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Personnel

General Personnel Policy Statement

The personnel policies of a school district are an essential part of the program of public
education in a community. The philosophy of a school district and the community is
generally reflected in these policies.

Through its personnel policies, the board wishes to establish conditions that will attract
and hold the highest qualified personnel for all positions who will devote themselves to
the education and welfare of our students.

Policy development must be approached with attitudes of mutual faith and good will.
Cooperation and participation of the employees’ associations, administration, and the
board are essentials in the formulation of personnel policies. If the predominant values
and standards are based upon a democratic philosophy, the personnel policies and
procedures will add to the dignity of each individual.

Provisions for the implementation of adopted personnel policies should include channels
of communication and procedures for the handling of professional and ethical problems,
through which all persons or groups affected may voice their opinions.

To keep its personnel policies, and the corresponding administrative regulations, in the
highest state of effectiveness to achieve the above purposes, the Superintendent is
directed to establish the procedures needed.

Legal Reference: = Education Law
2503 Powers and duties of board of education 2)

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains, New York
Policy revised: 11/13/00
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Personnel

Code of Ethics

The Board of Education recognizes that sound, ethical standards of conduct serve to
increase the effectiveness of school board members and their staff, as education leaders in
their community. Actions based on an ethical code of conduct promote public confidence
and the attainment of district goals. The Board also recognizes its obligation to set forth a
code of ethics under the provisions of the General Municipal Law.

The Board therefore adopts the following code of ethics and its accompanying regulation,
for the guidance of its officers and employees. Board members and their staff commit
themselves to:

" ASSURING the opportunity for high quality education for every student and making
the well-being of students the fundamental principle in all decisions and actions;

= REPRESENTING the entire community without fear or favor;

* ACCEPTING all responsibilities as a means of unselfish service, while not using
their positions for personal gain;

= ACTING as part of an educational team with mutual respect and regard for each
other’s respective responsibilities and duties, recognizing that the strength of a school
board is in acting as a board, not as individuals;

= PRESERVING the obligation of having all issues considered fairly and without bias;

=  UPHOLDING the principles of due process and individual dlgmty, and protect the
civil and human rights of all;

= MAINTAINING high standards and the effectiveness of education through research
and continuing professional development;

=  OBEYING all national, state, and local laws and regulations pertaining to education
and public agencies; and

= INSTILLING respect for community, state, and nation.

Reference:  General Municipal Law 806-808

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

Policy revised: 5/10/99 City of White Plains, New York
Policy revised: 5/03
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Code of Ethics

Pursuant to the provisions of Section 806 of the General Municipal Law, the Board of
Education promulgates these rules of ethical conduct for the officers and employees of
the school district. These rules shall not conflict with, but shall be in addition to any
prohibition of Article 18 of the General Municipal Law or any other general or special
law relating to ethical conduct and interest in contracts of municipal officers and
employees.

Definitions

1. “Officer or Employee” means an officer or employee of the district, whether paid or
unpaid, including members of the Board of Education, and their professional or
nonprofessional staff and appointees.

2. “Interest” means a pecuniary or material benefit accruing to a municipal officer or
employee unless the context otherwise requires.

Standards of Conduct

Every officer and employee of the district shall be subject to and abide by the following
standards of conduct:

1. Gifts: An 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 of 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, nothing herein should be construed as prohibiting the traditional exchange
of holiday gifts provided discretion is used to ensure that gifts of value are not
accepted by staff employees or officers. 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.

2. Confidential information: An 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.

3. Representation before the Board: An 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.
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4. Representation before the Board for a contingent fee: An 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, whereby
the compensation is to be dependent or contingent upon any action by the school
district with respect to such matter, provided that this paragraph shall not prohibit the
fixing at any time of fees based upon the reasonable value of the services rendered.

5. Disclosure of interest in matters before the Board: To the extent that he or she knows
thereof, a member of the Board of Education and any officer or employee of the
district, whether paid or unpaid, who participates in the discussion or gives official
opinion to the Board on any matter before the Board shall publicly disclose on the
official record the nature and extent of any direct or indirect financial or other private
interest he or she has in such matter.

6. Investments in conflict with official duties: An 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.

7. Private employment: An officer or employee shall not engage in, solicit, negotiate for
or promise to accept private interests when that employment or service creates a
conflict with or impairs the proper discharge of his or her official duties.

8. Purchases: No officer or employee shall have a prohibited conflict of interest in
purchases of goods or services made by the school district.

9. Endorsements: No officer or employee shall endorse any product of any type or kind
in such a manner as will identify him or her in any way as an officer or employee of
the school district.

Distribution of Code of Ethics

The Superintendent of Schools shall direct that a copy of the Board’s code of ethics and
this accompanying regulation to be distributed to 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 offices 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.

Reference:  General Municipal Law, Article 18

CITY SCHOOL DISTRICT
Rules revised: 5/03 City of White Plains, New York
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Employment Practices/Equal Employment Opportunity

Appointment of staff members is one of the most important functions of the Board. It is
of the utmost importance that the district employ staff that is highly qualified and
effective in performing the duties assigned to them. The Board also believes that White
Plains, a district that has a highly diverse student population, should continue to devise
recruitment strategies that seek out members of minority groups that are underrepresented
in the employee population to apply for positions in the district.

The Board believes that the recruiting and interview process should be open and
inclusive. Every attempt should be made to include staff and parents and community
members of diverse backgrounds and qualifications in the hiring process for
administrative and teaching positions.

Candidates for open positions, as well as for promotion and transfer, will be evaluated on
the basis of their education, experience and ability, in determining their fitness to perform
the duties of the position. All recruiting and offers of employment must come from the
district personnel office which will conduct appropriate background checks.

It shall be the duty of the Superintendent of Schools to see that candidates for positions
shall meet all qualifications established by law and the Board for the position. At no time
will any candidate for employment, current employee or former employee suffer any
adverse action, or be granted any benefit, for any reason other than personal merit or
conduct, or in violation of any law or regulation. The Board of Education, its officers,
and employees shall not discriminate against any employee or applicant for employment
on the basis of race, color, national origin, creed or religion, marital status, sex, age, or
disability. Any person noting or suspecting a violation of this policy is encouraged to
bring the matter to the attention of the Superintendent or the Board of Education.

The Board directs the Superintendent of Schools to devise and implement appropriate
recruiting, interviewing and employment procedures that reflect these policies and to
review them yearly with the Board prior to the hiring season and to review the results of
these procedures at the beginning of the school year.

Legal Reference:  Education Law 42USC §§2000e, et seq.
2503  Powers and duties of Board of education
2508  Powers and duties of Superintendent of schools
3011 Contract with teachers
3026  Discrimination based on sex
3027  Discrimination based on age
Executive Law §296 (New York State Human Rights Law)

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New York
Policy revised: 2/17/05
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Conditionally-Appointed Employees

It is the policy of the White Plains School District to ensure the safety of its students consistent with
the statutes permitting the conditional appointment of employees who are subject by law to a criminal
background check as a pre-requisite to employment. In furtherance of this objective:

1.

All conditionally-appointed employees shall be required to adhere to the following
requirements until such time as the District has received confirmation that full clearance from
the State Education Department has been granted:

(2)

(b)

(©)

d

Conditionally-appointed employees shall have no one-on-one contact with any student.
All contact with students shall be in the presence of and within the vision of other
student(s) or staff member(s).

Conditionally-appointed employees shall not enter any student bathroom or locker room
except in cases of emergency.

Conditionally-appointed employees shall not act as chaperones on any overnight field
trip.

Conditionally-appointed employees must keep the door to their classroom open, unless
another, cleared staff member is present.

Conditionally-appointed classroom teachers shall be subject to unannounced periodic visits of
indefinite duration by an observer designated by and operating under the instructions of the
building principal or his/her designee, subject to the following:

(2)

(b)

©)

The “observer” shall be an employee of the school district, as defined in to the
Education Law provisions governing fingerprinting, and not a school visitor.

The observer’s function shall be to ensure the safety of the students in the class, and not

to evaluate or report on any aspect of the teacher’s performance or maintenance of order
in the class.

The observation requirement set forth in this provision shall not apply to classes for
which an aide, or an assistant, who has previously received full clearance, is assigned to
and is actually present for the duration of the class period.

Legal Reference: NY-S-Assémbly Bill 8868-A

CITY SCHOOL DISTRICT

Policy adopted: 9/10/01 City of White Plains, New York
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Personnel

Incidental Teaching

The Board of Education authorizes the Superintendent of Schools to assign a teacher to
teach a subject not covered by the teacher’s certificate for up to five classroom hours a
week when the Superintendent believes it is in the interests of the school district. In order
to accomplish this, the Superintendent shall, pursuant to the regulations of the
Commissioner of Education:

1. determine that the teacher being assigned on an incidental basis has sufficient
teaching experience and knowledge of the subject to teach it in a competent manner,

2. submit a list of all teachers assigned on an incidental basis, including the course
assigned and the certification area of the teacher so assigned, to the Board of
Education at a public meeting by October 1 of each year. Assignments made after
October 1 must be reported to the Board at the next regularly scheduled public Board
meeting; and

3. submit the same list to the State Education Department as part of the district’s annual
Comprehensive Assessment Report.

In addition, the Superintendent shall ensure that the District informs parents about
incidental teaching assignments by at least one of the following methods: public
discussion at a Board meeting, publication in a newsletter, or posting letters to parents.

The information provided should include the teacher’s experience and knowledge of the
subject matter so parents are aware of the teacher’s qualifications to teach the subject.

If a parent/guardian appeals an incidental teaching assignment, the appeals process shall
begin with the filing of a written complaint with the Building Principal. If the complaint
remains unresolved at this level, the complaint is appealable to the Superintendent of
Schools. If still unresolved, the parent/guardian may appeal to the Board for a final
determination. If the complaint concerns a particular teacher’s qualifications, the Board
may meet in executive session to discuss the issue.

Reference: 8§ NYCRR 80.2(c)(7)

Policy adopted: 3/14/94 CITY SCHOOL DISTRICT
Policy revised:11/13/00 City of White Plains, New York



4116

Personnel

Rights and Responsibilities

Smoking Policy

In order to provide a healthy and comfortable environment for students, employees and
visitors in compliance with state and federal law, the Board of Education prohibits
smoking and other tobacco use in all school buildings and on school property.

The Superintendent will have copies of this policy prominently posted on school
property. In addition, the Superintendent will designate a person in each school building
to be responsible for informing individuals who are smoking or otherwise using tobacco-

related products in violation of this policy that they are in violation of this policy, as well
as state and federal law.

Employees found smoking will be subject to disciplinary action, including, but not
limited to warning, conference and formal written notice for the official personnel files.

Updated Reference: Federal Legislation: The Pro-Children Act of 1994
State Legislation: Education Law §§409 (2); 3020-a (4)
Public Health Law Article 13-E; §§206. 340, 347

Policy adopted: 1/9/90

Policy revised: 1/9/95 CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New York
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Personnel

Sexual Harassment

Title VII of the Civil Rights Act of 1964 prohibits sex discrimination and it was

established in 1986 by a Supreme Court decision that this form of discrimination
included prohibition against sexual harassment.

The Board of Education is committed to safeguafding the right of all employees within
the school district to an environment that is free from all forms of sexual harassment.
Sexual harassment does not only depend upon the offender’s intention but also upon how
the target perceives the behavior or is affected by it. The Board recognizes that sexual
harassment can originate from a person of either sex against a person of the opposite or
same sex, and from peers, subordinates, as well as SUpervisors.

The Board defines sexual harassment as unwelcomed sexual advances, requests for
sexual favors and other verbal or physical conduct of a sexual nature when:

" submission to, or toleration of, such conduct is made either explicitly or implicitly a
term or condition of an individual’s employment, and/or participation in school
district activities;

* submission to or rejection of such conduct by an individual is used as the basis for
evaluation in making employment or any other decisions affecting such individual; or

* such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
working environment.

The Board condemns any retaliatory behavior against complainants or any witnesses.

Falsely accusing someone of sexual harassment will not be tolerated by the district. Any
employee who knowingly files a false claim will be subject to punitive action.

Any employee who believes that he or she has been the subject of sexual harassment
should report the alleged misconduct immediately. In the absence of a victim’s
complaint, the Title IX compliance officer, upon learning of, or having reason to suspect
the occurrence of any sexual harassment, will ensure that an investigation is promptly
commenced by appropriate individuals.

The Superintendent of Schools is directed to develop and implement procedures on
reporting, investigating and remedying allegations of sexual harassment. Such
procedures and sanctions are to be consistent with any applicable provisions contained in
the district’s collective bargaining agreements and the tenure laws.
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A copy of this policy and its accompanying regulation are to be distributed to all
supervisory and non-supervisory personnel and posted in appropriate places.

Reference: Civil Rights Act of 1964, Title VII, 42 U.S.C. 2000-¢2(a)
Equal Employment Opportunity Commission Policy Guidance
(N-915.035) on Current Issues of Sexual Harassment, effective 10/15/88
Meritor Savings Bank. FSB v. Vinson 477 U.S. 57 (1986)
Title IX, 20 U.S.C. 1681-88

Policy adopted: 4/19/93 CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New York



4116.1(a)

Personnel

Sexual Harassment

Definitions

=  Employee shall mean all teaching, administrative and support personnel.

»  Immediate supervisor shall mean the person to whom the employee is directly
responsible (e.g., Department Head, Building Principal).

Employees who believe they have been the subject of sexual harassment should let the
Title IX compliance officer know that he or she find the remarks and/or behaviors
objectionable. This may serve to end the harassment. If that fails, employees are to
report the incident to their immediate supervisor. Should the immediate supervisor be the
alleged harasser, the report shall be made to the next level of management. Incidents of
sexual harassment may be reported informally or through the filing of a formal complaint.
The Director of Personnel will be immediately notified of all complaints.

All reports of sexual harassment will be held in confidence subject to all applicable laws
and any relevant provisions found in the district’s collective bargaining agreements.

Consistent with federal and state laws, and all applicable provisions contained in the
district’s collective bargaining agreements, the following procedures shall be employed in
handling any report, investigation and remedial action concerning of sexual harassment:

Informal Complaints

Employees who believe they have been the subject of sexual harassment may request that
an informal meeting be held between themselves and the appropriate supervisor. The
purpose of such a meeting will be to discuss the allegations and remedial steps available,
including alternatives to mediate the complaint. The supervisor will then promptly
discuss the complaint with the alleged harasser. Should the harasser admit the
allegations, the supervisor is to obtain a written assurance that the unwelcome behavior
will stop. Depending on the severity of the charges, the supedrvisor may recommend, to
the Director of Personnel, that further disciplinary action be taken. Thereafter, the
supervisor is to prepare a written report of the incident and inform the complainant of the
resolution. The complainant is to indicate on the supervisor’s report whether or not he or

she is satisfied with the resolution. A copy of this report is to be forwarded to the
Director of Personnel.

If the complainant is satisfied with the resolution, the incident will be deemed closed.
However, the complaint may be reopened for investigation if a recurrence of sexual
harassment is reported. The supervisor is to inform the complainant to report any
recurrence of the harassment or any retaliatory action that might occur.
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Should the complainant be dissatisfied with the resolution, he or she may file a formal
written complaint.

Should the alleged harasser deny the allegations, the supervisor is to inform the
complainant of the denial and state that a formal written complaint will be required for
further formal investigation. The supervisor will file a report with the next level of

management on what has transpired to date and forward a copy to the Director of
Personnel.

Formal Complaints

Formal complaints may be submitted initially to report an incidence of sexual
harassment, or as a follow-up to an unsatisfactory resolution of an informal complaint.

All formal written complaints are to be submitted to the Director of Personnel, for
appropriate action.

Investigating a Complaint

Upon receipt of a formal complaint, the Director of Personnel will initiate a prompt,
thorough and impartial investigation of the allegations. Complainants will be notified of
the outcome of the investigation. If the investigation reveals that no sexual harassment
has occurred, or if the complainant is not satisfied with the remedial action taken after a
finding of sexual harassment, the complainant may appeal to the Board of Education.
The appeal must include a copy of the original complaint, all relevant reports, the specific
action being appealed, and an explanation of why the complainant is appealing.

Remedial Action

If the investigation reveals that sexual harassment has occurred. appropriate sanctions
will be imposed in a manner consistent with any applicable law and collective bargaining
agreements. Depending on the gravity of the misconduct, these may range from a
reprimand up to and including dismissal from employment. When applicable, any lost
employment benefits or opportunities will be restored to the victims. Anyone subjecting
complainants or witnesses to any form of retaliation will also be subject to disciplinary

action in the manner prescribed by law and consistent with any applicable provisions in
the district” collective bargaining agreements.

Complaint Records — Employees

Complainants should receive a copy of any resolution reports filed by the supervisor
concerning his/her complaint. Copies should also be filed with the employment records
of both the complainant and the alleged harasser.
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Investigation in the Absence of a Complaint

The Board will, in the absence of a victim’s complaint, ensure that an investigation is
commenced by the appropriate individuals, upon learning of, or having reason to suspect,
the occurrence of any sexual harassment.

Rules approved: 4/19/93 CITY SCHOOL DISTRICT
City of White Plains, New York
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SEXUAL HARASSMENT FORMAL COMPLAINT FORM

Name of Complainant Date

Position

Name of Alleged Sexual Harasser

Date and Place of Incident

Description of Misconduct

Witnesses (if any)

Has the Incident Been Previously Reported? If Yes, When?

To Whom (Name and Title)?

What Was the Resolution?

Reasons for Dissatisfaction
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SEXUAL HARASSMENT COMPLAINT - APPEAL FORM

Name of Complainant

Date

Position

Date of Original Complaint

Have There Been Any Prior Appeals?

To Whom?

If Yes, When?

Description of Decision Being Appealed

Reason for Appealing the Decision
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Personnel

Freedom of Speech

Instructional personnel of this school system are expected to exercise their
constitutionally guaranteed right to freedom of expression. The board recognizes that no
freedom is absolute, and that in this case restrictions come from at least three sources:

1. Legal

Governing bodies can within frequently defined limits restrict freedom of speech, as
for example within the “clear and present danger” doctrine of the United States
Supreme Court. Differences of opinion on what constitutes acceptable regulation of
freedom of speech in this sector may find solution only by legal action.

2.  Societal

Communities vary in what they will tolerate in classroom discussion. Limits of such
tolerance change with time and place. Differences of opinion between teachers and
community feelings may not so much be a matter for court adjudication as for
tolerance on the part of each contended for the other’s position.

Professional

|98}

Teachers and their organizations must themselves decide what effect insisting on
exercising freedom of speech, or accepting some degree of regulation thereof, will
have on their role as teachers, on their ultimate effectiveness in the education
process.

The board requests that any differences of opinion about exercise or abridgement of
freedom of speech within or among members of the board, staff, and especially

instructional personnel be reviewed by all parties concerned in the light of the above three
factors.

Policy adopted: 7/7/71

(eff. 1/1/71) CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New York
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Personnel

Probation and Evaluation

Recommending a teacher for tenure to the Superintendent of Schools is one of the more
important functions of the principal of each school. Appointment to tenure is an
agreement to enter into a long term relationship which while relatively easy to initiate
becomes most difficult to terminate if errors in judgment have been made. The
probationary period shall establish whether the long term relationship will be mutually
beneficial. Great care shall be taken during the probationary period so that a realistic

appraisal of the teacher may be made on a regular basis. The teacher shall be kept
informed of his strengths and weaknesses.

The Superintendent shall institute evaluation and supervisory procedures and processes
for professional personnel in accordance with Commissioner’s Regulations.

The Board of Education shall review the procedures for the evaluation and supervision of
professional personnel annually.

The procedures for the evaluation and supervision of professional personnel shall be
available for public review in the district office.

Policy adopted: 7/7/71

(eff. 1/1/71) CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New.York
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Personnel

Substitute Teachers

A substitute teacher shall be a person qualified according to New York State Law to
instruct in our schools and who is employed for short periods of time in the absence of
the regular teacher because of illness or professional duties.

Suitable programs for training, assigning, orienting, and evaluating the work of substitute
teachers shall be provided by the professional staff under the direction of the
Superintendent of Schools.

Rates of compensation are determined contractually.

Substitute teachers will not participate in the health and welfare plans or other fringe
benefits of the school district.

Retired teachers may be employed as substitute teachers without jeopardizing their
retirement salary as provided by law.

Legal Reference:  Education Law
510 Superannuating retirement
2509  Appointment of assistant and other superintendents,
teachers, and other employees
3105 Minimum salaries for a substitute teacher

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains, New York
Policy revised: 11/13/00
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Personnel

Student Teachers

The school district assumes the obligation to provide apprentice teaching opportunities
for student teachers from colleges and universities. Regular teachers who serve as master
teachers for student teachers should receive some recognition in the form of tuition
waivers or in-service education credit.

A student teacher is defined as a teacher trainee, an observer, or an intern. The
Superintendent, principal, and teachers involved shall determine the number of trainees

that shall be placed in the schools at any one time. Care shall be taken to see that no
school or teacher is overburdened.

Legal Reference:  Education Law

355 Powers and duties of trustees-administrative functions
(Reference state university contracts with city school
districts)

2503  Powers and duties of board of education

3009  Unqualified teachers shall not be paid from school monies
(Reference to teacher aides under supervision)

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains, New York
Policy revised: 11/13/00
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Personnel

Publication or Creation of Education Materials

Staff members are encouraged to contribute professional articles and news items to
local, state and national agencies. As a matter of professional ethics, all professional
articles should be cleared through the office of the Superintendent of Schools in the
event that the school district or any of its separate departments is mentioned.

'

Legal Reference:  Education Law
1709  Powers and duties of board of education
(32) (Union free school district) “To provide, at its discretion,
inservice training for its teachers.”
2503  Powers and duties of board of education
2509  Appointment of assistant and other superintendents,
teachers and other employees (6)

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains, New York
Policy revised: 11/13/00
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Personnel

Travel

Purpose

The district encourages the participation by employees in job related professional
activities whose purposes support the improvement of the educational program of the
school. While membership in such organizations and participation in their regular
activities are the responsibilities of those who elect to engage in them, the Board
supports employees’ participation in the granting of leave, paying certain expenses
and providing transportation within the limitations of budget provisions.

Superintendent Authority

All requests involving leave or expenses require the approval of the Superintendent or
his designee in advance. Approval will be made within the framework of this policy,
except that the Superintendent reserves the right to make such exceptions as he deems
to be appropriate when special events may occur. The Superintendent may direct
specified personnel to represent the school district in a variety of activities not
specifically outlined in this policy at his discretion. The limitations of this policy do
not apply to specified administrative personnel assigned to represent the school
district under a variety of circumstances relating to the course of their employment
and the performance of their responsibilities.

Professional Activities

The school district limits its support, in the form of leave, expenses, or transportation,
for professional participation to those activities which relate directly to the
educational program of the school and to personnel representing the district and limits

employee participation to area of assignment unless it is to the district’s advantage to
lift such limitation.

The proper request form should be completed and submitted prior to any trip. This
form will explain reimbursement of expenses. '

Legal Reference:  Education Law

1709  Powers and duties on boards of education

32) Union free school district) “To provide, at its discretion,
inservice training for its teachers.”

2503 Powers and duties of board of education

2509  Appointment of assistant and other superintendents,
teachers and other employees (6)

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains. New York

Policy revised: 2/14/72
Policy revised: 11/13/00
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Personnel

Tutoring

It is expected that every effort will be made by the principals, teachers and support staff
to help any child having difficulty in school. The Board believes that by employing a
quality instructional staff and providing for a rich, varied curriculum that the need for
individual tutoring will be minimized. The Board also recognizes and commends its staff

for frequently donating their time during lunch hour and before and after school to
provide extra help to their students.

There are times when some students may benefit from being tutored after school hours.
For the purposes of this policy, tutoring shall mean any instructional, enrichment or

remedial services privately secured and provided to a student by someone outside of
school hours for compensation.

When the tutor is an employee of the school district and compensation is received by the
tutor from the student’s family, a conflict of interest may exist. There are, however, cases
where the interests of pupils, requiring tutoring or private instruction, are best served by a
member of the White Plains staff. The Superintendent is directed to establish

administrative regulations that will protect the school district and its employees from
charges of conflict of interest.

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

Policy revised: 6/13/74 City of White Plains, New York
Policy revised: 8/75

Policy revised: 12/8/97
Policy revised: 11/13/00
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Tutoring

In order to protect the school district and its employees from charges of conflict of

interest the following rules are to be followed whenever district employees tutor students
outside of school hours for compensation;

® no employee may tutor, for compensation, a student currently in his or her class or
program;

" no employee may tutor a student, for compensation, who has been in his or her class
or program within the past twelve months;

" tutoring, for compensation, may not occur during the school day or on school
grounds;

district parents or students may not be solicited during school hours or on school
grounds for tutoring services; and

® an employee who tutors a pupil enrolled in the school(s) in which s/he works must
notify the principal of the school(s) about the tutoring.

The Board recognizes that in rare circumstances there may be exceptions to these
procedures. In those cases the parent of the pupil may request a waiver from the
Superintendent of Schools or his/her designee.

Rules revised: 12/8/97 CITY SCHOOL DISTRICT
Rules revised: 11/13/00 City of White Plains, New York
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Personnel

Non-School Employment

All school personnel are employed for a specific job in the schools. It is understood that

the duties of each position shall be carried out to the satisfaction of the superintendent of

schools, the principal and supervisors.
A\

Personnel may receive compensation for outside activities as long as these activities do

not take place during school time.

Personal Activities During School Time

Staff members shall not use school time or school facilities in connection with any
personal activity for financial profit outside the regular school program.

Legal Reference:  Education Law
3020 Dismissal of teacher

Policy adopted: 7/7/71 CITY SCHOOL DISTRICT

(eff. 1/1/71) City of White Plains, New York
Policy revised: 11/13/00
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Personnel

Sick Leave Bank for Employees not in a Bargaining Unit

Employees not in a bargaining unit who have been absent from work due to a medically
certifiable long-term or prolonged illness or injury resulting in disability, and who have
exhausted their own sick leave, which must have totaled a minimum of 13 days
immediately prior to such illness or injury, and who have contributed to the sick leave
bank, are eligible to draw up to a maximum of fifty (50) days a year from a sick leave

bank established by voluntary contribution in accordance with administrative regulations
promulgated by the Superintendent of Schools.

Contributions to the sick leave bank shall be voluntary and shall not exceed one day per
year per employee of the managerial and confidential group. Any days unused in any
given year shall be permitted to remain in the bank and any contribution by any
individual in a subsequent year shall be limited to the difference in the number of days
necessary to make a maximum total of 50 days, effective July 1, 1988. In order to
provide a pool of sick days initially, the Board shall contribute S0 days, effective July 1,
1988, and reduce the contribution by the number of days contributed by the employees.
In no event shall there be less than 50 sick days available in the bank at the beginning of
each year for those employees who contribute to the bank

Policy adopted: 8/8/88 CITY SCHOOL DISTRICT
Policy revised: 11/13/00 City of White Plains, New York
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Personnel

Sick Leave Bank for Employees not in a Bargaining Unit (Managerial & Confidential)

1. Employees appointed to positions which are not in a bargaining unit are entitled to
participate in a sick leave bank. The sick leave bank shall consist of 50 days per year,
with voluntary contribution of one day per year by employees who wish to
participate. The Board shall contribute the difference between the total number of
sick days contributed by employees in any one year (as of July 1% of each year) and
50 days. Consequently, each July 1% there will be a minimum of 50 such days in the
bank for those who make a contribution. If the bank has accumulated 50 days
through cumulative employee contribution, the Board shall make no contribution.

2. In order to receive the benefit of the sick leave bank, an employee must have
contributed during at least one of the last two solicitations preceding use of the sick
leave bank. Further, an employee must use all his/her accumulated individual sick
days prior to the use of sick leave bank days.

3. An employee shall submit to the Superintendent an application, together with a
written report from his/her physician.

4. The application and report must be approved by the school district physician.
Periodic verification of continuation of illness or disability may be required by the
Superintendent from the employee or his/her physician. Such request may be made to
the Board of Education in the case of the Superintendent.

5. Payment to any employee from the sick leave bank shall be reduced by any long-term
disability or workers’ compensation benefits for the same period of time.

Rules adopted: 10/7/88 CITY SCHOOL DISTRICT
City of White Plains, New York
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PERSONNEL

Family and Medical Leave

The Board of Education recognizes the right of eligible employees to unpaid family and
medical leave for up to 12 weeks during any 12-month period, pursuant to the Family and

Medical Leave Act (FMLA) and ensures that leaves consistent with this act are provided
to all eligible employees.

Legal Reference:  Family and Medical Leave Act of 1993,29 C.F.R. Part 825

Policy Adopted: 2/15/05 CITY SCHOOL DISTRICT
City of White Plains, New York
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PERSONNEL

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, violations of law and/or
abuse of authority) have occurred, they should report such wrongful conduct to the Board of
Education, the Superintendent, School Attorney or Independent Auditor.

For purposes of this policy, the term “wrongful conduct” shall be defined to include, but not limited to:

theft of district money, property, or resources;

misuse of authority for personal gain or other non-district purpose;
fraud;

violations of applicable federal and state laws and regulations; and/or
serious violations of district policy, regulation, and/or procedure.

In accordance with law, it is expected that prior to making a public disclosure of such information, the
employee or officer must make good faith effort to provide to the Board of Education the information
to be disclosed, whereupon the Board shall be given a reasonable period of time to conduct an
investigation and respond with corrective action or an explanation as to why no action will be taken.
In cases involving imminent and serious danger to public health or safety, prior notice need not be
given before making a public disclosure, in which event the Board or the Superintendent of Schools
shall be notified immediately after public disclosure has been made.

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.

An employee or officer who provides information in accordance with this policy shall have “whistle-
eblower” protection against retaliation in the nature of adverse action affecting compensation, appoint-
ment, promotion, transfer, assignment, reassignment or evaluation of performance. Any whistleblower
who is concerned that retaliation for providing information in accordance with this policy has
occurred, or is occurring, should immediately inform the Board of Education or Superintendent of
Schools in writing.



4153 (b)

An employee or officer may invoke a whistleblower defense pursuant to this policy in any disciplinary

proceeding or litigation if he or she believes that adverse action has occurred by reason of whistle
blowing as described above.

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.

Legal Reference: NYS Civil Service Law § 75-b

Policy Adopted: 4/14/08 CITY SCHOOL DISTRICT
White Plains, New York



