level emergency response plan(s) are confidential and not subject to
disclosure under the Freedom of Information Law or any other law.

Threat Assessment Teams

The Building Principal, in consultation with the Superintendent, will annually designate a threat assessment team to provide ongoing
support and information in order to identify, and assess individuals who may be potential threats to safety, with the intent of minimizing
acts of violence in the school community. The threat assessment team will be composed of, but not limited to, the following personnel
from both within the school and the larger community, as appropriate: building administrators, legal counsel, the medical director and/or
school nurse, school counselors, local mental health and social service providers, law enforcement, school resource officers, security
personnel, and facilities and maintenance personnel. The team will meet regularly. The team will be mindful of the need for discretion
and observance of confidentiality requirements.

Students will be encouraged to bring their concerns to any district employee. If a district employee becomes aware of a threat to the
school community, they must inform the Building Principal, who will convene the threat assessment team. The Building Principal may
request the participation of the following additional individuals who may have specific knowledge of the potential perpetrator:
supervisors, teachers, students and parents. The Building Principal is responsible for keeping the Superintendent informed about the
activities of the threat assessment team. Threat assessment team members will receive appropriate training.

Annual Review and Reporting

All plans will be annually reviewed and updated, if necessary, by the appropriate team by July 15. In conducting the review, the teams
will consider any changes in organization, local conditions and other factors including an evaluation of the results of the annual test of
the emergency response procedures which may necessitate updating of plans. If the plan requires no changes, then it will remain in
effect. If the district-wide plan requires change, then the updated plan will be submitted to the Board of Education in time to allow 30-
days of public comment and to hold a public hearing which provides for the participation of school personnel, students and other
interested parties prior to Board adoption. All plans must be adopted by the Board of Education by September 1.

The Superintendent of Schools is responsible for submitting the district-level school safety plan and any amendments to the plan to the
Commissioner within 30 days after its adoption, no later than October 1 of each year. The district-wide plan will be posted on the
district’s website. Each Building Principal is responsible for submitting the building-level emergency response plan for the building, and
any amendments to the plan, to the appropriate local law enforcement agency and the state police within 30 days after its adoption, but
no later than October 15 of each year until the 2020-2021 school year, when it must be submitted by October 1 of each year.



Ref:
Education Law §2801-a (school safety plans)

Executive Law §2B (state and local natural and manmade disaster preparedness)
8 NYCRR Part 155 (Educational Facilities)

School Safety Plans Guidance, New York State Education Department, June 2010

Adoption date: 5/13/2013
Revised date(s): 2/22/2021
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SUBJECT: CARDIAC AUTOMATED EXTERNAL DEFIBRILLATORS (AEDs) IN
PUBLIC SCHOOL FACILITIES

The School District shall provide and maintain on-site in each instructional school facility
functional cardiac automated external defibrillator (AED) equipment as defined in Public Health Law
Section 3000-b for use during emergencies. Each such facility shall have sufficient automated external
defibrillator equipment available to ensure ready and appropriate access for use during emergencies in
quantities and types as deemed by the Commissioner of Education, in consultation with the
Commissioner of Health. Determination of the quantity and placement of AEDs must be made with
consideration of at least the factors enumerated in Commissioner's Regulations. An instructional
school facility means a building or other facility maintained by the School District where instruction is
provided to students pursuant to its curriculum.

Whenever an instructional School District facility is used for a school-sponsored or school-
approved curricular or extracurricular event or activity and whenever a school-sponsored athletic
contest is held at any location, the public school officials and administrators responsible for such
school facility or athletic contest shall ensure that AED equipment is provided on-site and that there is
present during such event, activity or contest at least one staff person who is trained in accordance
with Public Health Law in the operation and use of an AED. School-sponsored or school-approved
curricular or extracurricular events or activities mean events or activities of the School District that
are, respectively, associated with its instructional curriculum or otherwise offered to its students. A
school-sponsored athletic contest means an extraclass intramural athletic activity of instruction,
practice and competition for students in grades 4 through 12 consistent with Commissioner's
Regulations Section 135.4.

Where a school-sponsored competitive athletic event is held at a site other than a School District
facility, School District officials shall assure that AED equipment is provided on-site by the sponsoring
or host district and that at least one staff person who is trained, in accordance with Public Health Law,
in the operation and use of the AED is present during such athletic event. A school- sponsored
competitive athletic event means an extraclass interscholastic athletic activity of instruction, practice
and competition for students in grades 7 through 12 consistent with Commissioner's Regulations
Section 135.4.

School District facilities and District staff responsible for carrying out the duties enumerated in
Education Law Section 917 are deemed a "public access defibrillation provider" as defined pursuant to
Public Health Law Section 3000-b and subject to the Public Health Law requirements and limitations.

Therefore, it is the policy of our School District to provide proper training requirements for
District AED users, to ensure the immediate calling of 911 and/or the community equivalent
ambulance dispatch entity whenever the AED is used, to ensure ready identification of the location of
the AED units as enumerated in the District's Public Access Defibrillation Collaborative Agreement.

(Continued)
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SUBJECT: CARDIAC AUTOMATED EXTERNAL DEFIBRILLATORS (AEDs) IN
PUBLIC SCHOOL FACILITIES (Cont'd.)

The District will provide for regular maintenance and checkout procedures of the AED unit(s)
which meet or exceed manufacturer's recommendations. Appropriate documentation will be
maintained in accordance with law and/or regulation. Further, the District will participate in the

required Quality Improvement Program as determined by the Regional Emergency Medical Services
Council.

Pursuant to Public Health Law Sections 3000-a and 3000-b, the School District (as a public
access defibrillation provider), or any employee or other agent of the School District who, in
accordance with the provisions of law, voluntarily and without expectation of monetary compensation
renders emergency medical or first aid treatment using an AED to a person who is unconscious, ill or
injured, shall not be liable for damages for injury or death unless caused by gross negligence.

Education Law Section 917

Public Health Law Sections 3000-a and 3000-b

8 New York Code of Rules and Regulations (NYCRR)
Sections 135.4 and 136.4

Adopted: 7/30/07



POLICY 5682.1
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EXTREME RISK PROTECTION ORDERS
(THE “RED FLAG LAW")

Extreme risk protection orders are court orders that restrict the ability of a person, who is judged likely to
engage in conduct that would result in serious physical harm to him/herself or others, to purchase or
possess firearms, rifles or shotguns, or attempt to do so.

Under state law, Building Principals are permitted to petition the state Supreme Court for extreme risk
protection orders for students currently enrolled in their building, or students who were enrolled in their
building in the six months immediately before filing the petition (referred to in this policy as “currently-
enrolled” and “recently-enrolled” students, respectively).

When district staff members have reason to believe, either personally or through information received by
others, that a currently-enrolled or recently-enrolled student is likely to engage in conduct that would result
in serious physical harm to him/herself or others, they are encouraged to report their concerns to the
Building Principal or his/her designee. This is in keeping with employees’ general responsibility for student
safety, as well as their own interests for maintaining a safe working and learning environment.

Any other person, including but not limited to students, parents, and community members, may also bring
their concerns to the Building Principal or his/her designee that a currently-enrolled or recently-enrolled
student is likely to engage in conduct that would result in serious physical harm to him/herself or others.

If the Building Principal or his/her designee is absent from the building, the Superintendent of Schools will
be the main point of contact to report concerns.

When a Building Principal receives concerns from persons under this policy, or has his/her own concerns
about a student, he/she must immediately notify the Superintendent of Schools. The Superintendent will
contact the school attorney, and both will assist the Building Principal in determining the appropriateness of
petitioning the court for an extreme risk protection order.

When determining whether it is appropriate to petition the court for an extreme risk protection order, the
district will consider, among other things, the following factors as they relate to the student:

Threats or acts of violence or physical force made against him/herself or another person;

Violating or allegedly violating orders of protection (i.e., restraining orders);

Pending criminal convictions or charges involving weapons;

Recklessly using, displaying, or brandishing a firearm, rifle or shotgun;

Violating previous extreme risk protection orders;

Evidence of recent or current drug or alcohol abuse; and

Evidence that the student has recently acquired a firearm, rifle, shotgun, other deadly weapon

(including but not limited to knives, clubs, and metal knuckles), dangerous instrument (including items
capable of causing death or serious physical injury, when used for that purpose), or ammunition.
Additionally, the Building Principal is directed to contact local law enforcement, in accordance with the Code
of Conduct, district-wide school safety plan, and building-level emergency response plan.

In consultation with the Superintendent and school district attorney, the Building Principal may designate, in
writing, certain other employees at that school to petition the court for the extreme risk protection order.



Such employees include: teachers, school guidance counselors, school psychologists, school social workers,
school nurse, any other personnel required to hold a teaching or administrative license or certificate, and
certain coaches (those who are full- or part-time paid employees required to hold either a temporary
coaching license or professional coaching certificate).

Under Education Law section 3023, the district must defend and indemnify employees against lawsuits for
negligence, accidental bodily injury or property damage where the employee is performing his/her duties
within the scope of employment.

The Superintendent or his/her designee is directed to take appropriate steps to notify district staff of the
provisions of this policy. This includes ensuring that employees are trained and knowledgeable about when
and how to properly utilize the law to best protect the school from violence. Staff will be notified of who is
designated to file extreme risk protection orders in the building or district.

Adoption Date: February 24, 2020
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Workplace Violence Prevention Policy

Hadley-Luzerne Central School District 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 an 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.

Acts 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:

» evaluating the physical environment;

* developing the Workplace Violence Prevention Program; and

* 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: Burgess Ovitt
Title: Superintendent

Department: Central Office

Phone: 518-696-2378

E-mail: ovittb@hlcs.org


mailto:ovittb@hlcs.org
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SUBJECT: FIRE DRILLS, BOMB THREATS AND BUS EMERGENCY DRILLS
Fire Drills

The administration of each school building shall provide instruction for and training of students,
through fire drills, in procedures for leaving the building in the shortest possible time and without
confusion or panic.

Fire drills shall be held at least twelve (12) times in each school year; eight (8) of these shall be
held between September 1 and December 1. At least one (1) of the twelve (12) drills shall be held
during each of the regular lunch periods, or shall include special instruction on the procedures to be
followed if a fire occurs during a student's lunch period.

At least two (2) additional drills shall be held during summer school in buildings where summer
school is conducted and one (1) of these drills shall be held during the first week of summer school.

After-School Programs

The Building Principal or his/her designee shall require those in charge of after-school programs,
attended by any individuals unfamiliar with the school building, to announce at the beginning of such
programs the procedures to be followed in the event of an emergency.

Bomb Threats

School Bomb Threats

A bomb threat, even if later determined to be a hoax, is a criminal action. No bomb threat should
be treated as a hoax when it is first received. The school has an obligation and responsibility to ensure
the safety and protection of the students and other occupants upon the receipt of any bomb threat. This
obligation must take precedence over a search for a suspect object. Prudent action is dependent upon
known information about the bomb threat - location, if any; time of detonation; etc. If the bomb threat
is targeted at the school parking lot or the front of the school, building evacuation may not be an
appropriate response. If the bomb threat indicates that a bomb is in the school, then building
evacuation is necessary unless the building has been previously inspected and secured in accordance
with State Education Department Guidelines. Specific procedures can be found in the building level
school plan, as required by Project SAVE.

The decision to evacuate a building or to take shelter is dependent upon information about where
the bomb is placed and how much time there is to reach a place of safety. Prudent action dictates that
students and other occupants be moved from a place of danger to a place of safety. Routes of egress
and evacuation or sheltering areas must be thoroughly searched for suspicious objects before ordering



an evacuation. Failure to properly search evacuation routes before an evacuation takes place can
expose students and staff to more danger than remaining in place until the search has taken place.
Assistance is available from local police agencies and the New York State Police to train staff to check
evacuation routes.

(Continued) 2007 5683
2 0f2

Non-Instructional/Business Operations
SUBJECT: FIRE DRILLS, BOMB THREATS AND BUS EMERGENCY DRILLS (Cont'd.)

Police Notification and Investigation

A bomb threat to a school is a criminal act, which is within the domain and responsibility of law
enforcement officials. Appropriate State, county, and/or local law enforcement agencies must be
notified of any bomb threat as soon as possible after the receipt of the threat. Law enforcement
officials will contact, as the situation requires, fire and/or county emergency coordinators according to
the county emergency plan.

Therefore, the building administrator or designee is to notify local law enforcement officials and
follow established procedures to move all occupants out of harm's way.

Implementation

The Board of Education directs the Superintendent or his/her designee to develop administrative
regulations to implement the terms of this policy. Additionally, such regulations are to be incorporated
in the District-wide School Safety Plan and the building level school safety plan, with provisions to
provide written information to all staff and students regarding emergency procedures by October 1 of
each school year, an annual drill to test the emergency response procedures under each of its building
level school safety plans; and the annual updating of the District-wide and building level school safety
plans, by July 1, as mandated pursuant to law and/or regulation.

Bus Emergency Drills

The Board of Education directs the administration to conduct a minimum of three (3) emergency
drills to be held on each school bus during the school year. The first drill is to be conducted during the
first seven days of school, the second drill between November 1 and December 31, and the third drill
between March 1 and April 30.

Each drill shall include instruction in all topics mandated by the Education Law and the
Commissioner's Regulations and shall include, but will not be limited to, the following:

a)  Safe boarding and exiting procedures;

b)  The location, use and operation of the emergency door, fire extinguishers, first aid
equipment and windows as a means of escape in case of fire or accident;
c)  Orderly conduct as bus passengers.

Students who ordinarily walk to school shall also be included in the drills.

Education Law Sections 807, 2801-a and 3623



Penal Law Sections 240.55, 240.60 and
240.62
8 New York Code of Rules and

Adopted: 7/30/07 Regulations (NYCRR) Sections
155.17 and 156.3(h)(2)
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SUBJECT: ANTHRAX AND OTHER BIOLOGICAL TERRORISM: PREVENTION
PROTOCOLS/PROTOCOLS FOR MAIL HANDLING

The School District shall assess and review their protocols for handling mail or packages.
Common sense and care should be used in inspecting and opening mail or packages. Whenever
feasible, the opening of mail should be limited to one (1) individual staff member in an area that is
separate from other accessible areas within the school building, including the main office.

Additionally, precautions will be taken for those staff members responsible for handling letters
or packages such as making available protective gloves to be worn when handling mail and providing
appropriate training and protocols for the handling of mail and identifying suspicious envelopes or
packages.

The building administrator should limit the area and persons exposed to the threat. Immediately
after identifying the threat, the building administrator/designee shall notify the
Superintendent/designee, dial 911 and/or the local law enforcement authorities according to the
procedures identified in the applicable School Safety Plan (whether District-wide or building-level
plans). The local FBI field office and the county health department will also be notified, if not
otherwise provided for in the applicable School Safety Plan.

As far as possible, the school will attempt to limit the area and the persons exposed to the threat
and will not allow anyone other than qualified emergency personnel to enter. Custodial and
maintenance personnel will follow established procedures for quickly shutting down the building(s)
heating/air conditioning/and ventilation systems if possible and as may be deemed necessary.

Furthermore, the building administrator/designee shall, as soon as possible, make a list of all
persons who have been identified as having actual contact with the powder or other suspicious
element, such as anthrax, for investigating authorities.

Administration shall review and revise, as appropriate, their school safety plans; and provide
information regarding applicable safety prevention and response procedures to all staff.

All threats to school buildings and/or its occupants shall be treated seriously. All threats shall be
treated as criminal actions and measures shall be taken to preserve the evidence.

Under no circumstances, shall students be permitted to organize and/or handle School District
mail; nor shall students be present in the room/area during the time that District mail is being opened



by school staff.



Adopted: 7/30/07
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SUBJECT: ACCESS TO BUILDINGS

The following school officials shall have keys to the school buildings:

a)
b)
c)
d)
e)
f)
g)

The Superintendent of Schools;

The Business Manager;

The School Principals;

The Superintendent of Buildings and Grounds;
The Athletic Director;

The Custodian; and

The Coaches.

Only the above officials may gain access to school buildings after school hours, and then only
for the purpose of conducting school-related business.

Adopted: 7/30/07
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SUBJECT: USE OF SURVEILLANCE CAMERAS IN THE SCHOOL DISTRICT

The Board of Education recognizes its responsibility to promote and foster school safety and
ensure a safe and effective learning environment. After having carefully considered and balanced the
rights of privacy with the District's duty to promote discipline, health, welfare and safety of staff and
students, as well as that of the general public who has occasion to use school facilities, the Board
supports the use of surveillance cameras when necessary in its schools, its buses and/or on school
grounds. District surveillance cameras will only be utilized in public areas where there is no
"reasonable expectation of privacy."

To further the Board's objective, the School District's District-wide Safety Team shall meet as
appropriate and/or deemed necessary to develop, implement and review District and building level
safety practices. The Team shall also make recommendations to the Superintendent regarding the
implementation and use of surveillance cameras as authorized by the Board of Education. The
Superintendent shall retain final decision-making authority regarding the recommendations of the
Safety Team; and he/she shall notify the Board as to the procedures to be implemented with regard to
the use of surveillance cameras by the School District.

In determining the most appropriate use and implementation of surveillance cameras in the
schools, school buses and/or on school grounds, the District-wide Safety Team's recommendation will
be guided by, at a minimum, the following considerations:

a) Demonstrated need for the device at designated locations;
b)  Appropriateness and effectiveness of proposed protocol;

c) The use of additional, less intrusive, means to further address the issue of school safety
(e.g., restricted access to buildings, use of pass cards or identification badges, increased
lighting, alarms);

d) Right to privacy and other legal considerations (which should be referred to the School
Attorney for review and compliance with applicable laws and regulations); and

e) Expense involved to install and maintain the use of surveillance cameras at designated
locations, including school buses and/or on school grounds.

Any recording used for surveillance purposes in school buildings, school buses and/or on school
property, shall be the sole property of the District; and the Superintendent or his/her designee will be
the custodian of such recordings. All recordings will be stored in their original form and secured to
avoid tampering and ensure confidentiality in accordance with applicable laws and regulations.

(Continued)
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SUBJECT: USE OF SURVEILLANCE CAMERAS IN THE SCHOOL DISTRICT (Cont'd.)

Requests for reviewing a recording must be made in writing to the Superintendent or his/her
designee and, if the request is granted, such reviewing must occur in the presence of the District's
designated custodian of the recording. Under no circumstances will the District's recording be
duplicated and/or removed from District premises unless in accordance with a court order and/or
subpoena.

Signage/Notification Regarding Use of Surveillance Cameras in School Buildings, School Buses
and/or on School Grounds

Appropriate signage will be posted at entrances to the school campus and/or at major entrances
into school buildings notifying students, staff and the general public of the District's use of
surveillance cameras.

Students and staff will receive additional notification, as appropriate, regarding the use of
surveillance cameras in the schools, school buses and/or on school grounds. Such notification may
include, but is not limited to, publication in the District calendar, employee handbook, and student
handbook. Such notification does not preclude, as deemed appropriate by administration, the
discussion of the use of surveillance cameras with staff and students to heighten awareness and help
foster a sense of security.

Adopted: 12/15/08



HLCS Policy: 5687

PANDEMIC PLANNING

The Board of Education recognizes the public’s concern over the possibility of a contagious disease outbreak and acknowledges that it is
in the best interests of its students, employees and the community to prepare for such a scenario. To this end, the Board directs the
Superintendent of Schools to:

1. Implement infection prevention control procedures that could help limit the spread of contagious diseases at schools in the
district, including but not limited to:

. encouraging, through classroom instruction at every grade level and posters, good hygiene habits recommended by public
health experts to help protect the school community from contagious diseases (e.g., washing hands frequently with soap and
water, coughing/sneezing into tissues or the crook of the elbow instead of one’s hand, utilizing alcohol-based/waterless hygiene
products and avoiding shaking hands);

. providing a description of warning signs and symptoms of contagious diseases infections and instruct parents and employees
that students and staff displaying such symptoms should not report to school;

. providing sufficient and accessible infection prevention supplies including soap, alcohol-based/waterless hygiene products,
tissues and receptacles for their disposal;
. following the recommendations of federal, state and local authorities regarding properly cleaning and sanitizing the schools.

2. Work with school administrators, district medical personnel, local county health representatives, teachers, guidance
counselors, and other staff and parent representatives as appropriate, to prepare, as part of the district’s existing
emergency/safety plan, a contagious disease preparedness plan. Such plan shall include, but not be limited to:

. Describing the potential impact of an outbreak on student learning (such as student and staff absences), school closing, school
trips, and extracurricular activities based on having various levels of illness among students and staff and the alternative means
of delivering education (e.g., educating students through the Internet, long-distance learning, sending assignments home,
telephone conference calls, etc.), along with plans to assess student progress once school resumes.

*  Ensuring continuity of meal programs during school closure, which may involve utilizing
school vehicles or satellite pickup points.

. Establishing procedures for caring for, isolating, and/or transporting students who become ill with contagious diseases while in
school.

. Establishing liberal, non-punitive attendance policies for students unique to an outbreak of contagious diseases.

. Developing a process for gathering and analyzing the latest information and recommendations from health experts (for

example, from the Centers for Disease Control, the New York State Health Department, the County Health Department, etc.)
which will inform district policymakers’ decisions.

. Developing a process for communicating information concerning the outbreak of contagious diseases to the school
community on a continuing basis. Such efforts may include preparing an information letter for distribution to parents and
guardians of students advising them of the dangers of contagious diseases and the steps that may be taken to reduce the risk of
infection, and/or establishing a section on the district’s website to communicate information about the district’s policy
concerning contagious diseases and links to relevant governmental websites.

. Coordinating the district’s plan with the local and state health departments as well as the State Education Department and area
BOCES.
. Assigning responsibility for the activities listed above to appropriate staff.

3. Facilitate discussions with all negotiating units representing employees of the district to determine whether it is appropriate to
consider opening up negotiations for the limited purpose of bargaining over the inclusion in collective bargaining agreements
of provisions related to sick time and absences on the part of employees, who have been either diagnosed as having
contracted contagious diseases that has caused the outbreak or who have family members who have contracted the contagious
diseases that has caused the outbreak.



In the event that the district implements its emergency plan in response to a pandemic, the Superintendent shall keep the Board regularly
informed regarding any actions taken and information gathered.

Cross-ref.

5681, School Safety Plans and Teams

Adoption date: 2/22/2021
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Non-Instructional/Business
Operations

SUBJECT: EXPOSURE CONTROL PROGRAM

The District shall establish an exposure control program designed to prevent and control
exposure to bloodborne pathogens. According to the New York State Department of Labor's Division
of Safety and Health and Occupational Safety and Health Administration (OSHA) standards, the
program shall consist of:

a)

b)
©)
d)
e)
f)

g)
h)

Guidelines for maintaining a safe, healthy school environment to be followed by staft and
students alike.

Written standard operating procedures for blood/body fluid clean-up.
Appropriate staff education/training.

Evaluation of training objectives.

Documentation of training and any incident of exposure to blood/body fluids.

A program of medical management to prevent or reduce the risk of pathogens, specifically
hepatitis B and HIV.

Written procedures for the disposal of medical waste.

Provision of protective materials and equipment for all employees who perform job-related
tasks involving exposure or potential exposure to blood, body fluids or tissues.

29 Code of Federal Regulations (CFR) 1910.10:30
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SUBJECT: COMMUNICABLE DISEASES

Whenever, upon investigation and evaluation by the director of school health services or other
health professionals acting upon direction or referral of the director, a student in the public schools
shows symptoms of any communicable or infectious disease reportable under the public health law
that imposes a significant risk of infection of others in the school, he/she shall be excluded from the
school and sent home immediately, in a safe and proper conveyance. The director of school health
services shall immediately notify a local public health agency of any disease reportable under the
public health law.

Following absence on account of illness or from unknown cause, the director of school health
services may examine each student returning to a school without a certificate from a local public
health officer, a duly licensed physician, physician assistant, or nurse practitioner.

The director of school health services, or other health professionals acting upon direction or
referral of the director, may make evaluations of teachers and any other school employees, school
buildings and premises as, in their discretion, they may deem necessary to protect the health of the
students and staff.

Regulations and procedures will be developed for dealing with communicable diseases in ways
that protect the health of both students and staff while minimizing the disruption of the education
process.

Education Law Section 906
8 New York Code of Rules and Regulations (NYCRR)
Section 136.3(h) and 136.3(i)
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SUBJECT: HUMAN IMMUNODEFICIENCY VIRUS (HIV) RELATED ILLNESSES

The Board of Education contends that a student shall not be denied the right to attend school or
continue his/her education nor shall an employee be denied the right to continue his/her employment
who has been diagnosed or identified as having a positive blood test for the antibodies to the Human
Immunodeficiency Virus (HIV). The Board further contends that under current law and regulations,
the disclosure of confidential HIV-related information shall be strictly limited.

Administrative regulations and procedures shall be developed and implemented by the
administration based on recommendations from the New York State Education Department and from
consultation with appropriate professional and medical staff in the District.

The Superintendent shall also establish protocols for routine sanitary procedures for dealing with
the cleaning and handling of body fluids in school, with special emphasis placed on staff awareness.

Confidentiality:
Public Health Law Article 27-F
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SUBJECT: TRANSPORTATION PROGRAM

It is the intent of the Board of Education to comply with the letter and spirit of the New York
State Education Law; with the regulations of the Department of Motor Vehicles and of the Department
of Transportation and with the Commissioner of Education's regulations and decisions pertinent to
student transportation, and these shall govern any questions not covered by specific declaration of
policy herein.

The purposes of the transportation program are to transport students to and from school, to
transport them for extracurricular activities, to transport them on field trips, and to transport those
requiring special services.

The Board of Education recognizes and assumes the responsibility for all aspects of the
transportation of children wherein the health and safety of students are involved, for the Board of
Education has a legal obligation to safeguard the welfare of bus-riding children.

Education Law Sections 3602(7) and 3635 et seq.

NOTE:  Refer also to Policy #7131 -- Education of Homeless Children and Youth




2007 5720
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SUBJECT: SCHEDULING AND ROUTING

Bus routes are authorized by the Board of Education and any requests for a change must be submitted to
the Superintendent or his/her designee.

Transportation services shall be provided to meet the needs of the students of the District within
specified limits and areas established by the Board of Education.

Education Law Sections 3620-3628, 3635 and 3636
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Non-Instructional/Business Operations

UBJECT: TRANSPORTATION OF
STUDENTS

Requests for Transportation to and from
Non-Public Schools

The parent or person in parental relation of a parochial or private school child residing in the
School District who desires that the child be transported to a parochial or private school outside of the
School District during the next school year should submit a written request to the Board of Education
no later than April 1 of the preceding year, or within thirty (30) days of moving into the District. No
late request of a parent or person in parental relation shall be denied where a reasonable explanation is
provided for the delay.

Transportation of Students with Disabilities

Students with disabilities in the District shall be transported up to fifty (50) miles (one way) from
their home to the appropriate special service or program, unless the Commissioner certifies that no
appropriate nonresidential special service or program is available within fifty (50) miles. The
Commissioner may then establish transportation arrangements.

Student Information

Any mode of transportation used on a regular basis to transport students with a disability on a
regularly scheduled route shall, upon written consent of the parent or person in parental relation, have
maintained on such mode of transportation the following information about each student being
transported:

a)  Student's name;
b)  Nature of the student's disability;

c) Name of the student's parent, guardian or person in a position of loco parentis (person in
parental relation) and one or more telephone numbers where such person can be reached in
an emergency; and/or

d) Name and telephone number of any other person designated by such parent, guardian or
person in a position of loco parentis as a person who can be contacted in an emergency.

Such information shall be used solely for the purpose of contacting such student's parent,
guardian, person in a position of loco parentis, or designee in the event of an emergency involving the
student, shall be kept in a manner which retains the privacy of the student, and shall not be accessible
to any person other than the driver or a teacher acting in a supervisory capacity. In the event that the
driver or teacher is incapacitated, such information may be accessed by any emergency service
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Non-Instructional/Business
Operations

SUBJECT: TRANSPORTATION OF STUDENTS (Cont'd.)

Such information shall be updated as needed, but at least once each school year and shall be
destroyed if parental consent is revoked, the student no longer attends such school, or the disability no
longer exists.

Herein the term "disability" shall mean a physical or mental impairment that substantially limits
one or more of the major life activities of the student, whether of a temporary or permanent nature.

Fire Extinguishers

School buses manufactured on or after January 1, 1990 fueled with other than diesel fuel and
used to transport three (3) or more students who use wheelchairs or other assistive mobility devices or
with a total capacity of more than eight (8) passengers and used to transport such students shall be
equipped with an automatic engine fire extinguishing system.

School buses manufactured on or after September 1, 2007 fueled with diesel fuel and used to
transport three (3) or more students who use wheelchairs or other assistive mobility devices or with a
total capacity of more than eight (8) passengers used to transport such students shall be equipped with
an automatic engine fire extinguishing system.

The purchase of automatic engine fire extinguishing systems for school buses used to transport
such students shall be deemed a proper school district expense.

Transportation of Non-Resident Students
Non-resident families must provide their own transportation.
Transportation to School Sponsored Events

Where the District has provided transportation to students enrolled in the District to a school
sponsored field trip, extracurricular activity or any other similar event, it shall provide transportation
back to either the point of departure or to the appropriate school in the District unless the parent or
legal guardian of a student participating in such event has provided the District with written notice,
consistent with District policy, authorizing an alternative form of return transportation for such student
or unless intervening circumstances make such transportation impractical. In cases where intervening
circumstances make transportation of a student back to the point of departure or to the appropriate
school in the District impractical, a representative of the School District shall remain with the student
until such student's parent or legal guardian has been contacted and informed of the intervening
circumstances which make such transportation impractical; and the student has been delivered to
his/her parent or legal guardian.
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Non-Instructional/Business
Operations

SUBJECT: TRANSPORTATION OF STUDENTS (Cont'd.)
Occasional Drivers

Certified teachers who are full time employees and not certified as bus drivers are considered
occasional drivers when they transport students. As occasional drivers, the teachers must produce a
valid driver's license, have an annual physical exam, and be approved to drive by the Superintendent.

For teachers who transport students in their own vehicles, their own auto policy will be primary
and the District will not reimburse for collision, comprehensive, personal injury protection, or
uninsured motorist. The District's auto policy covers liability over and above the teacher's policy up to

$1,000,000 per accident.
Transportation in Personal Vehicles

Personal cars of teachers and staff shall not be used to transport students except in the event of
extenuating circumstances and authorized by the administration.

Education Law Sections 1604, 1709, 1804, 1903, 1950,
2503, 2554, 2590-¢, 3621(15), 3623-a(2¢), 3635, 4401(4),
4404 and 4405

Vehicle and Traffic Law Section 375(20)(1) and 375(21-1)

8 New York Code of Rules and Regulations (NYCRR)

Section 156.3

NOTE: Refer also to Policies #5731 -- Transportation in Child Safety Zones
#7131 -- Education of Homeless Children and Youth

Adopted: 7/30/07
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SUBJECT: TRANSPORTATION IN CHILD SAFETY ZONES

In accordance with Education Law, the Board of Education is authorized to adopt a resolution
providing for student transportation in child safety zones. Transportation in a child safety zone shall be
available to resident students for the particular school year designated in the resolution. Such
resolution shall continue in effect for subsequent school years until the Board adopts a resolution
providing otherwise.

Transportation in child safety zones may be provided upon the determination by the Board that a
hazardous zone exists which, in the opinion of the Board, would be reasonably alleviated by the
establishment of a child safety zone. "Child safety zone" means a designated area of the School
District, including at least one personal residence, within which children who reside at a lesser
distance from the school they legally attend than the minimum transportation limit of the District will
be provided transportation on the basis that their most direct walking route to school will traverse a
hazardous zone. Transportation in child safety zones may be provided without regard to like
circumstances, notwithstanding the provisions of Education Law Section 3635(1).

The Commissioner of Transportation has established regulations for determination of a
hazardous zone. Such regulations shall be used by the Board of Education in determining whether a
hazardous zone exists.

Designation of Child Safety Zones

Submission of Petitions/Requests

The Board of Education shall, upon written petition of a parent/person in parental relation of a
child residing in the District, or of any representative authorized by such parent/person in parental
relation, (signed by 25 quahﬁed voters of the District or 5% of the number of voters who voted in the
previous annual election of Board members, whichever is greater) make an investigation to determine
whether a hazardous zone exists requiring the establishment of a child safety zone.

Petitions and/or additional written requests from individual parents/persons in parental relation
requesting designation of an area as a child safety zone shall be in accordance with the procedures and
time frames enumerated in Education Law Section 3635-b.

Determination by the Board as to the designation of a child safety zone shall be in accordance
with law and/or regulations.

Investigation by Board of Education

The Board may directly, or by appointment of an advisory committee, make an investigation to
determine if a hazardous zone exists within the District. Such investigation shall be made pursuant to
the Regulations of the Commissioner of Transportation and shall include consultation with state or
local transportation authorities and the investigation of other, less costly, reasonable alternatives to the
creation of a child safety zone.

(Continued)
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SUBJECT: TRANSPORTATION IN CHILD SAFETY ZONES (Cont’d.)

In accordance with the State Education Department (SED), without having been petitioned, the
Board may also conduct an investigation on its own initiative to determine whether a hazardous zone
exists requiring the designation of a child safety zone.

Determination by the Board as to the designation of a child safety zone shall be in accordance
with law and/or regulations.

Cost of Providing Transportation

The cost of providing transportation in child safety zones shall be an ordinary contingent
expense and shall be included as an item of expense for purposes of determining the transportation
quota of the District.

District Immunity from Liability

Education Law Section 3635-b does not impose a duty upon the School Board to provide
transportation services pursuant to this Section of law; nor is the Board to be held liable for failure to
provide such transportation.

A Board member, school officer or employee shall have immunity from any civil or criminal
liability that might otherwise be incurred or imposed as a result of the provisions of Section 3635,
provided that such person shall have acted in good faith. For the purpose of any proceeding, civil or
criminal, the good faith of any such person shall be presumed.

Education Law Sections 3635 and 3635-b
Transportation Law Section 14(30)

17 New York Code of Rules and
Regulations (NYCRR) Part 191
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SUBJECT: USE OF BUSES BY COMMUNITY GROUPS

Upon formal application to and approval by the Board of Education buses may be rented to a
municipal corporation; to any senior citizen center recognized and funded by the Office for the Aging;
to any not-for-profit organization serving those with disabilities; or, to any not-for-profit organization
which provides recreational youth services or neighborhood recreation centers. Such rentals can be
made only for times when vehicles are not needed for student transport and must be made for a
consideration acceptable to the Board.

Education Law Section 1501-b
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SUBJECT: SCHOOL BUS SAFETY PROGRAM

The safe transportation of students to and from school is of primary concern in the administration
of the school bus program. All state laws and regulations pertaining to the safe use of school buses
shall be observed by drivers, students and school personnel.

To assure the safety and security of students boarding or exiting school buses on school property,
it shall be unlawful for a driver of a vehicle to pass a stopped school bus when the red bus signal is in
operation.

Use of Cell Phones and Portable Electronic Devices Prohibited

Use of portable electronic devices by a school bus driver at times the vehicle is in operation on
the roadway poses a potential safety risk. All school bus drivers are prohibited from using portable
electronic devices while the bus is in operation and students are on the bus.

Personal cell phones are to be placed in the "off" position when in the possession of the school
bus driver while the bus is in operation. Cell phones may be used in case of emergency.

The following terms are defined as:

a) "Portable electronic device" shall mean any mobile telephone (hand held or "hands free"),
personal digital assistant (PDA), portable device with mobile data access, laptop computer,
pager, broadband personal communication device, two-way messaging device, electronic
game, or portable computing device.

b) "Using" shall mean holding a portable electronic device while viewing, taking or
transmitting images, playing games, or composing, sending, reading, viewing, accessing,
browsing, transmitting, saving or retrieving e-mail, text messages, or other electronic data.

c) "In operation" shall mean that the bus engine is running, whether in motion or not.

The Transportation Supervisor, in cooperation with the Principals, has the responsibility of
developing and publishing safety rules to be followed by drivers and passengers, including rules of
student conduct. In order to ensure maximum safety to those riding school buses, it is necessary that
students and drivers cooperate in this effort. There is no substitute for training to develop safe habits in
pedestrian and vehicular traffic.

All buses and other vehicles owned and operated by the School District will have frequent safety
inspections, and will be serviced regularly. The Transportation Supervisor will maintain a
comprehensive record of all maintenance performed on each vehicle.

(Continued)
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SUBJECT: SCHOOL BUS SAFETY PROGRAM (Cont'd.)

Every bus driver is required to report promptly any school bus accident involving death, injury,
or property damage. All accidents, regardless of damage involved, must be reported at once to the
Transportation Supervisor.

All buses and other vehicles owned by vendors/contract bus companies with whom the District
contracts will have frequent safety inspections and be serviced regularly. The Transportation
Supervisor will maintain a comprehensive record of all maintenance performed on each vehicle.
Outside contractors will provide safety inspection and maintenance records for each bus used to
transport district students. These records will be available upon request.

Every bus driver is required to report promptly any school bus accident involving death, injury,
or property damage. All accidents, regardless of damage involved, must be reported at once to the
Transportation Supervisor by the vendors/contract bus companies.

Education Law Section 3623
Vehicle and Traffic Law Sections 509-a(7), 509-1(1-b), 1174(a) and 1174(b)
8 New York Code of Rules and Regulations (NYCRR) Section 156.3

NOTE:  Refer also to Policies #5683 -- Fire Drills, Bomb Threats and Bus Emergency Drills

#5741 -- Drug and Alcohol Testing for School Bus Drivers and Other
Safety-Sensitive Employees

Adoption Date: 7/30/2007
Revised Date: 11/21/2011
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS

A person shall be qualified to operate a bus only if such person:

a)
b)

c)

d)

g)

h)

i)

Is at least twenty-one (21) years of age;

Has been issued a currently valid driver's license or permit which is valid for the operation
of a bus in New York State;

Has passed the annual bus driver physical examination administered pursuant to
Regulations of the Commissioner of Education and the Commissioner of Motor Vehicles.
In no case shall the interval between physical examinations exceed a thirteen-month period;

Is not disqualified to drive a motor vehicle under Sections 509-c and 509-cc and any other
provisions of Article 19-A of the Vehicle and Traffic Law;

Has on file at least three (3) statements from three (3) different persons who are not related
to the driver/applicant pertaining to the moral character and to the reliability of such
driver/applicant;

Has completed, or is scheduled to complete, State Education Department safety programs
as required by law;

Is in compliance with federal law and regulations, as well as District policy and/or
regulations, as it pertains to meeting the standards governing alcohol and controlled
substance testing of bus drivers if and when applicable.

Has taken and passed a physical performance test at least once every two (2) years and/or
following an absence from service of sixty (60) or more consecutive days from his/her
scheduled work duties;

Is in compliance with all other laws and regulations for operating a school bus, including
licensing and training requirements.

Special Requirements For New Bus Drivers

Before employing a new bus driver, the Superintendent or his/her designee shall:

a)

Require such person to pass a physical examination within four (4) weeks prior to the
beginning of service;

(Continued)
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS (Cont'd.)

b)  Obtain a driving record from the appropriate agency in every state in which the person
resided, worked, and/or held a driver's license or learner's permit during the preceding three
(3) years;

c) Investigate the person's employment record during the preceding three (3) years;
d) Require such person to submit to the mandated fingerprinting procedures;
e) Request the Department of Motor Vehicles to initiate a criminal history check;

f)  Require that newly hired bus drivers take and pass the physical performance test, as
mandated by Commissioner's Regulations, before they transport students.

Omnibus Transportation Employee Testing Act of 1991
(Public Law 102-143)
49 United States Code (USC) Section 521(b)

49 Code of Federal Regulations (CFR)
Parts 40, 382, 391, 392 and 395

Education Law Section 3624

Vehicle and Traffic Law Sections 509-c, 509-cc and
Article 19-A

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

15 New York Code of Rules and Regulations (NYCRR)

Part 6

NOTE:  Refer also to Policy #5761 -- Drug and Alcohol Testing For School Bus Drivers and Other
Safety-Sensitive Employees

Adopted: 7/30/07
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5761

ALCOHOL AND DRUG TESTING OF DRIVERS

The Board of Education recognizes the dangers inherent in alcohol and controlled substance use by
employees, especially those in safety-sensitive positions. To ensure the safety of its students , the Board
requires alcohol and controlled substance testing of certain “drivers,” operators of "other school buses," and
any other employee who is subject to such testing, in accordance with and as set forth in the applicable
federal and state requirements.

Definiti

1. “Driver” includes any person who operates a commercial motor vehicle. This includes, but is not
limited to: Full time, regularly employed drivers; casual, intermittent or occasional drivers; leased drivers
and independent owner-operator contractors.

2. "Other school buses" include those covered by applicable federal regulations (see list below) and
any other motor vehicle either owned by the district or by a private company, operated to transport
students, children of students, teachers, and other supervisory persons to or from school or school
activities.

Testing Responsibilities

Consistent with federal regulations, the district shall directly, by contract, or through a consortium,
implement and conduct a program to provide alcohol and controlled substance testing of drivers who
operate a commercial motor vehicle, perform in a safety-sensitive position, and are required to hold a
commercial driver’s license. Employees holding such positions include:

1. drivers of vehicles designed to transport 16 or more passengers, including the driver;
2.drivers of commercial motor vehicles whose manufacturer’s rating is 26,001 |Ibs. or more; or
3. any other employee who may drive or service a listed vehicle (e.g. a mechanic who performs

test drives, repairs, inspects, or loads or unloads a vehicle listed in 1 or 2 above).

Controlled substance and alcohol tests will be conducted for operators of all "other school buses" consistent
with the procedures applicable to the implementation of federal regulations. Volunteers who drive a bus
with passengers fewer than 30 days per year are not subject to such testing.

Generally, the required testing will be conducted at or prior to the time of employment and randomly
throughout the school year. However, drivers are subject to additional testing under federal

regulations when a supervisor has a reasonable suspicion that a driver has engaged in prohibited alcohol or
controlled substance use; after certain accidents; prior to return to duty when the driver has been found to
violate district policy and federal regulations; and after the driver’s return to duty.

Driving Prohibition

In accordance with federal and state law, a driver may not drive if he or she:

1. possesses, consumes or is reasonably believed to possess or have consumed alcohol or a
controlled substance, while on duty;

2. uses or is under the influence of alcohol or a controlled substance that is not
lawfully prescribed within six hours or less before duty;

3. has an alcohol concentration of 0.02 or higher, or tests positive for a controlled substance; or

4. refuses to take a required alcohol or controlled substance test.



Also, no driver shall use alcohol after being involved in an accident in which there was a fatality or in which
the driver was cited for a moving violation and a vehicle was towed from the scene or an injury was treated
away from the scene until he/she has been tested or 8 hours have passed, whichever occurs first.

Enf t of Driving Prohibiti

The school district will not require or permit drivers of vehicles listed above, as well as operators of all
"other school buses" defined above, to be on duty or operate a listed vehicle or other school bus, if it
appears that they have consumed a drug/controlled substance (except those lawfully prescribed) or alcohol
within the preceding eight hours. This shall be based on the person's general appearance, conduct, or other
substantiating evidence. Those who maintain, repair, or garage listed vehicles or school buses that involve
incidental driving without passengers, are exempt from this requirement, but are still prohibited from
consuming controlled substances and alcohol within six hours of going on duty.

Response to Positive Testing Results

Any driver who is tested and found to have an alcohol concentration of at least 0.02, but less than 0.04,
shall be removed from the position until his or her next regularly scheduled duty period, but not less than
24 hours following administration of the test. Any driver found to have violated this requirement may be
disciplined in accordance with the provisions of the applicable collective bargaining agreement, district
policy, and/or law. Operators of “other school buses” subject to random testing pursuant to New York Law
will be subject to the same consequences based upon an alcohol concentration of at least 0.02 but less
than

0.04 as drivers listed above.

If a driver has an alcohol concentration of 0.04 or greater, or has engaged in prohibited alcohol or controlled
substance use, he or she will be removed from driving duties, and referred to a substance abuse
professional. The driver may be required to complete a treatment program and/or be disciplined pursuant to
district policy and/or collective bargaining agreement. No driver who has abused controlled substances
and/or alcohol may return to duty unless he/she has successfully passed a required return to duty test.
Thereafter, the driver will be subject to follow-up testing. Operators of “other school buses” subject to
random testing pursuant to New York Law will be subject to the same consequences based upon an alcohol
concentration of 0.04 or greater or a positive drug test as drivers listed above.

Re-Testing

Should the district receive a dilute test result in which the creatinine concentration is greater than 5mg/dL in
the case of any pre-employment, return-to-duty, follow-up, reasonable suspicion, or random test, it is the
policy of the district that the individual shall be re-tested and that re-test will become the test of record.

Policy Distribution

The Superintendent of Schools shall ensure that a copy of this policy, the district’s policy on misuse of
alcohol and use of controlled substances, information on alcohol and drug abuse and treatment resources
and any other information prescribed by federal regulations is provided to all drivers and operators of "other
school buses" prior to the initiation of the testing program and to each driver or operator of "other school
buses" subsequently hired or transferred to a position subject to testing.

Ref:

Omnibus Transportation Employee Testing Act of 1991, 49 U.S.C. §8§31136; 31306
49 U.S.C. §521(b)

49 CFR Part 391 (Qualifications/Disqualifications)

49 CFR Part 382 (Drug and Alcohol Testing Requirements)

49 CFR Part 40 (Testing Procedures)

49 CFR §395.2 (On-duty time defined)

Vehicle and Traffic Law §§509-g; 509-1; 1192; 1193

Will v. Frontier CSD Bd. of Educ., 97 N.Y.2d 690 (2002)

Adoption date: 7/30/2007
Revised date: February 25, 2019
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Any employee who operates a commercial motor vehicle, or other "school bus," and or is in a related safety-
sensitive function described below shall be subject to alcohol and controlled substance testing in accordance
with this regulations and applicable federal regulations and state law. An employee having any questions
concerning the district’s policy or regulation, state law or the applicable federal regulations shall contact the
Superintendent of Schools.

Any treatment, rehabilitation program or discipline will be provided in accordance with district policy and/or
collective bargaining agreements.

Definitions

A. Employees Covered Under Federal Law

Employees covered under federal law include district employees who operate a commercial motor vehicle,
perform in a related safety-sensitive position, and are required to obtain a commercial driver’s license. Such
employees include:

1. drivers of vehicles designed to transport 16 or more passengers, including the driver;
2. drivers of commercial motor vehicles whose manufacturer’s rating is 26,001 Ibs. or more; or

3. any other employee who may drive or service a listed vehicle listed in 1 or 2 above (e.g., a
mechanic who performs test drives, repairs, inspects or loads or unloads a listed vehicle).

Such employees include, but are not limited to full time, regularly employed drivers; casual, intermittent or
occasional drivers; leased drivers and independent, owner-operator contractors who are either directly
employed or under lease to an employer or who operate a commercial motor vehicle at the direction or with
the consent of the district.

B. Employees Covered Under State Law

Operators of “other school buses" are subject to testing as described in section III below. Other "school
buses" include both those covered by applicable federal regulations as stated above, and any other motor
vehicle either owned by the district or by a private company, operated to transport students, children of
students, teachers, and other supervisory persons to or from school or school activities.

Certain specified employees will not be considered operators of "other school buses." They include:
1. Volunteers who drive a school bus with passengers fewer than 30 days per year; and

2. Employees engaged in the maintenance, repair or garaging of buses, who in the course of
their duties must incidentally drive a vehicle not covered under federal law without
passengers.

C. Safety Sensitive Function

Drivers will be removed from their safety-sensitive functions if they violate the district’s policy or federal
regulations pertaining to the possession or consumption of alcohol or controlled substances. A driver An
employee is performing a safety-sensitive function that is covered by federal regulations when:

1. waiting to be dispatched, unless the driver has been relieved from duty;

inspecting, servicing or conditioning any commercial motor vehicle;

driving a commercial motor vehicle;

attending a vehicle being loaded or unloaded;

performing the driver requirements of the federal regulations pertaining to accidents; and
attending to a disabled vehicle.

o u kA wN

II. Driver Prohibitions and Consequences

Covered Employees covered under federal law are required to be in compliance with district policy and
regulation at the following times:



1. when performing any on-duty safety-sensitive functions, including all time from the time a driver
begins to work or is required to be in readiness to work until the time the driver is relieved from
work and all responsibility; and

2. during all time spent providing a breath sample, saliva sample or urine specimen and travel time to
and from the collection site in order to comply with random, reasonable suspicion, post-accident,
return-to-duty or follow-up testing.

The Supervisor of Transportation or his/her designee shall prohibit an Employees covered under both federal
and state law are prohibited from driving a listed vehicle or performing other safety-sensitive duties if the
employee:

1. possesses, consumes or is reasonably believed to possess or have consumed alcohol or a controlled
substance, while on duty;

2. has consumed or is under the influence of alcohol or a controlled substance that is not
lawfully prescribed within six hours before duty;

3. has an alcohol concentration of 0.02 or higher, or tests positive for controlled substances; or

4. refuses to take a required alcohol or controlled substance test. Refusal to submit shall mean the
failure to provide adequate breath or urine without a valid medical explanation, receipt of verified
adulterated or substituted drug test result, or to engage in conduct that clearly obstructs the testing
process, such as a failure to arrive for the drug testing or failure to sign the alcohol testing form
prior to specimen collection.

In addition, an employee covered under federal law is prohibited from consuming alcohol within eight hours
after being involved in an accident, or before undergoing a post-accident test, if such a test is required.
Illegal drug use by drivers is prohibited on or off duty.

Drivers who violated the above prohibitions will be subject to the following enforcement actions:

1. Employees covered under federal law will be removed from their safety-sensitive functions if they
violate the district’s policy or federal regulations pertaining to the possession or consumption of
alcohol or controlled substances.

2. The Supervisor of Transportation or his/her designee will not require or permit employees covered
under state law to be on duty or operate a listed vehicle or other school bus, if it appears that they
have consumed a drug/controlled substance (except those lawfully prescribed) or alcohol within the
preceding eight hours. This shall be based on the person's general appearance, conduct, or other
substantiating evidence. Those who maintain, repair, or garage listed vehicles or school buses that
involve incidental driving without passengers, are exempt from this requirement, but are still
prohibited from consuming controlled substances and alcohol within six hours of going on duty.

3. Any covered employee who tests 0.02 or greater but less than 0.04 will be removed from driving
and other safety-sensitive duties until the start of the driver’s next regularly scheduled duty period,
but not less than 24 hours following administration of the test.

4. 1In the event that any covered employee has a breath alcohol concentration of 0.04 or greater, has
tested positive for a controlled substance or has refused to take a test, he or she will, in addition to
immediate removal from driving and any other safety-related duties, not be returned to duty until
he or she:

e has been evaluated by a substance abuse professional;
¢ has complied with any treatment recommendations; and
e has received a satisfactory result from a return to duty test.
5. Upon return to duty, the employee will be subject to follow-up testing.

While New York Law permits the use of medical marijuana, federal law still prohibits its use. Any driver
tested under the federal regulations, who tests positive for marijuana, even if such use is based upon a
lawful certification under state law, will be found to have violated the federal regulations (DOT Office of Drug
and Alcohol Policy and Compliance, Medical Marijuana Notice (Oct. 2009)

at: https://www.transportation.gov/odapc/medical-marijuana-notice).

III. Types of Testing

The Superintendent of Schools and the Director of Transportation shall ensure that the following alcohol and
drug tests are implemented conducted and that any employee who is required to take an alcohol or


https://www.transportation.gov/odapc/medical-marijuana-notice

controlled substance such a test shall be is notified prior to the test that it is required pursuant to federal
regulations. or, Notice will also be given in the case of pre-employment alcohol testing, that such test is
required by state law district policy.

Pre-employment: Controlled substance and alcohol tests will be conducted before all applicants
are hired or after an offer to hire, but before actually performing safety-sensitive functions for the
first time. These tests will also be given when employees covered under federal or state law transfer
to a safety-sensitive function.

Post-accident: Alcohol and controlled substance tests will be conducted if a driver covered under
federal law is involved in an accident in which:

a. there has been a fatality; OR

b. the driver has received a citation for a moving violation in connection with the
accident pursuant to the time limitations specified in the regulation AND EITHER

1. there is an injury treated away from the scene of the accident; or
2. there is a disabled vehicle towed from the scene.

Reasonable Suspicion: Alcohol and controlled substance tests will be conducted ifwhen the
Transportation Supervisor or other school official who has completed the minimum two hours of
training has a reasonable suspicion that the driver covered under federal law has violated district
policy and regulation. A “reasonable suspicion” must be based on specific, contemporaneous,
articulable observations concerning the driver’s behavior, appearance, speech or body odors that are
characteristic of controlled substance or alcohol misuse. Alcohol tests can only be done just before,
during or just after the employee covered under federal law drives a listed vehicle or performs other
safety-sensitive duties. The supervisor who makes the determination of reasonable suspicion cannot
do the testing.

Random Testing: For employees covered under federal law, random alcohol tests shall be
conducted annually at a minimum rate established annually by the Federal Motor Carrier Safety
Administration of 25 percent of the average number of positions subject to such testing pursuant to
federal regulation. Random alcohol tests must be conducted just before, during or just after the
employee drives a listed vehicle or performs other safety-sensitive duties. For employees covered
under federal law, random controlled substance tests shall be conducted annually at a minimum
rate established annually by the Federal Motor Carrier Safety Administration of 50 percent of the
average number of positions subject to such testing pursuant to federal regulation. Random
controlled substance tests may be conducted at any time. Random alcohol and controlled substance
tests must be unannounced and spread reasonably throughout the calendar year.

New York law requires employees covered by state law to be tested in conformance with federal regulations
49 CFR Part 382. Although federal regulations permit employers to perform random testing beyond what
they require, a separate pool must be maintained for those employees covered by state law who do not
meet federal requirements. The separate pool for these employees will be subject to testing at the same
minimum rate annually established for drivers subject to the Federal Motor Carrier Safety Administration
regulations.

5.

Iv.

Return-to-Duty Testing: Any covered employee who refused to take a test or has engaged in
prohibited alcohol and controlled substance use, except for alcohol concentration of between 0.02
and 0.04, shall be required to take an alcohol or controlled substance test and achieve a satisfactory
result before returning to duty in the safety-sensitive position. If removal was due to alcohol use, a
satisfactory result will be less than 0.02 alcohol concentration. If removal was due to controlled
substance use, a satisfactory result will be one that it is verified as negative. The test will not be
administered until the employee has been evaluated by a substance abuse professional and has
complied with any treatment recommendations.

Follow-Up Testing: After any covered employee who was found to violate the district’s policy
against alcohol and controlled substance use returns to duty, he or she will be subject to at least six
unannounced tests in the first 12 months following the employee’s return to duty. Follow-up testing
may be extended for up to 60 months from the date of the employee’s return to duty. Follow-up
alcohol testing may only be conducted before, during or after the driver has performed his or her
driving duties.

Testing Procedures
Alcohol Testing Procedures



Alcohol testing will be conducted with evidential breath testing (EBT) devices approved by the National
Highway Traffic Safety Administration. An approved non-evidential screening device may be used to perform
screening tests but not for confirmation alcohol tests. The employee and the Breath Alcohol Technician
conducting the test must complete the alcohol testing form to ensure that the results are properly recorded.

1. Two breath tests are required to determine if a person has a prohibited alcohol concentration. A
screening test is conducted first. Any result less than 0.02 alcohol concentration is considered a
“negative” test.

2. If the alcohol concentration is 0.02 or greater, a second or confirmation test must be conducted. The
confirmation test must be conducted using an EBT that meets the requirements of
federal regulations prints out the results, date and time, a sequential test number, and the name
and serial number of the EBT to ensure the reliability of the results.

3. If the confirmation test results indicate an alcohol concentration from 0.02 to 0.03999,
the employee will be restricted from duty for at least 24 hours from the time of the test.

4. If the confirmation test results indicate an alcohol concentration equal to or greater than 0.04, the
employee will be removed from all safety-sensitive duties and no return to duty will be permitted
until the employee has successfully passed required return-to-duty tests. The employee must also
be reviewed by a Substance Abuse Professional and comply with his/her recommendations. Follow-
up tests will also be required.

5. For post-accident testing, the results of breath or blood tests conducted by law enforcement officials
will be accepted as long as the testing conforms to federal and state requirements for alcohol testing
and the results are made available to the district.

All testing procedures will conform to the requirements outlined in federal regulations (49 CFR Part 40) for
ensuring the accuracy, reliability and confidentiality of test results. These procedures include training and
proficiency requirements for Breath Alcohol Technicians, quality assurance plans for the EBT devices
including calibration, requirements for suitable test location, and protection of employee test records.

B. Drug Testing Procedures

The employee must provide a urine specimen at a collection site that meets federal requirements which will
be analyzed at a laboratory certified and monitored by the U.S. Dept. of Health and Human Services.

1. Regulations require that each urine specimen be divided into one “primary” specimen and one “split”
specimen.

2. All urine specimens are analyzed for the following drugs or drug metabolites (by-products of the
body metabolizing a drug):

a. Marijuana (metabolites)

b. Cocaine metabolites

c. Amphetamines (including methamphetamines, MDA and MDMA)
d

Opioids (including natural opiates such as codeine, morphine, heroin, and semi-synthetic
opioids such as hydrocodone, hydromorphone, oxycodone, and oxymorphone)

e. Phencyclidine (PCP)

3. If the primary specimen confirms the presence of one or more of these drugs, the employee has 72
hours to request that the split specimen be sent to another certified lab for analysis. [Note: The
employee must be removed from driving duties at this time--pursuant to federal regulations; the
driver’s removal cannot await the result of split sample.]

4. 1If the screening test has a drug-positive result, a confirmation test will then be performed for
each identified drug using gas chromatography/mass spectrometry (GC/MS) analysis.

5. All drug test results will be reviewed and interpreted by a physician (also called a Medical Review
Officer) before they are reported to the district.

6. If the laboratory reports a positive result to the Medical Review Officer (MRO), the MRO shall
interview the employee to determine if there is an alternative medical explanation for the drugs
found in the employee’s urine specimen. If the employee provides appropriate documentation and
the MRO determines that it is legitimate medical use of a prohibited drug, the drug test result is
reported as negative.



7. If the MRO reports a positive drug result, the employee must be evaluated by a substance abuse
professional and follow his/her recommendations prior to taking a return-to-duty test. Follow-up
testing is also required.

8. For post-accident testing, the results of urine tests conducted by law enforcement officials will be
accepted as long as the testing conforms with federal and state requirements for controlled
substance testing and the results are made available to the district.

All controlled substance testing shall comply with the requirements of the federal regulations (49 CFR Part
40) including procedures for the proper identification, security and custody of the sample, use of certified
laboratories, gas chromatography/mass spectrometry analysis testing, assurance that all drug test results
are reviewed and interpreted by a physician, and ensuring confidentiality of employee test records.

V. Dilute Specimen Testing

If the district receives a drug test result which is negative but dilute and the creatinine concentration is
greater than 5mg/dl, the district shall require a re-test to be conducted in each of the following cases:

e Pre-employment tests

e Return-to-duty tests

e Follow-up tests

e Reasonable suspicion tests
e Random tests

The result of the re-test shall become the test of record. If the employee refuses to take the re-test it will be
considered the same as a positive test result.

VI. Training

The Supervisor of Transportation and every other person designated to determine whether reasonable
suspicion exists to require an employee covered by federal law to undergo reasonable suspicion testing
must receive at least one hour of training on alcohol misuse and at least one additional hour of training on
controlled substance use which they will use in making their determinations.

VII. Recordkeeping and Reporting

The Transportation Supervisor shall ensure that alcohol and drug testing records are maintained pursuant to
applicable regulation and are available, if requested, for submission to the federal government or any State
or local officials with regulatory authority over the employer or any of its drivers.

The following personal information must be reported to the Department of Transportation (DOT)
Clearinghouse for employees subject to DOT testing:

e a verified positive, adulterated or substituted drug test result;
e an alcohol confirmation tests with a concentration of 0.04 or higher;
e a refusal to submit to any test required by the regulations;

e An employer’s report of actual knowledge of on duty alcohol use, pre-duty alcohol use, alcohol use
following an accident, and controlled substance use;

e A substance abuse professional’s report of the successful completion of the return-to-duty process;
¢ A negative return-to-duty test; and
e An employer report of completion of follow-up testing.

NEW NOTE: Provisions of federal law prohibit the use of federal forms produced by the Department of
Transportation (DOT) for alcohol and controlled substance testing for non-DOT testing. Therefore, school
districts must utilize different forms when testing employees as required by New York law, who are not
subject to testing under the federal regulations. Additionally, it is advisable for districts to segregate the



testing records for those required to be tested under federal law from those required to be tested based
upon state law.

VIII. Required Notification

Every affected covered employee shall receive information about the signs, symptoms, and effects of alcohol
misuse and controlled substance use as well as a copy of the district’s policy and procedures, the
consequences of testing positive and who to contact within the district to seek further information and/or
assistance.

Each covered employee is required to sign a statement certifying that he/she has received this information.
The district shall maintain the original signed certification until the employee’s employment is discontinued.
The district will provide a copy of the certification to the covered employee upon request.

IX. Penalties

Any treatment, rehabilitation program or discipline will be provided in accordance with applicable law
and regulations, district policy and/or collective bargaining agreements.

Any employer or driver who violates the requirements of the federal regulations of the Omnibus
Transportation Employee Testing Act of 1991 may be subject to civil penalties.

In addition, in accordance with New York State law, a driver convicted of driving a listed vehicle with one or
more student passengers while impaired by the use of drugs or alcohol will have his/her license revoked for
one year and is subject to fines ranging from $500 to $5,000 and/or imprisonment. Any driver convicted
more than once in 10 years for such crimes will have his/her license revoked for three years and is subject
to a fine of $1,000 to $5,000 and/or imprisonment.
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Non-Instructional/Business
Operations

SUBJECT: IDLING SCHOOL BUSES ON SCHOOL GROUNDS

The Board of Education recognizes the need to promote the health and safety of District students
and staff and to protect the environment from harmful emissions found in bus and vehicle exhaust. In
accordance with Education Law and Commissioner's Regulations, the District will minimize, to the
extent practicable, the idling of all school buses and other vehicles owned or leased by the District
while such bus or vehicle is parked or standing on school grounds or in the front of any school. This
policy also applies to contractor owned and operated school buses under contract with the District.

The District shall ensure that each driver of a school bus or other vehicle owned, leased or
contracted for by the District turn off the engine of the bus or vehicle while waiting for passengers to
load or off load on school grounds, or while such vehicle is parked or standing on school grounds or in
front of or adjacent to any school.

Exceptions

Unless otherwise required by State or local law, the idling of a school bus or vehicle engine may
be permitted to the extent necessary to achieve the following purposes:

a)  For mechanical work; or

b)  To maintain an appropriate temperature for passenger comfort; or

c¢) Inemergency evacuations where necessary to operate wheelchair lifts.
Private Vendor Transportation Contracts

All contracts for pupil transportation services between the School District and a private vendor
that are entered into on or after August 21, 2008, shall include a provision requiring such vendor's

compliance with the provisions of reducing idling in accordance with Commissioner's Regulations
Section 156.3(h).

Education Law Section 3637
Vehicle and Traffic Law Section 142
8 New York Code of Rules and Regulations (NYCRR) Section 156.3(h)

Adoption Date: 12/15/2008
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SCHOOL DISTRICT OFFICER AND EMPLOYEE CODE OF ETHICS

The Board of Education is committed to avoiding any situation in which the existence of
conflicting interests of any Board member, officer or employee may call into question the integrity of
the management or operation of the school district. The Board recognizes that sound, ethical standards
of conduct serve to increase the effectiveness of district officers and staff as educators and public
employees in the community. Adherence to a code of ethics promotes public confidence in the schools
and furthers the attainment of district goals.

The Board also recognizes its obligation to adopt a code of ethics setting forth the standards of
conduct required of all Board members, district officers and employees under the provisions of the
General Municipal Law. Therefore, every Board member, officer and employee of the district, whether
paid or unpaid, shall adhere to the following code of ethics.

Statutory Conflicts of Interest

It is a conflict of interest for a Board member, officer or employee to benefit personally from
contracts made in their official capacity.

. “Contract” is defined broadly to include any claim or demand against the district or account or
agreement with the district, whether expressed or implied which exceeds the sum of $750.00 in
any fiscal year.

. An “interest” is defined as a direct or indirect benefit that runs to the employee as a result of a
contract with the district.

No Board member, officer or employee shall have an “interest” (i.e., receive a direct or
indirect benefit as the result of a contract with the district) in:

a firm, partnership or association in which he/she is a member or employee;

a corporation in which he/she is an officer, director or employee;

a corporation in which he/she, directly or indirectly, owns or controls 5% or more of the stock;
a contract between the district and his/her spouse, minor child or dependents, except for an
employment contract between the school district, a spouse, minor child or dependent of a
Board member authorized by §800(3) of the General Municipal Law or §3016 of the Education
Law.

AW~
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Gifts: A Board member, officer or employee shall not directly or indirectly solicit any gift or
accept or receive any gift having a value of $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 to influence
him or her in the performance of his or her official duties or was intended as a reward for any
official action on his or her part.

However, the Board welcomes and encourages the writing of letters or notes expressing
gratitude or appreciation to staff members. Gifts from children that are principally sentimental
in nature and of insignificant financial value may be accepted in the spirit in which they are
given.

Confidential information: A Board member, officer or employee shall not disclose confidential
information acquired by him or her in the course of his or her official duties or use such
information to further his or her personal interest. This includes matters discussed in executive
session. However, the Board, acting as a whole, may decide to disclose such information where
disclosure is not prohibited under the law.

Representation before the Board or District: A Board member, officer or employee shall not
receive or enter into any agreement, expressed or implied, for compensation for services to be
rendered in relation to any matter before the school district.

Disclosure of interest in matters before the Board: A Board member, officer or employee of the
district, whether paid or unpaid, must publicly disclose the nature and extent of any interest
they or their spouse have, will have or later acquire in any actual or proposed contract,
purchase agreement, lease agreement or other agreement involving the school district
(including oral agreements), to the governing body and his/her immediate supervisor (where
applicable) even if it is not a prohibited interest under applicable law. Such disclosure must be
in writing and made part of the official record of the school district. Disclosure is not required
in the case of an interest that is exempted under Section 803(2) of the General Municipal Law.
The term “interest” means a pecuniary or material benefit accruing to an officer or employee.

Investments in conflict with official duties: A Board member, officer or employee shall not
invest or hold any investment directly in any financial, business, commercial or other private
transaction that creates a conflict with his or her official duties. Exceptions to the conflict of
interest law can be found in Section 802 of the General Municipal Law (see 2160-E.1).

Private employment: A Board member, officer or employee shall not engage in, solicit,
negotiate for or promise to accept private employment when that employment or service
creates a conflict with or impairs the proper discharge of his or her official duties.

Future employment: A Board member, officer or employee shall not, after the termination of
service or employment with the district, appear before the Board in relation to any action,
proceeding, or application in which he or she personally participated during the period of his or
her service or employment or that was under his or her active consideration.
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8. Involvement with Charitable Organizations: A Board member, officer or employee may be
involved as a volunteer, officer or employee in a charitable organization which has a
relationship with the district. If a Board member is a board member, officer or employee of the
charitable organization the Board member must disclose such relationship in writing to the
district, and the Board member must recuse himself or herself from any discussions or votes
relating to the charitable organization which may come before the Board. When participating
in the activities of the charitable organization, the Board member, officer or employee shall not
disclose any confidential information learned in the course of his or her official duties or use
such information to further personal interests. Additionally, the Board member, officer or
employee shall not make representations on behalf of the district unless specifically authorized
to do so by the Board.

Distribution of f Ethi

The Superintendent of Schools shall cause a copy of this Code of Ethics to be distributed to
every member of the Board, every officer and employee of the school district. Each officer and
employee elected or appointed thereafter shall be furnished a copy before entering upon the duties of
his or her office or employment. In addition, the Superintendent shall ensure that a

copy of Article 18 of the General Municipal Law shall be kept posted in each public building under
the district's jurisdiction in a place conspicuous to the district's officers and employees.

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 the Board's code of ethics and its
accompanying regulation may be fined, suspended or removed from office or employment, as the case
may be, in the manner provided by law.

Ref:  General Municipal Law §§806-808
Opn. St. Comp. 2008-01
Application of the Board of Education, 57 EDR Dec. No. 17,147 (2017)
Application of Nett and Raby, 45 EDR 259 (2005)

Adoption date: 7/30/2007
Revised: 12/17/2018
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6111 DISCLOSURE OF WRONGFUL CONDUCT (Whistleblower Policy)

The Board of Education expects officers and employees of the district to fulfill the
public’s trust and to conduct themselves in an honorable manner, abiding by all district policies and
regulations and by all applicable state and federal laws and regulations.

However, when district officers or employees know or have reasonable cause to believe that
serious instances of wrongful conduct (e.g., mismanagement of district resources, unethical behavior,
violations of law or regulation, and/or abuse of authority) have occurred, they should report such
wrongful conduct to the Board or one of its designated officers.

For purposes of this policy, the term “wrongful conduct” shall be defined to include:

+ theft of district money, property, or resources;

* misuse of authority for personal gain or other non-district purpose;

e fraud;

+ actions that compromise the security and integrity of the district’s or state’s testing program;
» violations of applicable federal and state laws and regulations; and/or

» serious violations of district policy, regulation, and/or procedure.

Disclosure and Investigation

Employees and officers who know or have reasonable cause to believe that wrongful conduct
has occurred shall report such mismanagement, fraud or abuse to the Superintendent of Schools, the
School Attorney or the Independent Auditor. Each of these Board-designated officers, upon receiving
a report of alleged wrongful conduct, shall take immediate steps to conduct an investigation.

Staff members who suspect that a violation of state testing procedures has occurred by a
certified educator, or non-certified individual involved in the state testing program, must report their
concerns to the State Education Department (SED) in the manner prescribed by the Commissioner of
Education, and must also report concerns to the Superintendent or Board of Education. Any Building
Principal receiving such a report shall relay this information to the Superintendent.

The Superintendent, School Attorney or the Independent Auditor shall maintain a written
record of the allegation, conduct an investigation to ensure that
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the appropriate unit (auditors, police, SED, etc.) investigates the disclosure, and notify the Board when
appropriate to do so.

Except as otherwise provided in either state and/or federal law, the Board-designated officer
shall make all reasonable attempts to protect the identity of the employee making the disclosure in a
confidential manner, as long as doing so does not interfere with conducting an investigation of the
specific allegations or taking corrective action.

The district shall not take adverse employment action against an employee who has notified the
district of wrongdoing, allowing the district the opportunity to investigate and correct the misconduct.
The district shall not take adverse action against an employee who has reported misconduct when
mandated to do so by federal or state law or regulation.

Complaints of Reprisal

An employee who has been subject to an adverse employment action based on his or her prior
disclosure of alleged or actual wrongful conduct may contest the action by filing a written complaint
of reprisal with the Board President. The Board President, or his/her designee, will review the
complaint expeditiously to determine:

* whether the complainant made a disclosure of alleged wrongful conduct before an adverse
employment action was taken;

* whether the responding party could reasonably have been construed to have had knowledge of
the disclosure and the identity of the disclosing employee;

* whether the complainant has in fact suffered an adverse employment action after having made
the disclosure; and

» whether the complainant alleges that adverse employment action occurred as a result of the
disclosure.

If the designee determines that all of the above elements are present, he or she shall appoint a
review officer or panel to investigate the claim and make a recommendation to the Board. At the time
of appointment, the designee shall inform the complainant and the respondent, in writing, of:

+ the intent to proceed with an investigation;

+ the specific allegations to be investigated;

+ the appointment of the review officer or panel; and

+ the opportunity of each party to support or respond, in writing, to the allegation.

Once the review officer or panel has conducted a review and considers the investigation to be
complete, the officer or panel will notify the designee of its
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completion. From the date of that notice, the review officer has 30 days to report his or her
findings and make any recommendations he or she deems appropriate to the designee. The designee,
in conferral with the appropriate administrator shall issue a letter of findings to both the complainant
and the respondent.

The decision of the review officer or panel is binding.
Nothing in this policy is intended to interfere with legitimate employment decisions.
The Superintendent of Schools shall establish regulations necessary to implement this policy.

This policy and accompanying regulations shall be published in employee handbooks, posted
in employee lounges and given to all employees with fiscal accounting and/or money handling
responsibilities on an annual basis.

The Superintendent of Schools, the Auditor, the School Attorney and others involved in
implementing this policy shall meet with the Board once a year to evaluate the effectiveness of this
policy and to make appropriate adjustments, if any, to the policy and accompanying regulations.

Ref:  Civil Service Law

§75-b Labor Law §740
8 NYCRR §§102.3, 102.4 (testing misconduct)
Garrity v. University at Albany, 301 A.D. 2d 1015 (3" Dept. 2003) (Article 75-b protections only
apply if employee first discloses wrongdoing to employer, allowing for investigation and correction
prior to disclosure to outside agencies)
Matter of Brey v. Bd. of Educ., 245 A.D. 2d 613 (3™ Dept. 1997) (termination based on work
deficiency, not retaliation)

Adoption date: 2/25/2013
Revised date: 10/19/15
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SEXUAL HARASSMENT

Sexual harassment is against federal and state law. The Board is committed to maintaining an educational and working environment
free from such harassment, and therefore prohibits sexual harassment of students and employees in the district. The district will
establish detailed policies and regulations for both students and employees which address definitions, protections, prohibited behavior
(including retaliation), prevention activities, training/education, complaint reporting, investigations, and consequences.

Cross-ref:
7551, Sexual Harassment of Students

6121, Sexual Harassment of Employees

Ref:

Education Amendments of 1972, Title IX, 20 U.S.C. §1681 et seq., 34 CFR 106 et seq.
Title VII of Civil Rights Act (1964), 42 U.S.C. §2000-¢; 34 CFR §100 et seq.

Education Law §§10-18 (Dignity for All Students Act)

Executive Law §296-d (prohibition of sexual harassment of employees and non-employees)
Labor Law §201-g (required workplace sexual harassment policy and training)

Civil Practice Law and Rules §§5003-b (nondisclosure agreements optional); 7515 (mandatory arbitration
prohibited) General Obligations Law §5-336 (nondisclosure agreements optional)

Davis v. Monroe County Board of Education, 526 U.S. 629, 652 (1999)

Gebser v. Lago Vista Independent School District, 524 U.S, 274 (1998)

Faragher v. City of Boca Raton, 524 U.S. 775 (1998)

Burlington Industries v. Ellerth, 524 U.S. 742 (1998)

Oncale v. Sundowner Offshore Services, Inc., 523 U.S. 75 (1998)

Franklin v. Gwinnett County Public Schools, 503 U.S. 60 (1992)

Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986)

Cannon v. University of Chicago, 441 U.S. 677 (1979)

Office for Civil Rights Revised Sexual Harassment Guidance (January 19, 2001)

Office for Civil Rights, Dear Colleague Letter: Sexual Harassment Issues (2006)

Office for Civil Rights, Dear Colleague Letter: Bullying (October 26, 2010)

Adoption date: 2/22/2021
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120 EQUAL OPPORTUNITY AND NONDISCRIMINATION

The Board of Education, its officers and employees, shall not discriminate in its programs and
activities on the basis of race, color, national origin, creed, religion, marital status, sex, age, sexual
orientation, disability or predisposing genetic characteristic. The district will provide notice of this
policy in accordance with federal and state law and regulation.

This policy of nondiscrimination includes access by students to educational programs,
counseling services for students, course offerings, and student activities, as well as recruitment and
appointment of employees and employment pay, benefits, advancement and/or terminations.

The Board of Education, its officers and employees shall not discriminate against students on
the basis of actual or perceived race, color, weight, national origin, ethnic group, religion, religious
practice, disability, sex; sexual orientation, or gender (including gender identity and expression).

A finding that an individual has engaged in conduct in violation of this policy may result in
disciplinary action and/or filing of a report with third parties in the manner prescribed by the district
code of conduct, the law or applicable contract.

Nothing in this policy shall be construed to prohibit a denial of admission into, or exclusion
from, a course of instruction or activity based on a person’s gender that would be permissible under
the law, or to prohibit, as discrimination based on disability, actions that would be permissible under
the law.

Annual Notification

At the beginning of each school year, the district shall publish a notice of the established
grievance procedures for resolving complaints of discrimination to parents/guardians, employees,
students and the community. The public notice shall:

1. inform parents, employees, students and the community that education programs, including but
not limited to vocational programs, are offered without regard to actual or perceived race, color,
weight, national origin, ethnic group, religion, religious practice, disability, sex; sexual orientation, or
gender (including gender identity and expression;

2. provide the name, address and telephone number of the person designated to coordinate
activities concerning discrimination; and
3. be included in announcements, bulletins, catalogues, and applications made available by

the district.

The building principals and Title IX/ADA Compliance Officer has been designated to handle
inquiries regarding the district’s non-discrimination policies. Contact information for the building
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principals and Title IX/ADA Compliance Officer is available on the district’s website. Complaints of
sexual harassment or discrimination are covered by policy 3420.

All complainants and those who participate in the investigation of a complaint in conformity
with state law and district policies, who have acted reasonably and in good faith, have the right to be
free from retaliation of any kind.

The Board authorizes the Superintendent of Schools to establish such rules, regulations and
procedures necessary to implement and maintain this policy.

Ref:  Age Discrimination in Employment Act of 1967 29 U.S.C. §621 ef seq.
Americans with Disabilities Act, 42 U.S.C. §12101 et seq.
Title VI, Civil Rights Act of 1964, 42 U.S.C. §2000d et seq. (nondiscrimination based on race, color,
and national origin in federally assisted programs)
Title VII, Civil Rights Act of 1964, 42 U.S.C. §2000e¢ et seq. (nondiscrimination based on race, color,
and national origin in employment)
Title IX, Education Amendments of 1972, 20 U.S.C. §1681 et seq. (nondiscrimination based on sex)
§504, Rehabilitation Act of 1973, 29 U.S.C. §794
Individuals with Disabilities Education Law, 20 U.S.C §§1400 ef seq.
Genetic Information Nondiscrimination Act of 2008 P.L.. 110-233
34 C.F.R. §§ 100.6, 104.8, 106.9, 110.25
Executive Law §290 ef seq. (New York State Human Rights Law)
Education Law §§10-18 (The Dignity for All Students Act)
Education Law §§313(3), 3201, 3201-a

Adoption date: 7/30/07
Revised date I: 4/20/10
Revised date 1I: 2/25/2013
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EQUAL OPPORTUNITY AND NONDISCRIMINATION
REGULATION
The procedures set forth in this regulation do not supersede any protection complainants are
provided under existing state or federal law.

Definitions

Complainant shall mean an applicant, employee, student or vendor who alleges that they have
been subjected to discrimination, which may be a violation of this policy, as well as a violation of
federal or state law or associated regulations, which has affected him/her.

Complaint shall mean any alleged act of discrimination which may be a violation of this
policy, which may also violate federal and state civil rights laws or associated regulations.

Compliance Olfficer shall mean the employee designated by the Board of Education to
coordinate efforts to comply with and carry out responsibilities under the Civil Rights Act of 1964,
Section 504 and the ADA. The district’s compliance officer is: (The CSE Chair through the Building
Principals. The CSE Chair phone number is 696-2112 x134).

The investigation and resolution of any complaints alleging an action prohibited by the Civil
Rights Act of 1964, as amended, Section 504 of the Rehabilitation Act or the ADA shall be dealt with
in the following prompt, equitable and impartial manner:

A. Stage I--Compliance Officer

As soon as practicable, if possible within 30 days after the events giving rise to the
allegation, the complainant shall file a complaint, preferably in writing using the district’s complaint
form, with the Compliance Officer. The Compliance Officer may informally discuss the complaint
with the complainant. He/She shall promptly and thoroughly investigate the matter. All employees
and students of the school district shall cooperate with the Compliance Officer in such investigation.

Within 15 days of receipt of the complaint, the Compliance Officer shall make a finding in
writing that there has or has not been a violation of the Civil Rights Act, Section 504 of the
Rehabilitation Act or the ADA. In the event the Compliance Officer finds that there has been a
violation, he/she shall propose a resolution of the complaint.
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If the complainant is not satisfied with the finding of the Compliance Officer, or with the
proposed resolution of the complaint, the complainant may, within 15 days after he/she has received
the report of the Compliance Officer, file a written request for review by the Superintendent of
Schools.

B. Stage II--Superintendent of Schools

The Superintendent may request that the complainant, the Compliance Officer, student, or any
member of the school district staff present a written statement to him/her setting forth any information
that such person has relative to the complaint and the facts surrounding it.

The Superintendent shall notify all parties concerned as to the time and place when an
informal hearing will be held where such parties may appear and present oral and written statements
supplementing their position in the case. Such hearing shall be held within 15 school days of the
receipt of the appeal by the Superintendent.

Within 15 days of the hearing, the Superintendent shall render his/her determination in writing.
Such determination shall include a finding that there has or has not been a violation of the Civil Rights
Act, Section 504 of the Rehabilitation Act or the ADA, and if applicable, a proposal for equitably
resolving the complaint.

If the complainant is not satisfied with the determination of the Superintendent or the
proposed resolution, the complainant may, within 15 days after its receipt, file with the Clerk of the
Board of Education, a written request for review by the Board.

C. Stage IlI--Board of Education

When a request for review by the Board has been made, the Superintendent shall submit
all written statements and other materials concerning the case to the President of the Board.
The Board shall notify all parties concerned of the time and place when a hearing will be
held. Such hearing will be held within 15 school days of the receipt of the request of the complainant.
The Board shall render a decision in writing within 15 days after the hearing has
been concluded.
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SEXUAL HARASSMENT OF EMPLOYEES

The Board of Education recognizes that harassment of employees (including all staff, applicants for
employment, both paid and unpaid interns, exempt and non-exempt status, part-time, seasonal, and
temporary workers, regardless of immigration status) and certain “non-employees” (which includes
contractors, subcontractors, vendors, consultant and other persons providing services pursuant to a contract,
or their employees) on the basis of sex, sexual orientation, and/or gender identity and expression is abusive
and illegal behavior that harms targets and negatively impacts the school culture by creating an environment
of fear, distrust, intimidation and intolerance. The Board further recognizes that preventing and remedying
such harassment in the workplace is essential to ensure a healthy, nondiscriminatory environment in which
employees and “non-employees” can work productively.

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where
applicable) local law. For purposes of this policy, sexual harassment includes harassment on the basis of
perceived or self-identified sex, sexual orientation, gender identity and expression, and transgender status.

Sexual harassment is unlawful when it subjects an individual to inferior terms, conditions or privileges
of employment. Such harassment need not be severe or pervasive to be unlawful, and can be any
harassing conduct that consists of more than petty slights or trivial inconveniences.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at an
individual because of that individual's sex, sexual orientation, gender identity and expression, and
transgender status, when:

a. submission to that conduct is made either explicitly or implicitly a term or condition of
an individual's employment;
b. submission to or rejection of such conduct is used as the basis for decisions affecting
an individual’s employment; or
c. the conduct has the purpose or effect of unreasonably interfering with an employee's or “non-

employee’s” work or creating an intimidating, hostile or offensive work environment, even if the
complaining individual is not the intended target of the sexual harassment;

Sexual harassment can include unwelcome sexual advances, requests for sexual favors, and other verbal,
nonverbal, or physical conduct of a sexual nature, or verbal, nonverbal or physical aggression, intimidation or
hostility that is based on actual or perceived gender and sexual stereotypes. Examples of sexual harassment
can be found in the accompanying regulation (6121-R).

The Board is committed to providing a working environment that promotes respect, dignity and equality and
that is free from all forms of sexual harassment. To this end, the Board condemns and strictly prohibits all
forms of sexual harassment on school grounds, school buses and at all school-sponsored activities, programs
and events, including those that take place at locations outside the district, or outside the work setting if the
harassment impacts the individual’s employment in a way that violates their legal rights, including when
employees and “non-employees” travel on district business, or when harassment is done by electronic means
(including on social media). For employees, sexual harassment is considered a form of employee misconduct.
Sanctions will be enforced against all those who engage in sexual harassment or retaliation, and against
supervisory and managerial personnel who knowingly allow such behavior to continue.



Sexual harassment may subject the district to liability for harm done to targets. Harassers may also be
individually subject to civil liability if sued in a court of law or criminal liability if prosecuted.

Under various state and federal laws, students, employees and “non-employees” have legal protections
against sexual harassment in the school environment as described above. Those laws are listed in the
references section. Additionally, local laws (e.g., county, city, town, village) may apply to the district. The
district’s Code of Conduct also addresses appropriate behavior in the school environment. Sexual harassment
can occur between persons of all ages and genders.

In order for the Board to effectively enforce this policy and to take prompt corrective measures, it is
essential that all targets of sexual harassment and persons with knowledge of sexual harassment report the
harassment immediately. The district will promptly investigate all complaints of sexual harassment, either
formal or informal, verbal or written. To the extent possible, all complaints will be treated in a confidential
manner.

Limited disclosure may be necessary to complete a thorough investigation. If the complainant reports
that they feel unsafe at work due to the nature of the complaint, the district will determine if
accommodations need to be made until the issue is resolved.

If, after appropriate investigation, the district finds that a person has violated this policy, prompt corrective
action will be taken in accordance with the applicable collective bargaining agreement, contract, district
policy and state law. Individual nondisclosure agreements may only be used as permitted by law, described in
the accompanying regulation.

All complainants and those who participate in sexual harassment complaints or the investigation of a
complaint of sexual harassment have the right to be free from retaliation of any kind, when they do so with a
good faith belief that sexual harassment has occurred. Such prohibited retaliation can include, but is not
limited to, discipline, discrimination, demotion, denial of privileges, or any action that would keep a person
from coming forward to make or support a sexual harassment claim. Such actions need not be job-related, or
occur in the workplace, to constitute unlawful retaliation.

The Superintendent of Schools is directed to develop and implement regulations for reporting, investigating
and remedying allegations of sexual harassment. These regulations are to be attached to this policy. In
addition, the Board directs that training programs be established for students, and annually for employees, to
raise awareness of the issues surrounding sexual harassment and to implement preventative measures to help
reduce incidents of sexual harassment. Age-appropriate instructional materials will be incorporated into the
curriculum to educate students so that they can recognize and reduce the incidence of sexual harassment.

This policy, or a simplified version, will be posted in a prominent place in each district facility, on the
district’s website, and shall also be published in employee handbooks, and other appropriate school
publications.

A committee of administrators, teachers, parents, students and the school attorney will be convened annually
to review this policy's effectiveness and compliance with applicable state and federal law, and to recommend
revisions to Board.

Ref:
Education Amendments of 1972, Title IX, 20 U.S.C. §1681 et seq., 34 CFR 106 et seq.

Title VII of Civil Rights Act (1964), 42 U.S.C. §2000-e; 34 CFR §100 et seq.



Executive Law §296-d (prohibition of sexual harassment of employees and non-employees)
Labor Law §201-g (required workplace sexual harassment policy and training)

Civil Practice Law and Rules §§5003-b (nondisclosure agreements optional); 7515 (mandatory arbitration
prohibited)

General Obligations Law §5-336 (nondisclosure agreements optional)
Faragher v. City of Boca Raton, 524 U.S. 775 (1998)

Burlington Industries v. Ellerth, 524 U.S. 742 (1998)

Oncale v. Sundowner Offshore Services, Inc., 523 U.S. 75 (1998)

Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986)

Adoption Date: 7/30/2007
Revised Dates: 2/25/2013, 11/19/2018, 2/22/2021
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SEXUAL HARASSMENT OF EMPLOYEES EXHIBIT

Complaint Form For Reporting Sexual Harassment

New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that
includes a complaint form for targets to report alleged incidents of sexual harassment.

If you believe that you have been subjected to sexual harassment, you are encouraged to complete this form
to the best of your ability and submit it to [insert title, person or office designated,; contact information for
designee or office; how the form can be submitted]. You will not be retaliated against for filing a complaint.

If you are more comfortable reporting verbally or in another manner, the district should complete this
form, provide you with a copy and follow its sexual harassment prevention policy by investigating the
claims as outlined at the end of this form. For additional resources, visit:

http://www.ny.gov/programs/combating- sexual-harassment-workplace

YOUR INFORMATION (for all persons making a complaint)

Your Name:

Home Address:
Home or Cell Phone:
Email:

Work Address:
Work Phone:

Job Title:

Preferred Communication Method (please select one): phone, email, mail, in person

SUPERVISOR INFORMATION

Immediate Supervisor’s Name:
Title:
Work Phone:

Work Address:

COMPLAINT INFORMATION


http://www.ny.gov/programs/combating-sexual-harassment-workplace
http://www.ny.gov/programs/combating-sexual-harassment-workplace

1. Your complaint of Sexual Harassment is made against (please include as much information as
possible, if known):

Name:

Job Title (if an employee):

Grade/Class (if a student):

School/Work Location:

Phone:

Relationship to you (please circle one below):

Supervisor / Subordinate / Co-Worker / Student / Other:

(Please use additional sheets of paper if the complaint is against multiple people.)

2. Please describe what happened and how it is affecting you and your work. Please use additional
sheets of paper if necessary and attach any relevant documents or evidence.

3. Date(s) and location(s) sexual harassment occurred:

Is the sexual harassment continuing? Yes No



4. Please list the name and contact information (if known) of any witnesses or individuals who
may have information related to your complaint:

The following question is optional, but may help the district's investigation.

5. Have you previously complained about or provided information (verbal or written)
about sexual harassment or related incidents to the district? __Yes No

If yes, when and to whom did you complain or provide information?

If you have retained legal counsel and would like us to work with them, please provide their contact
information.

Print Name:

Signature:

Date:




Instructions for the District

If you receive a complaint about alleged sexual harassment, you must follow the district's sexual harassment
prevention policy by investigating the allegations through actions including:

*  Speaking with the complainant

*  Speaking with the alleged harasser

* Interviewing witnesses

*  Collecting and reviewing any related documents

While the process may vary from case to case, all allegations should be investigated promptly and resolved as
quickly as possible. The investigation should be kept confidential to the extent possible.

Document findings of the investigation and basis for your decision along with any corrective actions taken,
and notify the complainant and the individual(s) against whom the complaint was made (if the alleged
harasser is a student, also notify the parent/guardian). This may be done via email.
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SEXUAL HARASSMENT OF EMPLOYEES REGULATION

This regulation is intended to create and preserve a working environment free from unlawful sexual harassment on the basis of perceived
or self-identified sex, sexual orientation, and/or gender identity and expression, in furtherance of the district's commitment to provide a
healthy and productive environment for all employees (including all staff, applicants for employment, both paid and unpaid interns.
exempt and non-exempt status, part-time, seasonal, and temporary workers, regardless of immigration status) and “non-employees” (i.e.,
contractors, subcontractors, vendors, consultant and other persons providing services pursuant to a contract, or their employees) that
promotes respect, dignity and equality.

Sexual Harassment Defined

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where applicable) local law. Sexual
harassment includes harassment on the basis of perceived or self-identified sex, sexual orientation, gender identity, gender expression,
and transgender status.

Sexual harassment is unlawful when it subjects an individual to inferior terms, conditions or privileges of employment. Such harassment
need not be severe or pervasive to be unlawful, and can be any harassing conduct that consists of more than petty slights or trivial
inconveniences.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at an individual because of that
individual's perceived or self-identified sex, sexual orientation, gender identity or expression, and transgender status, when:

1. submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of an employee's or
"non-employee's" employment; or

2. submission to or rejection of that conduct or communication by an individual is used as the basis for decisions affecting
an employee's or "non-employee's" employment; or

3. the conduct or communication has the purpose or effect of substantially or unreasonably interfering with an employee's or
"non-employee's" work performance, or creating an intimidating, hostile or offensive working environment, even if the
complaining individual is not the intended target of the sexual harassment.

Sexual harassment can include unwelcome sexual advances, requests for sexual favors, and other verbal, nonverbal, or physical conduct
of a sexual nature, or verbal, nonverbal or physical aggression, intimidation or hostility that is based on sex, gender and sexual
orientation stereotypes.

Unacceptable Conduct



Conduct that the district considers unacceptable and which may constitute sexual harassment includes, but is not limited to, the
following:

1. rape, attempted rape, sexual assault, attempted sexual assault, forcible sexual abuse, hazing, and other sexual and gender-based
activity of a criminal nature as defined under the State Penal Law;

2. unwelcome sexual advances or invitations or requests for sexual activity, including but not limited to those in exchange for
promotions, preferences, favors, selection for job assignments, etc., or when accompanied by implied or overt threats
concerning the target's work evaluations, other benefits or detriments;

3. unwelcome or offensive public sexual display of affection, including kissing, hugging, making out, groping, fondling,
petting, inappropriate touching of one's self or others (e.g., pinching, patting, grabbing, poking), sexually suggestive dancing,
and massages;

4. any unwelcome communication that is sexually suggestive, sexually degrading or derogatory or implies sexual motives or
intentions, such as sexual remarks or innuendoes about an individual's clothing, appearance or activities; sexual jokes;
sexual gestures; public conversations about sexual activities or exploits; sexual rumors and "ratings lists;" howling, catcalls,
and whistles; sexually graphic computer files, messages or games, etc.;

5. unwelcome and offensive name calling or profanity that is sexually suggestive or explicit, sexually degrading or derogatory,
implies sexual intentions, or that is based on sexual stereotypes or sexual orientation, gender identity or expression;

6. unwelcome physical contact or closeness that is sexually suggestive, sexually degrading or derogatory, or sexually intimidating
such as the unwelcome touching of another's body parts, cornering or blocking an individual, standing too close, spanking,
pinching, following, stalking, frontal body hugs, etc.;

7. unwelcome and sexually offensive physical pranks or touching of an individual's clothing, such as hazing and initiation,
“streaking” (running naked in public), “mooning” (exposing one’s buttocks), “snuggies” or “wedgies” (pulling underwear up
at the waist so it goes in between the buttocks), bra-snapping, skirt “flip-ups,” “pantsing” or “spiking” (pulling down
someone's pants or swimming suit); pinching; placing hands inside an individual's pants, shirt, blouse, or dress, etc.;

8. unwelcome leers, stares, gestures, or slang that are sexually suggestive; sexually degrading or derogatory or imply sexual
motives or intentions;

9. clothing with sexually obscene or sexually explicit slogans or messages;

10. unwelcome and offensive skits, assemblies, and productions that are sexually suggestive, sexually degrading or derogatory, or
that imply sexual motives or intentions, or that are based on sexual stereotypes;

11. unwelcome written or pictorial display or distribution (including via electronic devices) of pornographic or other
sexually explicit materials such as signs, graffiti, calendars, objects, magazines, videos, films, Internet material, etc.;

12. other hostile actions taken against an individual because of that person’s perceived or self-identified sex, sexual orientation,
gender identity or transgender status, such as interfering with, destroying or damaging a person's work area or equipment;
sabotaging that person's work activities; bullying, yelling, or name calling; or otherwise interfering with that person's ability to
work or participate in school functions and activities; and

13. any unwelcome behavior based on sexual stereotypes and attitudes that is offensive, degrading, derogatory, intimidating, or
demeaning, including, but not limited to:

14.

a. disparaging remarks, slurs, jokes about or aggression toward an individual because the person displays
mannerisms or a style of dress inconsistent with stereotypical characteristics of the person’s sex;

b. ostracizing or refusing to participate in group activities with an individual (including, but not limited to, projects or
trips) because of the individual’s perceived or self-identified sex, sexual orientation, gender identity or expression or
transgender status;

c. taunting or teasing an individual because they are participating in an activity not typically associated with the
individual’s sex, sexual orientation or gender.

For purposes of this regulation, action or conduct will be considered “unwelcome” if the employee or “non-employee” did not request or
invite it and regarded the conduct as undesirable or offensive.

Sexual harassment may occur on school grounds, school buses and at all school-sponsored activities, programs and events, including
those that take place at locations outside the district, or outside the work setting if the harassment impacts the individual’s employment
in a way that violates their legal rights, including when employees or “non-employees” travel on district business, or when the
harassment is done by electronic means (including on social media).



Determining if Prohibited Conduct is Sexual Harassment

Complaints of sexual harassment will be thoroughly investigated to determine whether the totality of the behavior and circumstances
meet any of the elements of the above definition of sexual harassment and should therefore be treated as sexual harassment. Not all
unacceptable conduct with sexual connotations or based on sex may constitute sexual harassment. Such conduct must rise above what a
reasonable victim of discrimination with the same protected characteristics would consider petty slights or trivial inconveniences to be
considered sexual harassment. If the behavior doesn't rise to the level of sexual harassment, but is found to be objectionable behavior,
the individual will be educated and counseled in order to prevent the behavior from continuing.

In evaluating the totality of the circumstances and making a determination of whether conduct constitutes sexual harassment, the
individual investigating the complaint should consider:

1. the degree to which the conduct altered the conditions of the employee's or “non-employee’s” working environment;

2. the type, frequency and duration of the conduct;

3. the identity of and relationship between the alleged harasser and the subject of the harassment (e.g., sexually based conduct by
an authority figure is more likely to create a hostile environment than similar conduct by a peer);

the number of individuals involved;

the age and sex of the alleged harasser and the target of the harassment;

the location of the incidents and context in which they occurred;

other incidents at the school; and

incidents of gender-based, but non-sexual harassment.

P NN N A

Reporting Complaints

Employees and “non-employees” who believe they have been the target of sexual harassment in the workplace is encouraged to report
complaints as soon as possible after the incident in order to enable the district to promptly and effectively investigate and resolve the
complaint. Any person who witnesses or is aware of sexual harassment of an employee or “non-employee” is also encouraged to report
the incident or behavior to the district. Targets are encouraged to submit the complaint in writing; however, complaints may be filed
verbally.

Complaints should be filed with the Principal or the Title IX coordinator; however, employees and “non-employees” can report
complaints to any supervisor or manager.

School employees receiving complaints of sexual harassment from employees and “non-employees” must either direct the complainant
to the Building Principal or Title IX coordinator, or may report the incident themselves. Supervisory and managerial personnel are
required to report complaints of sexual harassment received by employees and “non-employees” to the Principal or Title IX coordinator,
and will be subject to discipline for failing to report suspected or reported sexual harassment, knowingly allowing sexual harassment to
continue, or engaging in any retaliation.

In order to assist investigators, targets should document the harassment as soon as it occurs and with as much detail as possible
including: the nature of the harassment; dates, times, places it has occurred; name of harasser(s); witnesses to the harassment; and the
target's response to the harassment.

Confidentiality



It is district policy to respect the privacy of all parties and witnesses to complaints of sexual harassment. To the extent possible, the
district will not release the details of a complaint or the identity of the complainant or the individual(s) against whom the complaint is
filed to any third parties who do not need to know such information. However, because an individual's need for confidentiality must be
balanced with the district's legal obligation to provide due process to the accused, to conduct a thorough investigation, or to take
necessary action to resolve the complaint, the district retains the right to disclose the identity of parties and witnesses to complaints in
appropriate circumstances to individuals with a need to know. The staff member responsible for investigating complaints will discuss
confidentiality standards and concerns with all complainants.

If a complainant requests that their name not be revealed to the individual(s) against whom a complaint is filed, the staff member
responsible for conducting the investigation will inform the complainant that:

1. the request may limit the district's ability to respond to their complaint;

2. district policy and federal law prohibit retaliation against complainants and witnesses;
3. the district will attempt to prevent any retaliation; and

4.  the district will take strong responsive action if retaliation occurs.

If the complainant still requests confidentiality after being given the notice above, the investigator will take all reasonable steps to
investigate and respond to the complaint consistent with the request as long as doing so does not preclude the district from responding
effectively to the harassment and preventing the harassment of others.

Investigation and Resolution Procedure

The Principal or the Title IX coordinator will conduct a preliminary review when they receive a verbal or written complaint of sexual
harassment, or if they observe sexual harassment. Except in the case of severe or criminal conduct, the Principal or the Title IX
coordinator should make all reasonable efforts to resolve complaints informally at the school level. The goal of informal investigation
and resolution procedures is to end the harassment and obtain a prompt and equitable resolution to a complaint. All persons involved in
an investigation (complainants, witnesses and alleged harassers) will be accorded due process to protect their rights to a fair and
impartial investigation. This investigation shall be prompt and thorough, and shall be completed as soon as possible.

Immediately, but no later than two working days following receipt of a complaint, the Principal or Title IX coordinator shall begin an
investigation of the complaint according to the following steps:

1. Interview the target and document the conversation. Instruct the target to have no contact or communication regarding the
complaint with the alleged harasser. Ask the target specifically what action they want taken in order to resolve the complaint.
Refer the target, as appropriate, to school social workers, school psychologists, crisis team managers, other school staff, or
appropriate outside agencies for counseling services.

2. Review any written documentation of the harassment prepared by the target. If the target has not prepared written
documentation, ask the target to do so, providing alternative formats for individuals with disabilities who may need
accommodation. If the complainant refuses to complete a complaint form or written documentation, the Principal or Title
IX coordinator shall complete a complaint form (see exhibit 0110.2-E) based on the verbal report.

3. Request, review, obtain and preserve relevant evidence of harassment (e.g., documents, emails, phone records, etc.), if any
exist.

4. Interview the alleged harasser regarding the complaint and inform the alleged harasser that if the objectionable conduct has
occurred, it must cease immediately. Document the conversation. Provide the alleged harasser an opportunity to respond to the
charges in writing.

5. Instruct the alleged harasser to have no contact or communication regarding the complaint with the target and to not retaliate
against the target. Warn the alleged harasser that if they make such contact with or retaliate against the target, they will be
subject to immediate disciplinary action.



6. Interview any witnesses to the complaint. Where appropriate, obtain a written statement from each witness. Caution each
witness to keep the complaint and their statement confidential. Employees may be required to cooperate as needed in
investigations of suspected sexual harassment.

7. Review all documentation and information relevant to the complaint.

8. Where appropriate, suggest mediation as a potential means of resolving the complaint. In addition to mediation, use
appropriate informal methods to resolve the complaint, including but not limited to:

a.  discussion with the accused, informing them of the district's policies and indicating that the behavior must stop;

b. suggesting counseling and/or sensitivity training;

c. conducting training for the department or school in which the behavior occurred, calling attention to the
consequences of engaging in such behavior;

d. requesting a letter of apology to the complainant;

e. writing letters of caution or reprimand; and/or

f.  separating the parties.

9. Involvement and Notification

a. Ifthe alleged harasser is a student, their parents/guardians will be notified within one school day of allegations that

are serious or involve repeated conduct.

10.

b. If'the alleged harasser is a student receiving special education services under an IEP or section 504/Americans
with Disabilities Act accommodations, the committee on special education will be consulted to determine the
degree to which the student's disability caused the discrimination or policy violation. In addition, due process
procedures required for persons with disabilities under state and federal law will be followed.

c.  The Principal or Title IX Coordinator (i.e., the investigator) will submit a copy of all investigation and interview
documentation to the Superintendent.

d. The investigator will report back to both the target and the accused, notifying them in writing, and also in person as
appropriate regarding the outcome of the investigation and the action taken to resolve the complaint. The investigator
will instruct the target to report immediately if the objectionable behavior occurs again or if the alleged harasser
retaliates against them.

e. The investigator will notify the target that if they desire further investigation and action, they may request a district
level investigation by contacting the Superintendent of Schools. The investigator will also notify the target of their
right to contact the U.S. Department of Education's Office for Civil Rights, the U.S. Equal Employment Opportunity
Commission, the New York State Division of Human Rights, and/or a private attorney.

11. Create a written documentation of the investigation, kept in a secure and confidential location, containing:

b. A list of all documentation and other evidence reviewed, along with a detailed summary;

A list of names of those interviewed along with a detailed summary of their statements;
A timeline of events;

A summary of prior relevant incidents, reported or unreported; and

The final resolution of the complaint, together with any corrective action(s).

™o e o

If the initial investigation results in a determination that sexual harassment did occur, the investigator will promptly notify the
Superintendent, who will then take prompt disciplinary action in accordance with district policy, the applicable collective bargaining
agreement or state law.

If a complaint received by the Principal or the Title IX Coordinator contains evidence or allegations of serious or extreme harassment,
such as employee to student harassment, criminal touching, quid pro quo (e.g., offering an employment reward or punishment as an
inducement for sexual favors), or acts which shock the conscience of a reasonable person, the complaint will be referred promptly to the
Superintendent. In addition, where the Principal or the Title IX coordinator has a reasonable suspicion that the alleged harassment
involves criminal activity, they must immediately notify the Superintendent, who will then contact appropriate law enforcement
authorities. Where criminal activity is alleged or suspected by a district employee, the accused employee will be suspended pending the
outcome of the investigation, consistent with all contractual or statutory requirements.

Any party who is not satisfied with the outcome of the initial investigation by the Principal or the Title IX coordinator may request a
district-level investigation by submitting a written complaint to the Superintendent within 30 days.



B. District-level Procedure

The Superintendent will promptly investigate and resolve all sexual harassment complaints that are referred by a Principal or Title IX
coordinator, as well as those appealed to the Superintendent following an initial investigation by a Principal or Title IX coordinator. In
the event the complaint of sexual harassment involves the Superintendent, the complaint will be filed with or referred to the Board
President, who will refer the complaint to a trained investigator not employed by the district for investigation.

The district level investigation should begin as soon as possible but not later than three working days following receipt of the complaint
by the Superintendent or Board President.

In conducting the formal district level investigation, the district will use investigators who have received formal training in sexual
harassment investigation or that have previous experience investigating sexual harassment complaints.

If a district investigation results in a determination that sexual harassment did occur, prompt corrective action will be taken to end the
harassment. Where appropriate, district investigators may suggest mediation as a means of exploring options of corrective action and
informally resolving the complaint.

No later than 30 days following receipt of the complaint, the Superintendent (or in cases involving the Superintendent, the Board-
appointed investigator) will notify the target and alleged harasser, in writing, of the outcome of the investigation. If additional time is
needed to complete the investigation or take appropriate action, the Superintendent or Board-appointed investigator will provide all
parties with a written status report within 30 days following receipt of the complaint.

The target and the alleged harasser have the right to be represented by a person of their choice, at their own expense, during sexual
harassment investigations and hearings.

External Remedies

Employee targets have the right to register sexual harassment complaints with the U.S. Department of Education's Office for Civil
Rights (OCR), the federal Equal Employment Opportunity Commission (EEOC) and the New York State Division of Human Rights
(DHR). The OCR can be contacted at (800) 421-3481, 400 Maryland Avenue SW, Washington, DC 20202-1100, or at
https://www2.ed.gov/about/offices/list/ocr./docs/howto.html. The EEOC can be contacted at (800) 669-4000,
https://www.eeoc.gov/employees/howtofile.cfm, info@eeoc.gov, or at 33 Whitehall Street, Sth Floor, New York, NY 10004 or 300 Pearl
Street, Suite 450, Buffalo, NY 14202. The DHR can be contacted at (888) 392-3644, www.dhr.ny.gov/complaint, or at 1 Fordham Plaza,
Fourth Floor, Bronx, NY 10458.

Nothing in these regulations limits the right of the complainant to file a lawsuit in either state or federal court, or to contact law
enforcement officials if the sexual harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts,
or other acts which may constitute a crime.


https://www2.ed.gov/about/offices/list/ocr/docs/howto.html
https://www.eeoc.gov/employees/howtofile.cfm
mailto:info@eeoc.gov
http://www.dhr.ny.gov/complaint

The district may include nondisclosure agreements (to not disclose the underlying facts and circumstances of a sexual harassment
complaint) in any sexual harassment settlement agreement or resolution only if it is the complainant’s preference. Any such
nondisclosure agreement will be provided in writing to all parties in plain English and, if applicable, in the primary language of the
complainant. Complainants have twenty-one days to consider any such nondisclosure provision before it is signed by all parties, and
have seven days to revoke the agreement after signing. Nondisclosure agreements only become effective after this seven-day period has
passed.

Retaliation Prohibited

Any act of retaliation against any person who opposes sexually harassing behavior, or who has filed a complaint in good faith, is
prohibited and illegal, and therefore subject to disciplinary action. Likewise, retaliation against any person who has, in good faith,
testified, assisted, or participated in any manner in an investigation, proceeding, or hearing of a sexual harassment complaint is
prohibited. For purposes of this policy, retaliation includes but is not limited to: verbal or physical threats, intimidation, ridicule, bribes,
destruction of property, spreading rumors, stalking, harassing phone calls, discipline, discrimination, demotion, denial of privileges, any
action that would keep a person from coming forward to make or support a sexual harassment claim, and any other form of harassment.
Such actions need not be job- or education-related, or occur in the workplace or educational environment, to constitute unlawful
retaliation. Any person who retaliates is subject to immediate disciplinary action, up to and including suspension or termination.

Discipline/Penalties

Any individual who violates the sexual harassment policy by engaging in prohibited sexual harassment will be subject to appropriate
disciplinary and/or remedial action. Measures available to school authorities include, but are not limited to the following:

Students: Discipline may range from a reprimand up to and including suspension from school, to be imposed consistent with the
student conduct and discipline policy and applicable law.

Employees: Discipline may range from a warning up to and including termination, to be imposed consistent with all applicable
contractual and statutory rights.

Volunteers: Penalties may range from a warning up to and including loss of volunteer assignment.

“Non-employees” (i.c., contractors, subcontractors, vendors, consultant and other persons providing services pursuant to a
contract, or their employees): Penalties may range from a warning up to and including loss of district business.

Other individuals: Penalties may range from a warning up to and including denial of future access to school property.

False Complaints

False or malicious complaints of sexual harassment may result in corrective or disciplinary action taken against the complainant.



All employees will be informed of this policy and regulation in employee handbooks, on the district website and other appropriate
materials. A poster summarizing the policy will also be posted in a prominent location at each school. The district will provide all
existing employees with either a paper or electronic copy of the district's sexual harassment policy and regulation, and will provide the
same to new employees before the employee starts their job. These materials will be provided in English and in an employee’s primary
language, for those languages for which the NYS Department of Labor has provided a translated template policy.

All students will be informed of the basic provisions of this policy and regulation (e.g., that sexual harassment of employees and “non-
employees” is prohibited, as well as what is appropriate and inappropriate behavior) in student handbooks, on the district website and
student registration materials. In addition, age-appropriate curricular materials will be made available so that it can be incorporated in
instruction K-12 to ensure that all students are educated on appropriate and inappropriate behavior.

All new employees will receive training on this policy and regulation at new employee orientation or as soon as possible after starting
their job, unless they can demonstrate that they have received equivalent training within the past year from a previous employer. All
other employees will be provided training at least once a year regarding this policy and the district's commitment to a harassment-free
working environment. Principals, Title IX coordinators, and other administrative employees who have specific responsibilities for
investigating and resolving complaints of sexual harassment will receive yearly training on this policy, regulation and related legal
developments. Training will be provided in English and in an employee’s primary language, for those languages for which the NYS
Department of Labor has provided translated model training.

Annual employee training programs will be interactive and include: (i) an explanation of sexual harassment consistent with guidance
issued by the NYS Department of Labor and the NYS Division of Human Rights; (ii) examples of conduct that is unlawful sexual
harassment; (iii) information on federal and state laws about sexual harassment and remedies available to victims of sexual harassment;
(iv) information concerning employees' right to make complaints and all available forums for investigating complaints; and (v) address
the conduct and responsibilities of supervisors.

Principals in each school and program directors are responsible for informing students and staff on a yearly basis of the terms of this
policy, including the procedures established for investigation and resolution of complaints, general issues surrounding sexual
harassment, the rights and responsibilities of students and employees, and the impact of sexual harassment on the target.
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Personnel
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 or disability.

Prior to the beginning of each school year, the District shall issue an appropriate public
announcement which advises students, parents/guardian, 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, sexual orientation, age, military status, veteran status, marital status, predisposing genetic
characteristics, or domestic violence victim status.

Civil Penalties in Employment Discrimination Matters

Effective July 6, 2009, the New York Human Rights Law was amended to provide for civil fines
and penalties, payable to the State, of up to $50,000 for unlawful acts of employment discrimination,
and up to $100,000 for willful, wanton, or malicious discrimination. With the enactment of the new
law, these penalties may now be assessed in all cases of employment discrimination. Under the
legislation, an employer with fewer than fifty (50) employees may be allowed to pay the civil fines
and penalties in installments.

The new civil fines do not replace or limit other relief under New York Human Rights Law that
may be awarded to a prevailing complainant which includes, but is not limited to, affirmative relief
from the employer (e.g., an order that the individual be hired, promoted or reinstated by the employer),
back pay and other compensatory damages (e.g., emotional distress damages). Punitive damages and
attorneys' fees are not currently payable to a prevailing complainant. These remedies, however, may be
available to a prevailing plaintiff in a court action.

(Continued)
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GRIEVANCES BY EMPLOYEES (Cont'd.)
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42 United States Code (USC) Section 12101 et seq.
Prohibits discrimination on the basis of disability.
Section 504 of the Rehabilitation Act of 1973,
29 United States Code (USC) Section 794 et seq.
Title VI of the Civil Rights Act of 1964,
42 United States Code (USC) Section 2000d et seq.
Prohibits discrimination on the basis of race, color or
national origin.
Title VII of the Civil Rights Act of 1964,
42 United States Code (USC) Section 2000e et seq.
Prohibits discrimination on the basis of race, color,
religion, sex or national origin.
Title IX of the Education Amendments of 1972,
20 United States Code (USC) Section 1681 et seq.
Prohibits discrimination on the basis of sex.
Civil Rights Law Section 40-c

6122



Prohibits discrimination ol fHdlbasis of race, creed, cdldil2
national origin, sex, marital status, sexual orientation or
disability.

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.

Military Law Sections 242 and 243

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

Adopted: 7/30/07
Revised: 4/20/2010
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Personnel

*POSTING REQUIREMENT OF CORRECTION LAW ARTICLE 23-A
The District shall post, in a place accessible to employees and in a visually conspicuous manner,
a copy of Article 23-A of the Correction Law and any regulations promulgated under that statute.

Article 23-A addresses the licensure and employment of persons previously convicted of one or more
criminal offenses.

Labor Law Section 201-f

Attached

Adopted: April 21, 2009
Revised: January 26, 2015



NEW YORK CORRECTION LAW ARTICLE 23-A
LICENSURE AND EMPLOYMENT OF PERSONS
PREVIOUSLY CONVICTED OF ONE OR MORE CRIMINAL
OFFENSES

Section 750. Definitions.
751. Applicability.

752. Unfair discrimination against persons previously convicted of one or more criminal
offenses prohibited.

753. Factors to be considered concerning a previous criminal conviction; presumption.
754. Written statement upon denial of license or employment.

755. Enforcement.

§750. Definitions. For the purposes of this article, the following terms shall have the following
meanings: (1.) “Public agency” means the state or any local subdivision thereof, or any state or local
department, agency, board or commission.

(2.) “Private employer” means any person, company, corporation, labor organization, or association which
employs ten or more persons.

(3.) “Direct relationship” means that the nature of criminal conduct for which the person was convicted
has a direct bearing on his fitness or ability to perform one or more of the duties or responsibilities necessarily
related to the license, opportunity, or job in question.

(4.) “License” means any certificate, license, permit, or grant of permission required by the laws of this
state, its political subdivisions, or instrumentalities as a condition for the lawful practice of any occupation,
employment, trade, vocation, business, or profession. Provided, however, that “license” shall not, for the
purposes of this article, include any license or permit to own, possess, carry, or fire any explosive, pistol,
handgun, rifle, shotgun, or other firearm.

(5.) “Employment” means any occupation, vocation or employment, or any form of vocational or
educational training. Provided, however, that “employment” shall not, for the purposes of this article, include
membership in any law enforcement agency.

§751. Applicability.

The provisions of this article shall apply to any application by any person

for a license or employment at any public or private employer, who has previously been convicted of one or
more criminal offenses in this state or in any other jurisdiction, and to any license or employment held by any
person whose conviction of one or more criminal offenses in this state or in any other jurisdiction preceded
such employment or granting of a license, except where a mandatory forfeiture, disability or bar to
employment is imposed by law, and has not been removed by an executive pardon, certificate of relief from
disabilities or certificate of good conduct. Nothing in this article shall be construed to affect any right an
employer may have with respect to an intentional misrepresentation in connection with an application for
employment made by a prospective employee or previously made by a current employee.

§752. Unfair discrimination against persons previously convicted of one or more criminal offenses
prohibited.



No application for any license or employment, and no employment or license held by an individual, to which
the provisions of this article are applicable, shall be denied or acted upon adversely by reason of the
individual’s having been previously convicted of one or more criminal offenses, or by reason of a finding of
lack of “good moral character” when such finding is based upon the fact that the individual has previously
been convicted of one or more criminal offenses, unless:

(1.) There is a direct relationship between one or more of the previous criminal offenses and the specific
license or employment sought or held by the individual; or

(2.) The issuance or continuation of the license or the granting or continuation of the employment would
involve an unreasonable risk to property or to the safety or welfare of specific individuals or the general
public.

§753. Factors to be considered concerning a previous criminal conviction; presumption.

1. In making a determination pursuant to section seven hundred fifty-two of this chapter, the public
agency or private employer shall consider the following factors:

(a.) The public policy of this state, as expressed in this act, to encourage the licensure and employment
of persons previously convicted of one or more criminal offenses.

(b.) The specific duties and responsibilities necessarily related to the license or employment sought
or held by the person.

(c.) The bearing, if any, the criminal offense or offenses for which the person was previously convicted
will have on his fitness or ability to perform one or more such duties or responsibilities.

(d.) The time which has elapsed since the occurrence of the criminal offense or offenses.

(e.) The age of the person at the time of occurrence of the criminal offense or offenses.

(f.) The seriousness of the offense or offenses.

(g.) Any information produced by the person, or produced on his behalf, in regard to his rehabilitation
and good conduct.

(h.) The legitimate interest of the public agency or private employer in protecting property, and the
safety and welfare of specific individuals or the general public.

2. In making a determination pursuant to section seven hundred fifty-two of this chapter, the public
agency or private employer shall also give consideration to a certificate of relief from disabilities or a
certificate of good conduct issued to the applicant, which certificate shall create a presumption of
rehabilitation in regard to the offense or offenses specified therein.

§754. Written statement upon denial of license or employment.

At the request of any person previously convicted of one or more criminal offenses who has been denied a
license or employment, a public agency or private employer shall provide, within thirty days of a request, a
written statement setting forth the reasons for such denial.

§755. Enforcement.

1. In relation to actions by public agencies, the provisions of this article shall

be enforceable by a proceeding brought pursuant to article seventy-eight of the civil practice law and
rules.

2. In relation to actions by private employers, the provisions of this article shall be enforceable by
the division of human rights pursuant to the powers and procedures set forth in article fifteen of the
executive law, and, concurrently, by the New York city commission on human rights.
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STAFF REQUESTS FOR ACCOMMODATIONS
UNDER THE AMERICAN WITH DISABILITIES ACT AS AMENDED (ADAAA)

The Board of Education is committed to equal opportunity and nondiscrimination (6120, Equal
Opportunity and Nondiscrimination) for staff and students. The Superintendent or his/her designee is
authorized to provide reasonable accommodations for qualified employees who require such in order
to perform the essential functions of their job under the provisions of federal and state law.

Under the law, employees are responsible for notifying the district that an accommodation is
needed.

In order to expedite the process, requests for such accommodations should be made in writing
to ADA Compliance Officer and include the following:

» reasonable documentation showing that the employee has a disability as defined by the
ADAAA,

+ astatement describing how this disability impacts job performance ability, and

+ a statement of the accommodation the employee is seeking and explanation of how
the accommodation will impact or benefit the disability.

It should be noted that while efforts will be made to comply with specific accommodation
requests, some requests may impose an undue hardship on the district. The district will collaborate
with the employee to attempt to find a suitable accommodation. The district will respond to requests
for accommodation in a timely manner.

If an employee is dissatisfied with the district’s response, complaints or grievances related to
this matter shall be pursued in accordance with policy 0100, Equal Opportunity and
Nondiscrimination.

Cross-ref: 6120, Equal Opportunity and Nondiscrimination

Ref:  Americans with Disabilities Act, 42 U.S.C. §12101 ef seq.
Rehabilitation Act of 1973, 29 USC §§705, 794 et seq. (Section 504)
Executive Law §290 ef seq. (New York State Human Rights Law)

Adoption date: 11/18/2013
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EVALUATION OF STAFF
(NOT COVERED BY 3012-c OF EDUCATION LAW)

The Board of Education believes that the regular, rigorous and meaningful evaluation of all staff is
necessary to continuously improve the achievement of students and the operation of the district. To
this end, the Superintendent of Schools shall be responsible for ensuring that all district employees are
evaluated annually and receive appropriate levels of support based upon that evaluation, if necessary,
to improve their skills.

Administrators
All administrators, other than building principals who are covered by policy 9240.1, shall be
evaluated annually by the Superintendent in accordance with this policy, applicable state law,

regulation and collective bargaining agreements.

Professional Emplovees (not covered by 3012-c)

All professional employees (non-classroom teachers providing instructional services or pupil
personnel services, counselors, school psychologists and social workers) shall be evaluated annually in
accordance with state law and regulation, as well as any applicable collective bargaining agreement
and the district’s Part 100.2(o) Professional Performance Review Plan. The plan shall include the
required regulatory elements such as: (a) criteria for evaluating teachers and other professional
employees, (b) assessment methods, (c) how quality rating categories/criteria will be used to
differentiate professional development, compensation and promotion; (d) how timely and constructive
feedback from evaluations will be provided; (e) plans to improve teacher performance for those rated
ineffective, and; (f) training for evaluators.

The Superintendent shall collaborate with teachers, pupil personnel professionals, administrators
and parents in developing the plan, which may be a multi-year plan. The Superintendent shall be
responsible for selecting those individuals with whom he or she will collaborate in the development of
the plan. The Superintendent shall meet with a group of such individuals at least once each year to
determine if changes are necessary after its initial adoption.

The Superintendent shall submit the district’s Professional Performance Review Plan, with any
recommended changes, to the Board at its organizational meeting. At that meeting, the Board may
request that the Superintendent reconsider or reexamine certain aspects of the plan, in which case, the
Superintendent will resubmit the plan at the Board’s first regular meeting in August.

The Board will provide members of parent organizations and the president of the applicable bargaining
units the opportunity to comment on the plan, prior to its adoption, at a meeting at which the plan is
considered. The Board must

approve the plan before it becomes effective. The approved plan for each school year will be available
in the district offices by September 10 of each year.

Each year, the Superintendent shall provide a report to the State Education Department on information
related to the district’s efforts to address the performance of non-classroom teachers rated ineftective.

Support Staff



HLCS Policy 2013

Support staff (those staff not required to be evaluated under the Professional Performance Review
Plan) shall be evaluated annually in accordance with any applicable collective bargaining agreement
and this policy.

Reporting

The Superintendent will prepare an annual report for the Board that provides data on the
evaluation ratings so that the Board can assess the effectiveness of the district’s evaluation program.
Data may include the number of employees evaluated, a summary of the final evaluation ratings, the
rates of staff turnover and other relevant information. Personally identifiable data will not be released
to the public.

Training

The Superintendent shall ensure that all staff that are required to evaluate other staff are provided
appropriate and sufficient training in assessment and evaluation, in accordance with state law and
regulation.

Cross-ref: Personnel Records

Building Principal and Classroom Teacher Evaluation
Staff Development

Ref: Education Law §3012-c
8 NYCRR § 100.2(o) (Professional Performance Review Plans)

Adoption date: 7/30/2007
Revised date: 11/18/2013
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BUILDING PRINCIPAL AND CLASSROOM TEACHER EVALUATION

In accordance with state law and regulation, it is the goal of the Board of Education to have a high
quality evaluation program for staff including building principals and classroom teachers which results
in an effective teacher in every classroom and an effective leader in every building in the district. In
order to achieve that goal, the Superintendent of Schools shall be responsible for ensuring that
building principals and classroom teachers are evaluated annually, in accordance with state law and
regulation. Evaluations will be a significant factor in employment decisions, including, but not limited
to, promotion, retention, tenure determination, termination and supplemental compensation.

Annual Professional Performance Review Plan

The district will submit the required annual professional performance review plan to the State
Education Department in a timely manner, in conformance with state law, Regents Rules and
Commissioner’s Regulations. The Superintendent will provide periodic reports to the Board of
Education on the progress of negotiations regarding the negotiable parts of the plan, salient
information about the preparation of the plan, present the plan for Board approval and apprise the
Board when the plan has been approved by the State.

The plan shall include a description of the required elements, including the following:
(a) the process for transmitting accurate data to the State Education Department,
(b) scoring methods that ensures the integrity of the testing process,

(c) how quality rating categories/criteria will be used to differentiate professional development,
compensation and promotion;

(d) how timely and constructive feedback from evaluations will be provided,
(e) plans to improve teacher performance for those rated ineffective, and
)} training for evaluators.

Once the district has received approval of the plan by the State Education Department, the plan will be
posted on the district’s website within 10 days, or by September 10", whichever is later.

Classroom Teachers and Principals (covered by Education Law §3012-c)

Classroom teachers and buildings principals will receive a composite performance rating as part of the
annual professional performance review, in accordance with state law, by September 1% of the
following school year. The composite performance rating will fall into one of four categories: highly
effective; effective; developing and ineffective. This composite rating will be made up of multiple
measures of effectiveness and will include student performance on state and local tests, in accordance
with the terms of the annual professional performance review plan.

Teacher and Principal Improvement Plans

When a teacher or principal is rated as developing or ineffective as a result of the annual performance
review, the Superintendent or his/her designee must formulate and commence an improvement plan
(TIP/PIP). The improvement plan will be developed in accordance with negotiated agreements, but
must be in place no later than 10 school days from the opening of classes in the school year following
the school year for which the performance was rated. The Superintendent will prepare an annual
summary report for the Board on the number of TIPs/PIPs issued and other relevant data to support
assessment of the effectiveness of the district’s approach to improvement plans. In the event that the
assessment reveals that progress isn’t being made, the administration will recommend changes to the
approach.
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Appeals

For classroom teachers and principals, an appeal of an evaluation may be commenced

once the composite evaluation score has been received. The right to appeal and the process of the
appeal is prescribed by the annual professional performance review plan.

Training

The Superintendent is the lead evaluator for the district and shall plan his/her own professional
development in order to maintain his/her expertise in this area. The Superintendent shall ensure that all
staff that are required to evaluate

other staff are provided appropriate and sufficient training in assessment and evaluation, in accordance
with state law and regulation.

Reporting and Public Disclosure

In accordance with state law, the district will make aggregate information from the classroom teacher
and building principal annual professional performance system available on the district website. This
summary information will not include personally identifiable data.

Upon request from a parent or legal guardian, the district will provide the final quality
rating and composite effectiveness score for each of the classroom teachers and for the building
principal to which the student is assigned. The district will take reasonable steps to review the request
to verify that the parent/guardian is entitled to the information. The Superintendent will develop
procedures to implement this provision of the policy.

Cross-ref: Employee Complaints and Grievances
Staff Evaluation
Personnel Records
Staff Development

Ref: Education Law §3012-c

8 NYCRR Subpart 30-2
8 NYCRR § 100.2(0)(2) (Professional Performance Review Plans)

Guidance on New York State’s Annual Professional Performance Review for Teachers and Principals
to Implement Education law §3012-c and the Commissioner s Regulations, Updated, August 30, 2013

Adoption date: 11/18/2013
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SUBJECT: HEALTH EXAMINATIONS

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

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

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 thirteen-month period.

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.

All medical and health related information will be kept in accordance with the Health Insurance
Portability and Accountability Act of 1996 (HIPAA).

Health Insurance Portability and Accountability Act of 1996
(HIPAA), Public Law 104-191

45 Code of Federal Regulations (CFR) Parts 160 and 164

Education Law Sections 913 and 3624

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

10 New York Code of Rules and Regulations (NYCRR)
Part 14

15 New York Code of Rules and Regulations (NYCRR)
Part 6
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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.

Drug-Testing of Employees

No employee shall be subjected to urinalysis or other form of drug testing without reasonable
individualized suspicion that the employee has been using an illegal drug(s). The school attorney shall
be consulted before any implementation of such testing. Failure to submit to required drug testing
based upon reasonable individualized suspicion that the employee has been using an illegal drug(s) is
grounds for disciplinary action up to and including dismissal.

In its effort to maintain a drug-free environment, the District shall cooperate to the fullest extent
possible with local, state and/or federal law enforcement agencies.

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.

Civil Service Law Section 75

Education Law Sections 913, 1711(2)(e), 2508(5)
and 3020-a

NOTE: Refer also to Policies #3410 -- Code of Conduct on School Property

#6151 -- Drug-Free Workplace

#7320 -- Alcohol, Tobacco, Drugs and Other Substances (Students)
District Code of Conduct on School Property
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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 States Code (USC) Section 7101 et seq.
21 United States 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)

#7320 -- Alcohol, Tobacco, Drugs and Other Substances (Students)
District Code of Conduct on School Property
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STAFF DEVELOPMENT

The Board of Education believes that staff training and development help ensure the success of
educational programs and improve the efficiency of the district. Therefore, the district will provide
development opportunities to staff to increase their effectiveness and job performance. The
Superintendent of Schools shall be responsible for implementing and administering staff development
programs for the district’s employees.

Administrators

All administrators in the school district will receive appropriate training and professional
development in accordance with law, regulation or any applicable collective bargaining agreement.
The Superintendent will be responsible for providing such training and development.

Teachers

All teachers will be provided with substantial professional development opportunities directly
related to student learning in accordance with any applicable collective bargaining agreement and the
district’s Professional Development Plan. Level III teaching assistants and long-term substitute
teachers (employed for more than 40 days in a school year) shall have the opportunity to participate in
the district’s professional development program. The plan shall include:

* A needs analysis, goals, objectives, strategies, activities and evaluation standards for professional
development in the district and a description of how the district will provide all teachers
substantial professional development activities directly related to student learning needs
identified in school report cards and other sources.

* A description of how the professional development provided will align with New York standards
and assessments, teacher capacities and student needs, including linguistic, cultural diversity and
special needs. Activities must be articulated across grade levels and subject areas and show how
they will be provided and measured in a continuous manner.

* A description of how it will provide teachers and Level III teaching assistants with opportunities to
maintain their certificate in good standing by successfully completing 100 hours of professional
development every five years.

* A mentoring program to provide support for new teachers in order to ease the transition from
teacher preparation to practice, thereby increasing retention of teachers in the public schools, and
to increase the skills of new teachers in order to improve student achievement.

* Unless granted an exemption by the Commissioner of Education, a description of how the district
will provide professional development to teachers and Level I1I teaching assistants to address the
needs of English Language Learners.

The Board shall establish a Professional Development Team to review and revise the district’s
Professional Development Plan annually. The Board shall appoint members to the team at the first
regular Board meeting in September.
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The Professional Development Team shall meet on or before October 1. The Superintendent or
his/her designee will serve as the chair of the team and will be responsible for ensuring the timely
review and revision of the district’s Professional Development Plan, and ensure all CTLE hours are
recorded by all staff on the Individual Record (attached).

The Professional Development Team will submit any recommended revisions to the
Professional Development Plan to the Board by April 1. The Board will consider the recommendations
at its first regular meeting thereafter. The Board may accept or reject the recommendations of the team
in whole or in part. The Board may also request any additional information or data needed to evaluate
the success of the program in achieving its objectives.

Any further changes in the plan must be submitted to the Board by June 1. The Board will
consider and act on the revised plan by June 30th. The Board reserves the right to make changes to the
revised plan.

Other Professional Staff and Support Staff
Holders of professional certificates in educational leadership service (i.e., school building

leader, school district leader, school district business leader) are required to complete at least 100
hours of continuing education during every 5 year registration period. Unless the district is granted an
exemption by the Commissioner of Education, at least 15 percent of those hours shall address the
language acquisition needs of English Language Learners.

The district will provide staff development activities for other professional staff and support
staff within the financial constraints of the district budget and in accordance with applicable collective
bargaining agreements.

Other Staft Development Opportunities

The Board recognizes that many staff development opportunities are provided through non-
school district sources. Within budgetary restraints, district employees may attend conferences,
workshops, study councils, in-service courses, summer study grants, school visitations, and other
relevant staff development opportunities.

Released time and reimbursement for such activities will be available upon approval of the
Superintendent and in accordance with applicable collective bargaining agreements. The
Superintendent may establish regulations pursuant to this policy to establish the circumstances under
which such released time and reimbursement may be available. Staff members who attend such
activities will be required to prepare a report or summary of the activity attended.

Ref:  Education Law §§ 3006-a (required hours); 3604(8) (Superintendent conference days)
8 NYCRR §§ 80-6.3 (required hours); 100.2(0)(2)(1i1)(b)(5) (required training on conducting
staff evaluations); 100.2(dd) (Professional Development Plans)

Adoption date: 7/30/2007

Revised: 12/17/2018



HLCS POLICY

= .
Page

o 1 of
1

EXPENSE REIMBURSEMENT

School district employees, officials and members of the Board of Education will be reimbursed
for reasonable, actual and necessary out-of-pocket expenses which are legally authorized and incurred
while traveling for school related activities.

Only expenses necessary to the purpose of the travel shall be reimbursable. Transportation
costs such as taxi cabs are allowable only for essential transportation. Mileage will be paid at the rate
fixed by the federal Internal Revenue Service for business travel. Tax exemption certificates shall be
issued and utilized as appropriate. The availability of a school vehicle will be checked before using a
personal vehicle for school business by instructional staff, instructional support staff and management
confidential employees.

The Board, by majority vote, shall determine and approve which meetings and conferences
may be attended by Board members and the Superintendent of Schools.

The Superintendent shall determine, in the first instance, whether attendance by district staff at
any conference or professional meeting is in the best interest of the district and eligible for
reimbursement of expenses under this policy.

To obtain reimbursement, the claimant must complete and sign an expense voucher, attach all
receipts or other expense documentation, together with a copy of the approved conference attendance
request form and evaluation report (if required), and submit the same to the appropriate administrator.
Reimbursement shall only be made after such claim has been audited and allowed.

Regulations concerning expense reimbursement shall be attached to this policy and shall be
reviewed annually and revised as appropriate.

Ref:  Education Law §§1604(27); 1709(30); 1804; 2118; 3023; 3028
General Municipal Law §77-b

Adopted: 7/30/07
Revised: 4/22/2014
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Regulation 6161-R
EXPENSE REIMBURSEMENT REGULATION

The district shall reimburse district employees, officials and members of the Board of
Education for reasonable, actual and necessary out-of-pocket expenses incurred while traveling for
school-related business upon receipt of a completed voucher with itemized receipts along with
approved attendance form. The following rules shall guide the reimbursement of school-related travel
expenses:

Transportation

* Travel shall be by the most economical method, whether by private automobile, school vehicle
or common carrier such as bus, train or plane.

» Iftravel is by private automobile, mileage shall be reimbursed at the level approved by the
Internal Revenue Service for business travel. Parking and tolls will also be reimbursed but
gasoline will not.

* Rental car expenses will be reimbursed only if authorized in advance. Receipts must
be attached.

* Air travel is only allowed when determined by the Board President or the Superintendent to be
in the district’s best interest. Air travel shall be reimbursed at the lowest feasible fare available
and shall not exceed regular coach class fare. Travel arrangements should be made as soon as
reasonably practicable so as to avoid payment of a higher fare due to a late booking.

Lodging

MNote: The district may wish to use the federal travel reimbursement rates, which are also used by the
MNew York State government, to set such a maximum rate. These rates can be found ai
fittp s Awvw gsa, govportalicontent/ 10487 7,

« Persons traveling on district-related business are expected to secure the most reasonable rate
for necessary hotel accommodations. The district will reimburse for actual lodging fees up to
the maximum lodging fee set by the federal government for that location.

*  When the rate is pre-determined by the organization sponsoring the event, the traveler shall
secure a room rate at no more than the pre-determined rate notwithstanding what the federal
travel reimbursement rate is. Hotel accommodations at a rate other than the most reasonable
rate or a pre-determined rate described above will be reimbursed only if approved by the Board
President (for members of the board and the Superintendent) and the Superintendent (for all
others) prior to the stay.

Meals

Refer to Policy #5323 -- Reimbursement for Meals/Refreshments
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NOTE: The district may wish to use the federal reimbursement rates as a maximum reimbursement
rate for meals, which varies by location of travel. For more information on the meal allowance
breakdown for New York rate go to http://www. gsa. goviportal/content/ 104877

Reimbursable meal charges, including gratuities, for persons traveling for district-related
business shall be a maximum of $30 per meal, effective starting, July 1, 2014.

Personal Expenses

The district does not reimburse persons traveling on district-related business for personal
expenses including, but not limited to, pay television, hotel health club facilities, alcoholic beverages,
theater and show tickets, and telephone calls and transportation costs unrelated to district business.
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Personnel

SUBJECT: SAFETY OF STUDENTS (FINGERPRINTING CLEARANCE OF NEW HIRES)
"Sunset" Provision for Conditional Appointments/Emergency Conditional Appointments

Effective July 1, 2010, the provisions in law which permitted the conditional appointment and/or
emergency conditional appointment of employees pending full clearance from SED terminated; and
shall be rescinded as Board policy and procedure as of that date unless subsequent revisions to
applicable law provide otherwise.

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).The District shall, however, obtain the applicant's consent to
the criminal history records search.

The District shall utilize SED's Web-based application known as *TEACH for instantaneous
access to important information about certification and fingerprinting. Through TEACH, SED
provides an individual with the ability to apply for fingerprint clearance for certification and/or
employment and view the status of his/her fingerprint clearance request. Through TEACH, the School
District is able, among other applications, to submit an online request for fingerprint clearance for a
prospective employee, view the status of a fingerprint clearance request, and determine whether a
subsequent arrest letter has been issued.

Access to TEACH

Information regarding fingerprinting of new hires, including relevant laws and regulations,
frequently asked questions (FAQs), an up-to-date chart for "Who Must be Fingerprinted", and
instructions on the fingerprinting process are found on www.highered.nysed.gov/tcert/ospra. To
request access to TEACH, e-mail TEACHHELP@mail.nysed.gov.

Correction Law Article 23-A

Education Law Sections 305(30), 305(33), 1604, 1709, 1804, 1950, 2503, 2554, 2590-h, 2854, 3004-b, 3004-c
and 3035

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

Adoption Date: 7/30/2007
Revised: 2/28/2011
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Personnel

SUBJECT: STAFF-STUDENT RELATIONS (FRATERNIZATION)

The Board of Education requires that all School District employees maintain a professional,
ethical relationship with District students that is conducive to an effective, safe learning environment;
and that staff members act as role models for students at all times, whether on or off school property
and both during and outside of school hours. Staff must establish appropriate personal boundaries with
students and not engage in any behavior that could reasonably lead to even the appearance of
impropriety.

Staff members are prohibited, under any circumstances, to date or engage in any improper
fraternization or undue familiarity with students, regardless of the student's age and/or regardless of
whether the student may have "consented" to such conduct. Further, employees shall not entertain
students or socialize with students in such a manner as to create the perception that a dating
relationship exists. Similarly, any action or comment by a staff member which invites romantic or
sexual involvement with a student is considered highly unethical, in violation of District policy, and
may result in the notification of law enforcement officials and the filing of criminal charges and/or
disciplinary action by the District up to and including termination of employment.

Inappropriate employee behavior includes, but is not limited to, flirting; making suggestive
comments; dating; requests for sexual activity; phys1ca1 displays of affectlon giving inappropriate
personal glfts frequent personal communication with a student (via phone, e- mall letters, notes, etc.)
unrelated to course work or official school matters; providing alcohol or drugs to students;
inappropriate touching; and engaging in sexual contact and/or sexual relations. ("Frequent personal
communication with a student unrelated to course work or official school matters" means any form in
which that personal communication may occur including, but not limited to, voice or text-based
communication via phone, e-mail, instant messaging, text messaging or through social networking
Web sites.)

Even if the student participated "willingly" in the activity (regardless of the student's age),
inappropriate fraternization of staff with students is against District policy and may be in violation of
professional standards of conduct and New York State Law. However, inappropriate employee conduct
does not need to rise to the level of criminal activity for such conduct to be in violation of District
rules and subject to appropriate disciplinary sanctions.

Any student who believes that he/she has been subjected to inappropriate staff behavior as
enumerated in this policy, as well as students, school employees or third parties who have knowledge
of or witness any possible occurrence of inappropriate staff-student relations, shall report the incident
to any staff member or either the employee's supervisor, the student's pr1nc1pal or the District's
designated complaint officer. In all events such reports shall be forwarded to the designated complaint
officer for further investigation. Anonymous complaints of inappropriate fraternization of staff
members with students shall also be investigated by the District. Investigations of allegations of
inappropriate staff-student relations shall follow the procedures utilized for complaints of harassment
within the School District. Allegations of inappropriate staff-student behavior shall be promptly
investigated and will be treated as confidential and private to the extent possible within legal
constraints.

(Continued)
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SUBJECT: STAFF-STUDENT RELATIONS (FRATERNIZATION) (Cont'd.)

Any employee having knowledge of or reasonable suspicion that another employee may have engaged
in inappropriate conduct with a student that may constitute child abuse (specifically, child abuse in an
educational setting) must also follow the District's reporting procedures for such allegations; and such
information will be reported by the designated administrator as required by state law to law
enforcement officials, the State Education Department and/or Child Protective Services as may be
applicable.

If a student initiates inappropriate behavior toward a staff member, that employee shall document
the incident and report it to his/her building principal or supervisor.

The District shall promptly investigate all complaints of inappropriate staff-student relations, and
take prompt corrective action to stop such conduct if it occurs.

Prohibition of Retaliation

The Board of Education prohibits any retaliatory behavior directed against complainants,
victims, witnesses, and/or any other individuals who participate in the investigation of allegations of
inappropriate staff-student relations. Follow-up inquiries and/or appropriate monitoring shall be made
to ensure that the alleged conduct has not resumed and that all those involved in the investigation have
not suffered retaliation. Any act of retaliation is subject to appropriate disciplinary action by the
District.

District Responsibility/Training

The principal of each school and/or program supervisor shall be responsible for informing
students, staff and volunteers of the requirements of this policy, including the duty to report and the
procedures established for investigation and resolution of complaints. Further, staff training shall be
provided to facilitate staft identification of possible behavior that may constitute inappropriate staff-
student relationships. Students shall be provided such training in an age appropriate manner.

The District's policy (or a summary thereof) shall be disseminated as appropriate to staff,
students and parents. Further, this topic shall be addressed in the District Code of Conduct.

Disciplinary Sanctions

Any staff member who engages in inappropriate conduct with a student, prohibited by the terms
of this policy, shall be subject to appropriate disciplinary measures up to and including termination of
employment in accordance with legal guidelines, District policy and regulation, and the applicable
collective bargaining agreement. A violation of this policy may also subject the employee to criminal
and/or civil sanctions as well as disciplinary action by the State Education Department.

Title IX of the Education Amendments of 1972,
20 United States Code (USC) Section 1681 et seq.
Education Law Article 23-B
Social Services Law Sections 411-428
8 New York Code of Rules and Regulations (NYCRR) Part 83
Adopted: 7/30/07
Revised: 9/20/2010
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CHILD ABUSE IN AN EDUCATIONAL SETTING

Board of Education recognizes that children have the right to an educational setting that does not threaten their
physical and emotional health and development. Child abuse by school personnel and school volunteers violates this
right and therefore is strictly prohibited.

Allegations of child abuse by school personnel and school volunteers shall be reported in accordance with the
requirements of Article 23-B of the Education Law.

Required Reporters

Any person holding any of the following positions shall be required to promptly report written and oral allegations
of child abuse by an employee or volunteer in an educational setting:

. school administrator

. teacher

. school nurse

. school guidance counselor

. school psychologist

. school social worker

. other school personnel required to hold a teaching or administrative license or certificate

. licensed and registered physical therapist,

. licensed and registered occupational therapist,

. licensed and registered,

. speech-language pathologist,

. teacher aide,

. school resource officer,

. school board member, and

. any staff whose duties involve direct student contact and who is paid either by a school district or
contracted to provide transportation services to children; or

. who is an employee of a contracted service provider or worker placed within the school under a public

assistance employment program, pursuant to title nine-B of article five of the social services law.

For purposes of this policy, persons holding these positions shall be referred to as “required reporters.”

Definitions

"Administrator" or "school administrator" shall mean a principal of, or the equivalent title, in a public school, charter
school or board of cooperative educational services, or other chief school officer.

“Child” means a person under the age of 21 enrolled in a school

“Child abuse” means any one of the following acts committed in an educational setting by an employee or volunteer
against a child:

. intentionally or recklessly inflicting physical injury, serious physical injury or death; or

. intentionally or recklessly engaging in conduct that creates a substantial risk of physical injury, serious
physical injury or death; or

. any child sexual abuse as prohibited by sections 130 or 235 of the Penal Law; or

. the commission or attempted commission against a child of the crime of disseminating indecent materials to

minors pursuant to Article 235 of the Penal Law.

“Educational setting” means the buildings and grounds of the school, the vehicles provided by directly or by
contract the school for the transportation of students to and from school buildings, field trips, co-curricular and
extra-curricular activities both on and off school grounds, all co-curricular and extra-curricular activity sites, and
any other location where direct contact between an employee and volunteer and a child has allegedly occurred.



"Employee" means any person who is receiving compensation from a school district. Additionally, for the purpose
of this policy, one whose duties involve direct student contact and is receiving compensation from any person or
entity that contracts with a school to provide transportation services to children or is an employee of a contracted
service provider or worker placed within the school under a public assistance employment program, pursuant to title
nine-B of article five of the social services law, whereby such services performed by such person involve direct
student contact.

“Law enforcement authorities” means any officer or office of municipal, sheriffs, or division of the state police
department.

“Parent” means either both of a child’s parents or other persons legally responsible for the child.

“School” generally means any school district, public school, charter school, non-public school board of cooperative
educational series or special act school district and additional entities as defined by section 1125(10) of Education
Law.

"Volunteer" means any person, other than an employee, who has direct student contact and provides services to a
school or school district which involve direct student contact and who provides services to any person or entity
which contracts with a school to provide transportation services to children

Reporting Requirements

In any case where a written or oral allegation of child abuse by an employee or volunteer in an educational setting is
made to a required reporter, the required reporter shall:

1. promptly complete the required State Education Department report form; and
2. personally deliver it to the Principal of the school in which the child abuse allegedly occurred.

If the allegation involves a child who was allegedly abused by an employee or a volunteer of a school in another
school district, the required reporter must promptly forward the report form to the Superintendent of the district of
attendance and the Superintendent of the school district where the abuse allegedly occurred (if different).

If an allegation is made to a school bus driver employed by a person or entity that contracts with a school to provide
transportation services to children that a child has been subjected to child abuse by an employee or volunteer in an
educational setting, such driver shall promptly report to his or her supervisor.

If an allegation is made to a supervisor of a school bus driver employed by a person or entity that contracts with a
school to provide transportation services to children, that a child has been subjected to child abuse by an employee
or volunteer in an educational setting, such supervisor shall promptly complete a written report on the attached form
(9620-E.1) and shall personally deliver it to the school district superintendent employed by the school district where
the child abuse occurred.

If an allegation is made which involves a school that is not a school district or public school, the appropriate school
administrator or administrators, in addition to any appropriate superintendent of schools, shall be notified if the
allegation.

Upon receiving a written report, the Principal shall determine whether there is reasonable suspicion to believe that
an act of child abuse has occurred. In those circumstances where the Superintendent receives the written report
directly, he or she will be responsible for making the reasonable suspicion determination.

In any case where the employee the allegation is being made against is the superintendent or the administrator, the
report of such allegations shall be made to Building principal.

If the Principal/Superintendent determines there is reasonable suspicion to believe that an act of child abuse has
occurred, he or she shall promptly notify the parent of the alleged child victim (assuming that the parent is not the
person who originally reported the alleged abuse) that an allegation of child abuse in an educational setting has been



made and promptly provide the parent with the written statement setting forth parental rights, responsibilities and
procedures prepared in accordance with the Regulations of the Commissioner of Education.

If the person making the allegation of abuse is someone other than the child or the child’s parent, the
Principal/Superintendent shall contact the person making the report to learn the source and basis for the allegation.

The Principal shall also promptly provide a copy of the written report to the Superintendent and send a copy to the
appropriate law enforcement authorities. In no event shall the Principal delay in sending the report to law
enforcement because of an inability to contact the Superintendent.

The Superintendent shall send to the Commissioner of Education any written report forwarded to the local law
enforcement authorities where the employee or volunteer alleged to have committed an act of child abuse holds a
certification or license issued by the department.

Rights of Employees and Volunteers

Any employee or volunteer against whom an allegation of child abuse has been made and against whom the district
intends to take adverse action shall be entitled to receive a copy of the report and to respond to the allegations. In
addition, such persons are entitled to seek disclosure of reports involving them under the Freedom of Information
Law.

Confidentiality

All reports, photographs, and other written material submitted pursuant to this policy and Article 23-B of the
Education Law shall be confidential and may not be redisclosed except to law enforcement authorities involved in
investigating the alleged abuse or except as expressly authorized by law or pursuant to a court-ordered subpoena.
The Principal and Superintendent shall exercise reasonable care to prevent unauthorized disclosure.

Willful disclosure of a written record required to be kept confidential to a person not authorized to receive or review
such record is a class A misdemeanor.

Penalties

Willful failure of an employee to prepare and submit a written report of alleged child abuse required by Article 23-B
of the Education Law shall be a class A misdemeanor.

Willful failure of any Principal or Superintendent to submit a written report of alleged child abuse to an appropriate
law enforcement authority, as required by Article 23-B of the Education Law, shall be a class A misdemeanor. In
addition, the Commissioner of Education may, following an administrative determination, impose a civil penalty of
up to five thousand dollars on any administrator who fails to submit a report of child abuse to an appropriate law
enforcement authority.

The law further prohibits any Principal or Superintendent from agreeing to withhold from the appropriate law
enforcement authorities, a superintendent or the Commissioner of Education, where appropriate, an allegation of
child abuse in an educational setting on the part of any employee or volunteer as required by law, in return for the
resignation or voluntary suspension of the alleged perpetrator. Violation of this prohibition can result in a class E
felony charge and a civil penalty of up to $20,000.

Record Retention
Any report of child abuse by an employee or volunteer that does not result in a criminal conviction shall be
expunged from the records kept by the district with respect to the subject of the report after five years from the date

the report was made.

Training



The Superintendent shall be responsible for establishing and implementing on an ongoing basis a training program
for all current and new required reporters on the procedures required under Article 23-B. The program shall include
at a minimum include information regarding the physical and behavioral indicators of child abuse and maltreatment,
reporting requirements including but not limited to, when and how a report must be made, what other actions the
reporter is can and should take, the legal protections afforded reporters, and the consequences for failing to report,
and any other elements as specified in Commissioner’s regulations.

Further, all persons employed on or after July 1, 2019 as a school bus driver employed by any person or entity that
contracts with a school to provide transportation services to children shall be required to complete two hours of
coursework or training (from an approved provider) regarding the identification and reporting of child abuse and
maltreatment. The coursework or training shall include information regarding the physical and behavioral indicators
of child abuse and maltreatment, reporting requirements including but not limited to, when and how a report must be
made, what other actions the reporter is can and should take, the legal protections afforded reporters, and the
consequences for failing to report. Each employee in such titles shall provide the school administrator of the school
with documentation showing that he or she completed the required training. In addition, each school bus driver shall
provide such contracting person or entity with documentation showing that he or she completed the required
training. The department shall be authorized to request such records on a periodic basis and may publish a list of any
persons or schools who are not in compliance with this subdivision on its website.

The coursework or training required by this section shall not apply to those persons already required to undergo
coursework or training regarding the identification and reporting of child abuse and maltreatment pursuant to
sections three thousand three and three thousand four of this chapter.

Ref: Education Law §§1125-1133

Penal Law §§130, 235, 263

8 NYCRR §100.2 (hh) (Reporting of Child Abuse in an Educational Setting)
Appeal of S.S., 42 EDR 273 (2003)

Adoption date: February 24, 2020
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Personnel

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.

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






2007 »

Personnel

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.

Age Discrimination in Employment Act,

29 United States Code (USC) Section 621
Americans With Disabilities Act,

42 United States Code (USC) Section 12101 et seq.
Section 504 of the Rehabilitation Act of 1973,

29 United States Code (USC) Section 794 et seq.
Title VI of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000d et seq.
Title VII of the Civil Rights Act of 1964,

42 United States Code (USC) Section 2000¢ et seq.
Title IX of the Education Amendments of 1972,

20 United States Code (USC) Section 1681 et seq.
Civil Rights Law Section 40-c
Education Law Section 3012
Executive Law Section 290 et seq.
Military Law Sections 242 and 243
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Personnel

SUBJECT: CERTIFICATION AND QUALIFICATIONS

a)

b)

c)

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.

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 employee's personnel file 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.

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.

Qualifications of Teachers

a)

b)

The District must ensure that all newly hired teachers in Title I programs who teach core
academic subjects are highly qualified per Regulations of the Commissioner of Education. The
term "core academic subjects" means English, reading or language arts, mathematics, science,
foreign languages, civics and government, economics, arts, history, and geography. A "highly
qualified" teacher is one who has obtained full state certification as a teacher, or has passed the
state teacher licensing examination, holds a license to teach in the state and has at least a
bachelor's degree, and also must show subject matter competency in the subjects they teach.

The District is also required to provide to teachers who are not new to the profession the
opportunity to meet the NCLB requirement to be highly qualified, in part, through passing a
High Objective Uniform State Standard of Evaluation (HOUSSE). The HOUSSE shall be an
evaluation, prescribed by the New York State Education Department and conducted locally either
during a pre-employment review or at the time of an Annual Professional Performance Review
(APPR), that enables a teacher who is beyond the first year of teaching to demonstrate subject
matter competency in all core academic subjects that the teacher teaches. The evaluation shall be
based upon objective, coherent information as prescribed by the department, and shall include,
but not be limited to, information on the teacher's education, credentials, professional experience,
and professional development.

Education Law Sections 3001, 3001-a, 3004, 3006 and 3008
8 New York Code of Rules and Regulations (NYCRR)
Subparts 80-1, 80-2, 80-3, 100.2(dd) and 100.2(0)
34 Code of Federal Regulations (CFR) Sections 200.55
and 200.56
20 United States Code (USC) Section 7801(23)
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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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SUBJECT: INCIDENTAL TEACHING (Cont'd.)

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
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Personnel

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 Hadley-Luzerne
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 2509, 3012 and 3031
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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.

Education Law Sections 3012 and 3020-a
8 New York Code of Rules and Regulations (NYCRR)
Subpart 82-1
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SUBJECT: PROFESSIONAL STAFF: SEPARATION

A probationary professional staff member may be discontinued at any time during his/her
probationary period on the recommendation of the Superintendent and by a majority vote of the Board
of Education.

If the Superintendent will be submitting to the Board a negative recommendation for tenure or a
recommendation to discontinue the services of a probationary professional staff member, the
Superintendent must give the probationary employee written notice thirty (30) days prior to the Board
meeting at which such recommendation will be considered. If a majority of the Board accepts the
recommendation and votes to dismiss, the professional staff member must then be given a written
notice at least thirty (30) days prior to the effective date of termination of services. The District will
adhere to all other statutory timeframes.

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 2509, 3012, 3019-a and 3031
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SUBJECT: EMPLOYMENT OF RELATIVES OF BOARD OF EDUCATION MEMBERS

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.

Education Law Section 3016
General Municipal Law Sections 800-809
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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 Hadley-Luzerne 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.

Applicants for student teaching shall be screened carefully by the School Principal and placed in
a situation that is most likely to be of benefit to all concerned. Student teachers shall perform their
responsibilities under the supervision of an experienced teacher of demonstrated competence.

The agreement between the School District and the college or university must demonstrate the
active role the college or university is to play.

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

1) The Hadley-Luzerne Central School participates in the WSWHE Substitute Teacher
Registry and placement system. The Substitute Teacher Registry is a centralized service that enables
districts to obtain substitute teachers and other staff to fill short- and long-term openings. The service
includes recruiting, fingerprinting, reference checking, and training. BOCES currently places
substitute teachers, teaching assistants, teacher aides and nurses. The service uses an automated system
called AESOP to identify and place substitutes.

2)

3) The Substitute Teacher Registry recruits and selects substitutes who have completed
the screening process and have met the requirements to perform in a substitute capacity. Annually, the
school board considers and authorizes the school superintendent to enter into and execute agreements
with BOCES, including the Substitute Teacher Registry. The district has the right to deselect a
substitute teacher by notifying the registry in writing.

Substitute salary and other terms and conditions of employment are established by the agreement
between the HLCS Superintendent of Schools representing the HLCS Board of Education and the
Southern Adirondack Substitute Teacher Alliance (SASTA).

In order to allow adequate time for the school to procure a substitute, professional staff members
should notify the Principal of their absence in advance whenever possible. The teacher who will be
absent should leave a detailed lesson plan for the substitute to follow.

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

Adopted: 7/30/07

Revised Date: 1/26/2015
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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, conditions of employment, and transfer of support staff shall be vested in the
Superintendent of Schools who shall conduct such actions in compliance with all applicable contract
provisions. The duties for each Civil Service employee shall be clearly defined.

Civil Service Law Section 63

Adopted: 7/30/07
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SUBJECT: SUPPLEMENTARY SCHOOL PERSONNEL

Teacher Aides

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

The duties and responsibilities to be assumed by teacher aides shall be outlined by the
Superintendent in accordance with Civil Service guidelines. Teacher aides shall be responsible to the
Building Principal/designee.

A teacher aide may be assigned to assist teachers in such non-teaching duties as:

a)
b)

c)

Managing records, materials and equipment;
Attending to the physical needs of children; and

Supervising students and performing such other services as support teaching duties when
such services are determined and supervised by a teacher.

Teaching Assistants

In accordance with the Regulations of the Commissioner, the Board of Education may employ
teaching assistants to provide, under the general supervision of a licensed or certified teacher, direct
instructional service to students.

Teaching assistants assist teachers by performing duties such as:

a)
b)

c)

d)

Working with individual students or groups of students on special instructional projects;

Providing the teacher with information about students that will assist the teacher in the
development of appropriate learning aspects;

Assisting students in the use of available instructional resources and assisting in the
development of instructional materials;

Utilizing their own special skills and abilities by assisting in instructional programs in such
areas as foreign language, arts, crafts, music, and similar subjects; and

Assisting in related instructional work as required.

(Continued)






2007

Personnel

SUBJECT: SUPPLEMENTARY SCHOOL PERSONNEL (Cont'd.)

Teaching assistants who hold a pre-professional teaching assistant certificate shall have the same
scope of duties as enumerated above for other teaching assistants. Within that scope of duties, teaching
assistants holding a pre-professional teaching assistant certificate may, at the discretion of the District,
and while under the general supervision of a teacher, perform such duties as:

a)

b)

©)
d)

e)

Working with small groups of students so that the teacher can work with a large group or
individual students;

Helping a teacher to construct a lesson plan;
Presenting segments of lesson plans, as directed by the teacher;

Communicating with parents of students at a school site or as otherwise directed by a
teacher; and

Helping a teacher to train other teaching assistants.

Licensure and certification requirements shall be as mandated pursuant to Commissioner's
Regulations.

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

SUBJECT: MAINTAINING DISCIPLINE AND CONDUCT

All personnel employed by the District are responsible for maintaining student discipline and
appropriate conduct during school hours and at extracurricular events on and off school property.

School property shall mean in or within any building, structure, athletic playing field,
playground, parking lot or land contained within the real property boundary line of a public
elementary or secondary school; or in or on a school bus as defined in Vehicle and Traffic Law Section
142. A school function shall mean a school-sponsored or school-authorized extracurricular event or
activity regardless of where such event or activity takes place, including any event or activity that may
take place in another state.

Education Law Section 2801(1)
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Personnel

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.

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

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
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Personnel

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.

Organizations recognized for the purposes of collective bargaining include:
a)  Hadley-Luzerne Teachers' Association;

b) Hadley-Luzerne Central School District Unit of the Warren County Local of CSEA, Inc.
Local 1000, AFSCME, AFL-CIO;

c¢)  Southern Adirondack Substitute Teacher Alliance: New York State United Teachers, AFT,
AFL-CIO.

NOTE:  Refer also to Policy #6441 -- Board Negotiating Agents
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Personnel

SUBJECT: BOARD NEGOTIATING AGENTS

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 spokesperson. 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.

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

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.
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Personnel

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
from the Unified Court System 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)
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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 telecommunications 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.
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SUBJECT: STAFF USE OF COMPUTERIZED INFORMATION RESOURCES (Cont'd.)

Social Media Use by Employees

The School District recognizes the value of teacher and professional staff inquiry, investigation
and communication using new technology tools to enhance student learning experiences. The School
District also realizes its obligations to teach and ensure responsible and safe use of these new
technologies. Social media, including social networking sites, have great potential to connect people
around the globe and enhance communication. Therefore, the Board of Education encourages the use
of District approved social media tools and the exploration of new and emerging technologies to
supplement the range of communication and educational services.

For purposes of this Policy, the definition of public social media networks or Social Networking
Sites (SNS) are defined to include: Web sites, Web logs (blogs), wikis, social networks, online forums,
virtual worlds, and any other social media generally available to the school district community which
do not fall within the District's electronic technology network (e.g., Facebook, MySpace, Twitter,
LinkedIn, Flickr, blog sites, etc.). The definition of District approved password-protected social media
tools are those that fall within the District's electronic technology network or which the District has
approved for educational use. Within these internal forums, the District has greater authority and
ability to protect minors from inappropriate content and can limit public access within these internal
forums.

The use of social media (whether public or internal) can generally be defined as Official District
Use, Professional/Instructional Use and Personal Use. The definitions, uses and responsibilities will be
further defined and differentiated in the Administrative Regulation. The School District takes no
position on an employee's decision to participate in the use of social media or SNS for personal use on
personal time. However, personal use of these media during District time or on District-owned
equipment is prohibited. In addition, employees are encouraged to maintain the highest levels of
professionalism. They have responsibility for addressing inappropriate behavior or activity on these
networks, including requirements for mandated reporting and compliance with all applicable District
Policies and Regulations.
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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 communication
without prior notice 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 -- Children's Internet Protection Act: Internet Content
Filtering/Safety Policy

Adoption Date: 7/30/2010
Revised: 9/20/2010
Revised II: 12/19/2011
Revised III: 3/19/2012
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Personnel

SUBJECT: USE OF EMAIL IN THE SCHOOL DISTRICT

Electronic mail or email is a valuable business communication tool, and users shall use this tool
in a responsible, effective and lawful manner. Every employee/ authorized user has a responsibility to
maintain the District's image and reputation, to be knowledgeable about the inherent risks associated
with email usage and to avoid placing the School District at risk. Although email seems to be less
formal than other written communication, the same laws and business records requirements apply.
School District employees/authorized users shall use the District's designated email system, such as
Lotus Notes or Microsoft Exchange, for all business email, including emails in which students or
student issues are involved.

Employee Acknowledgement

All employees and authorized users shall acknowledge annually and follow the District's policies
and regulations on acceptable use of computerized information resources, including email usage.

Classified and Confidential
District employees and authorized users may not:

a)  Provide lists or information about District employees or students to others and/or classified
information without approval. Questions regarding usage should be directed to a
Principal/supervisor.

b) Forward emails with confidential, sensitive, or secure information without
Principal/supervisor authorization. Additional precautions should be taken when sending
documents of a confidential nature.

c) Use file names that may disclose confidential information. Confidential files should be
password protected and encrypted, if possible. File protection passwords shall not be
communicated via email correspondence in any event.

d) Send or forward email with comments or statements about the District that may negatively
impact it.

Personal Use

Employees and authorized users may use the District's email system for limited personal use.
However, there is no expectation of privacy in email use. Personal use should not include chain letters,
junk mail, and jokes. Employees and authorized users shall not use the District's email programs to
conduct job searches, post personal information to bulletin boards, blogs. chat groups and list services,
etc. without specific permission from the Technology Coordinator/Superintendent. The District's email
system shall not be used for personal gain or profit.
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SUBJECT: USE OF EMAIL IN THE SCHOOL DISTRICT (Cont'd.)
Email Accounts

All email accounts on the District's system are the property of the School District. Employees
and authorized users shall not access any other email account or system (Yahoo, Hotmail, AOL, etc.)
via the District's network. Personal accounts and instant messaging shall not be used to conduct
official business.

Receiving Unacceptable Mail

Employees and authorized users who receive offensive, unpleasant, harassing or intimidating
messages via email or instant messaging shall inform their Principal/supervisor immediately.

Records Management and Retention

Retention of email messages are covered by the same retention schedules as records in other
formats, but are of a similar program function or activity. Email shall be maintained in accordance
with the NYS Records Retention and Disposition Schedule LGS-1 and as outlined in the Records
Management Policy. Email records may consequently be deleted, purged or destroyed after they have
been retained for the requisite time period established in the LGS-1 schedule.

Archival of Email

All email sent and received to an employee's email account should be archived by the District for
a period of no less than six (6) years. This time period was determined based on the possibility of
emails that are the official copy of a record according to schedule LGS-1. Depending on the District's
archival system, employees may have access to view their personal archive, including deleted email.
Training

Employees/authorized users should receive regular training on the following topics:

a)  The appropriate use of email with students, parents and other staff to avoid issues of
harassment and/or charges of fraternization.

b) Confidentiality of emails.

c) Permanence of email: email is never truly deleted, as the data can reside in many different
places and in many different forms.

d)  No expectation of privacy: email use on District property is NOT to be construed as
private.
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SUBJECT: USE OF EMAIL IN THE SCHOOL DISTRICT (Cont'd.)
Sanctions

The Computer Coordinator may report inappropriate use of email by an employee/authorized
user to the employee/authorized user's Principal/supervisor who will take appropriate disciplinary
action. Violations may result in a loss of email use, access to the technology network and/or other
disciplinary action. When applicable, law enforcement agencies may be involved.

Notification

All employees/authorized users will be required to access a copy of the District's policies on staff
and student use of computerized information resources and the regulations established in connection
with those policies. Each user will acknowledge this employee/designated user agreement before
establishing an account or continuing in his/her use of email.

Confidentiality Notice

A standard Confidentiality Notice will automatically be added to each email as determined by
the District.

NOTE: Refer also to Policies #3320 -- Confidentiality of Computerized Information

#3420 -- Anti-Harassment in the School District
#5670 -- Records Management

#6410 -- Staff Use of Computerized Information Resources

#8271 -- Children's Internet Protection Act: Internet Content
Filtering/Safety Policy

Adopted: February 28, 2011
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HEALTH INSURANCE

Health Insurance Coverage for Substitutes and Other Variable and Part-Time District
Employees

The School District acknowledges that health insurance coverage through Health Insurance Plans
offered by the School District is made available to employees of the School District pursuant to
various collective bargaining agreements and/or existing School District policies. However, for
employees who are not eligible for health insurance coverage pursuant to the eligibility requirements
in the applicable collective bargaining agreements or pursuant to existing policies, and who are
determined by the School District to be eligible per the Affordable Care Act by having met the
minimum criteria of hours worked during the measurement period as determined by the District, the
School District will offer such employees health insurance coverage through the WSWHE Counties
Health Insurance Consortium Trust Alternate PPO Plan, or similar School District selected plan,
provided such employees pay 100% of the premiums for such health insurance coverage. Such
coverage will be available for as long as the employee remains eligible during the stabilization period.
Payment of the premiums shall be made directly to the School District or in the School District’s sole
discretion, may be made by payroll deduction, but must be made prior to the month for which the
employee will have such health insurance coverage. The School District reserves its right to modify or
eliminate this policy at any time.

Continuation of Medical Insurance Coverage at Termination of Employment

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

Under COBRA, employees generally may continue their group health insurance coverage for up
to eighteen (18) months. In addition, with the exception of those in self-funded or self-insured plans,
employees who have exhausted their federal COBRA coverage may extend their coverage for up to an
additional eighteen (18) months, for a total period of thirty-six (36) months, under New York
Insurance law.

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) Anemployee 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.
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Those who are eligible to continue coverage have up to sixty (60) days to complete the
Continuation of Coverage Election Form. Premiums and administrative costs will be paid in
accordance with law.

American Recovery and Reinvestment Act of 2009, Public Law 111-5
Consolidated Omnibus Budget Reconciliation Act of 1985
Insurance Law Section 3221(m)(4)(5) and (6)

Adoption Date: 12/21/2009
Revised: 4/16/2012
Revised: 12/5/2016
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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)
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Personnel

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
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Personnel

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.

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.

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

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 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. Coverell 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.

Education Law Sections 1604(25), 1604(31-b), 1709(26),
1709(34-b), 2560, 3023, 3028 and 3811

General Municipal Law Sections 6-n and 52

Public Officers Law Section 18

Adopted: 7/30/07
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Personnel

SUBJECT: LEAVES OF ABSENCE

a)

b)

c)

In general, leaves of absence:

I.
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:

I.

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.
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Personnel

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.

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.

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.

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.

d)  Other leaves of absence:

1.

Emergency Service Volunteer Leave

Upon presentation of a written request from the American Red Cross and with the approval
of the Superintendent, employees certified by the American Red Cross as disaster
volunteers shall be granted leave from work with pay for up to twenty (20) days in any
calendar year to participate in specialized disaster relief operations. This leave shall be
provided without loss of seniority, compensation, sick leave, vacation leave or other
overtime compensation to which the volunteer is otherwise entitled.

Screenings for Breast Cancer and Prostate Cancer

Employees shall be granted up to four (4) hours of paid leave on an annual basis to
undertake a screening for breast cancer; employees shall be granted up to four (4) hours of

paid leave on an annual basis to undertake a screening for prostate cancer (i.e., male

employees are entitled to a total of eight (8) hours for both screenings). This leave shall be
excused leave and shall not be charged against any other leave to which the employee is
entitled.

Blood donation
The School District must either, at its option:
(a) Grant three (3) hours of leave of absence in any twelve (12) month period to an

employee who seeks to donate blood. According to Commissioner's Guidelines, leave
granted to employees for off-premises blood donation is not required to be paid leave.
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SUBJECT: LEAVES OF ABSENCE (Cont'd.)

The leave may not exceed three (3) hours unless agreed to by the Superintendent/
designee; or

(b) Allow its employees without use of accumulated leave time to donate blood during
work hours at least two (2) times per year at a convenient time and place set by the
Superintendent/designee, including allowing an employee to participate in a blood
drive at the District.

Leave taken by employees at a District-designated donation alternative (such as a
District-sponsored blood drive at the workplace) must be paid leave that is provided
without requiring the employee to use accumulated vacation, personal, sick, or other
leave time.

The District shall not retaliate against an employee for requesting or obtaining a leave
of absence under this section. Additional leaves for the purpose of blood donation
under any other provision of law shall not be prevented.

4.  Bone Marrow donation

Employees seeking to undergo a medical procedure to donate bone marrow shall be granted
leaves to do so, the combined length of the leaves to be determined by the physician, but
may not exceed twenty-four (24) work hours unless agreed to by the
Superintendent/designee. The District shall require verification for the purpose and length
of each leave requested by the employee for this purpose.

5. Nursing Mothers

The District shall provide reasonable unpaid break time or permit the use of paid break
time or meal time each day to allow an employee to express breast milk for her nursing
child for up to three (3) years following child birth. The District shall make reasonable
efforts to provide a room or other location in close proximity to the work area where the
nursing mother can express milk in privacy. The District shall not discriminate against an
employee who chooses to express breast milk in the workplace.

Reasonable unpaid break time is generally no less than twenty (20) minutes and no more
than thirty (30) minutes dependent upon on the proximity of the designated location for
expressing breast milk. In most situations, the District is required to provide unpaid break
time at least once every (3) hours if requested by the employee. At the employee's option,
the District shall allow the employee to work before or after her normal shift to make up
the amount of time used during the unpaid break time(s) so long as such additional time
requested falls within the District's normal work hours.



2010 6550
4of4

Personnel

SUBJECT: LEAVES OF ABSENCE (Cont'd.)

The District shall provide written notice to employees who are returning to work following
the birth of a child of their right to take unpaid leave for the purpose of expressing breast
milk. Such notice may either be provided individually to affected employees or to all
employees generally through publication of such notice in the employee handbook or
posting of the notice in a central location.

Any employee wishing to avail herself of this benefit is required to give the District
advance notice, preferably prior to her return to work, to allow the District an opportunity
to establish a location and schedule leave time to accommodate employees as needed.

6.  Victims of Domestic Abuse

Employers are required to provide employees with an unpaid leave to appear as a witness,
consult with the district attorney, or exercise the employee's statutory rights as the victim
of, or witness to a crime of domestic violence. In addition, a victim of domestic violence
may need one or more of these types of leave.

To use this leave, the employee shall provide notice of the need for leave at any time prior
to the actual day of leave. Employers are permitted to ask the employee who sought the
attendance or testimony of the employee to provide verification of the employee's service.
Penalizing or discharging an employee for absences by reason of a required appearance as
a witness in a criminal proceeding, or consultation with the district attorney, or exercising
his/her rights as provided under the law constitutes a Class B misdemeanor by the
employer.

7. Military Leave

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

Leaves of absence for military spouses are granted in accordance with law and regulation.

U