Oneida-Herkimer-Madison BOCES

PO, Box 7O | 4747 Middle Settfernent Road | New Hartford, 14y 13413-0070
wwrw.oneida-boces.org

AGENDA

Cooperative Board Regular Meeting
February 8, 2023 4:30 p.m.
The Howard D. Mettelman Learning Center, Oneida Room
Middle Settlement Road, New Hartford, New York

Draft Timeline

4:30 1. Call to Order
II. Pledge of Allegiance

4:35 III. Recognition

- School to Career Programs
Regional Program for Excellence

Student: Brooke Manolescu

Administrators: Michelle Hall, Director of School to Career Programs
Shannon Vescera, Employment Specialist, Regional

Program for Excellence

- School to Career Programs - Presentation

4:55 V. Recognition of Visitors

5:20 V. Communications
A. From the Floor

- General questions from board members?
- Commentary from board members?
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i
B. Correspondence

5:30 VI. Reports:
Board Committee Reports/Minutes
- Handbook Committee

District Superintendent Report(s)
- Budget Overview & Discussion
- Program & Professional Learning Presentation
Ann Turner & Kevin Healy

5:50 VIL A. Approval of the Minutes of the Regular Meeting of January 11, 2023
{(page 11)

Approval of Consent Agenda (B., C., D.)

B. Financial Report (page 27)
1. Acceptance of Report of the Treasurer, December

2. Approval of 2022-2023 Budget Adjustment Report, December

C. Personnel Report {page 47)

a. Retirements
1. Non-Instructional/Classified Staff

b. Resignations
1. Teaching/Certified Staff
2. Non-Instructional/Classified Staff

c. Unpaid Leave(s) of Absence
1. Teaching/Certified Staff

d. Appointments
1. Teaching/Certified Staff
a. Recommendation for Probationary Appointment(s)
b. Recommendation for Part-Time Appointment(s)
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C. Recommendation for Long-Term Substitute
Appointment
d. Recommendation for Tenure Appointment(s)

2. Non-Instructional/Classified Staff
a. Recommendation to create one (1) full-time Graphic Design

Specialist position
a. Recommendation for Provisional Appointment ~ Civil
Service Competitive Title
b. Recommendation for Probationary Appointment(s)
c. Recommendation for Part-Time Appointment(s)
d. Recommendation for Permanent Appointments from

Civil Service Listing

D. Action ltems (page 61)
1. Approval of Tentative Budget 2023-2023
2. Approval of Records Retention Coordinator

3. Approval of Board Policy 7302 Use of Time Out Room(s) (Second
Reading)

4. Approval of Board Policy 4201 Budget Development and Adoption; 4300
Investments; 4304 Personal Property of the Board of Cooperative
Educational Services; 4404 Personal Property Acquisitions; 4501
Competitive Bidding; 4502 Non-Bid Purchasing; 4503 Purchase Orders;
6201 Drug-Free Workplace Policy (First Reading)

5. Approval of Advisory Council Membership - New Student Members

6. Approval of Consultant Committee Membership

7. Approval of Memorandum of Agreement

o

Approval of Contracts

6:00 VIII. Board Topic(s)/Discussion Item(s)

- DEI Policy
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6:20

6:30

IX. Old Business

X. Executive Session

Executive Session Items:

X

discussing the employment history of a particular person

discussing matters that may lead to the appointment of a particular person (or
alternatively, a particular corporation)

discussing collective negotiations pertaining to the BTA Union, pursuant to Article
14 of the Civil Service Law

discussing the (purchase) (sale) (lease) of a particular parcel of land, disclosure of
which could affect the value of the property

discussing the (administration) (preparation) (grading) of the exarm

discussing proposed litigation

discussing matters which could imperil public safety if disclosed

6:45

6:45

XI. Action Item(s) for Approval {continuation of VII)

Adjournment

Dinner
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PERSONNEL REPORT

1.

RETIREMENTS
Non-Instructional/Classified Staff
Hire Date Retire Date
1. MARCIA L. EMRICH PUBLIC RELATIONS ASSISTANT 08/26/2002  03/31/2023
RESIGNATIONS
Teaching/Certified Staff
Hire Date Resign Date
1. QIAJA S. EVANS TEACHER ASSISTANT 09/01/2019 1272472022
2. ERICA SCHOFF PRINCIPAL 09/01/2006  02/26/2023
3, BRITTANY L. WEIBEL SCHOOL SOCIAL WORKER 10/18/2021  01/24/2023
Non-Instructional / Classified Staff
Hire Date Resign Date
1. KRISTEN A. HOLT OFFICE SPECIALIST I 04/26/2021  02/07/2023
UNPAID LEAVE(S) OF ABSENCE
Teaching/Certified Staff
Start Date End Date
1, BRITTNEY LINK TEACHER OF MATH 12/01/2022 0170272023
2, KAITLIN A, MAHARDY TEACHER ASSISTANT 03/06/2023  05/05/2023
APPOINTMENTS

Teaching/Certified Staff
RECOMMENDATION FOR PROBATIONARY APPOINTMENT(S)

The expiration dates of the 4 year probationary appointments are tentative and conditional only.
Except to the extent required by the applicable provisions of Section 3014 of the Education Law, in
order to be granted tenure the teacher must receive composite or overall annual professional
performance review ratings pursuant to Section 3014-c and/or 3014-d of the Education Law of
either effective or highly effective in at least three (3) of the four (4) preceding years, and if the teacher
receives an ineffective composite or overall rating in the final year of the probatlonary period the
teacher shall not be eligible for tenure at that time.

The expiration dates of the 3 year probationary appointments are tentative and conditional only.
In order to be granted tenure the teacher must receive composite or overall annual professional
performance review ratings pursuant to Section 3014-c and/or 3014-d of the Education Law of
either effective or highly effective to the extent required by the applicable provisions of the Education
Law, the Rules of the Board of Regents and the Regulations of the Commissioner of Education, and
if the teacher receives an ineffective composite or overall rating in the final year of the probationary
period the teacher shall not be eligible for tenure at that time.




Recommend that COURTNEY L. PLANTE be appointed as a TEACHER ASSISTANT in
INSTRUCTIONAL PROGRAMS & PROF LEARNING, at the Center for a four year probationary
appointment in the Teaching Assistant tenure area, commencing February 27, 2023 and
ending February 26, 2027 at an annual salary rate of $19,648.00, prorated.

redacted

Recommend that ANGELA L. RILEY be appointed as a TEACHER ASSISTANT in
INSTRUCTIONAL PROGRAMS & PROF LEARNING, at the Center for a four year probationary
appointment in the Teaching Assistant tenure area, commencing January 18, 2023 and
ending January 17, 2027 at an annual salary rate of $17,931.00, prorated.

redacted




Recommend that SYDNEY R. STEATES be appointed as a TEACHER ASSISTANT in
INSTRUCTIONAL PROGRAMS & PROF LEARNING, at the Center for a four year probationary
appointment in the Teaching Assistant tenure area, commencing January 09, 2023 and
ending January 08, 2027 at an annual salary rate of $17,325.00, prorated.

redacted

Recommend that VICTORIA L. ZISSER be appointed as a TEACHER OF ENGLISH in
INSTRUCTIONAL PROGRAMS & PROF LEARNING, at Middle Settlement Academy @ Lincoln
Avenue for a four year probationary appointment in the English 7-12 tenure area,
commencing January 24, 2023 and ending January 23, 2027 at an annual salary rate of

$46,605.00, prorated.

redacted




b. RECOMMENDATION FOR PART-TIME APPOINTMENT(S)

L Recommend that JAMES K. SMALDON's appointment as a ATTENDANCE TEACHER in
INSTRUCTONAL PROGRAMS & PROF LEARNING, Camden Central Schocl District approved at
the December 14, 2022 Board meeting, be revised for a part-time, per diem appointment
commencing December 01, 2022 and ending June 30, 2023 at an hourly salary rate of $48.35.

redacted

c. RECOMMENDATION FOR A LONG-TERM SUBSTITUTE APPOINTMENT




Recommend that KATRINA M. BRIODY be appointed as a TEACHER OF ESL in
INSTRUCTIONAL PROGRAMS & PROF LEARNING, at New York Mills, for a long-term
substitute part-time (.2 FTE) appointment commencing January 03, 2023 and ending June
30, 2023 at an annual salary rate of $8,397.80, prorated.

redacted



Recommend that MACKENZIE R. HOLBERT be appointed as a TEACHER OF HOME
ECONOMICS in INSTRUCTIONAL PROGRAMS & PROF LEARNING, at Westmoreland Central
School and Middle Settlement Academy, for a long-term substitute appointment commencing
January 03, 2023 and ending June 30, 2023 at an annual salary rate of $41,989.00, prorated.

redacted

RECOMMENDATION FOR TENURE APPOINTMENT(S)

The Human Resources Office and the District Superintendent have reviewed the performance
evaluations and record of absences for the below named individual(s), who have satisfactorily
completed their individual probationary periods and are being recommended for tenure by their
immediate supervisors.

: Tenure Date
HOLLY M, KRISTOFF ATTENDANCE TEACHER 05/31/2023

Non-Instructional/Classified Staff

a. Recommendation to create one (1] full-time Graphic Design Specialist position

RECOMMENDATION FOR PROVISIONAL APPOINTMENT - CIVIL SERVICE COMPETITIVE
TITLE




C.

Recommend that LORI ALLEN be appointed to a provisional appointment as a PRINCIPAL
ACCOUNT CLERK in SUPPORT SERVICES, Central Business Office, commencing January
09, 2023 at an annual salary rate of $45,191.00, prorated.

LORI ALLEN has been pre-approved by civil service, as meeting the qualifications necessary
in order to perform the duties of a PRINCIPAL ACCOUNT CLERK, until the results of the next

civil service exam are known.

redacted

RECOMMENDATION FOR PROBATIONARY APPOINTMENT(S)

Recommend that JOSHUA A. POTTER be appointed to a probationary appoiniment as a
CLEANER in SUPPORT SERVICES, Operations & Maintenance, commencing February 13,
2023 at an annual salary rate of $32,406.00, prorated.

JOSHUA A. POTTER has been pre-approved by civil service, as meeting the qualifications
necessary in order to perform the duties of a CLEANER. JOSHUA A, POTTER will be

required to serve a twenty-six week probationary period.

redacted

RECOMMENDATION FOR PART-TIME APPOINTMENT




Recommend that REGINA M. DAVIS be appointed to a part-time appointment as a FOQD
SERVICE HELPER in SUPPORT SERVICES, School Lunch Program commencing January 18,
2023 at an hourly salary rate of $15.00.

REGINA M. DAVIS has been pre-approx}ed by civil service, as meeting the qualifications
necessary in order to perform the duties of a FOOD SERVICE HELPER.

redacted

Recommend that SOHEE N, FONDA be appointed to a part-time appointment as a FOOD
SERVICE HELPER in SUPPORT SERVICES, School Lunch Program commencing January 11,
2023 at an hourly salary rate of $15.00.

SOHEE N. FONDA has been pre-approved by civil service, as meeting the qualifications
necessary in order to perform the duties of a FOOD SERVICE HELPER.

redacted




Recommend that CARLA SPAETH be appointed to a part-time appointment as a FOOD
SERVICE HELPER in SUPPORT SERVICES, School Lunch Program, commencing January 09,
2023 at an hourly salary rate of $15.00.

CARLA SPAETH has been pre-approved by civil service, as meeting the qualifications
necessary in order to perform the duties of a FOOD SERVICE HELPER,

redacted

RECOMMENDATION FOR PERMANENT APPOINTMENTS FROM CIVIL SERVICE LISTING

The Human Resources Office, and the District Superintendent have reviewed the performance
evaluations and record of absences for the below named individual{s). The below named
individual(s) have successfully completed their individual twelve week or twenty-six week
probationary period{s) and are being recommended to permanent appointment(s).

Perm. Date
SARAH A. MCELROY CAREER EXPLORATION SPECIALIST 07/22/2022
CHAD M. ROSCUP CLEANER 08/08/2022
BRENDA A. TUCKER LIBRARY AIDE 0871172022

SHANNON E. VESCERA EMPLOYMENT SPECIALIST 07/22/2022




Oneida-Herkimer-Madison BOCES

PO, Box 70 - 4747 Middle Settlernent Road « New Hartford, NY 13413-0070
www,oneida-hocesorg

Scott Morris | voD. 1i f Tentative Budget
. , i Approval of Ten
Assistant Superintendent 2023-2024

for Support Services February 8, 2023
T:315.793.8572 3.

F:315.793.8652

smorris@aoneida-boces.org

MEMORANDUM
To: Cooperative Board
From: Patricia N. Kilburn, Ed.D; & “;::’j
District Superintendent ™
Date: January 24, 2023
Subject: Approval of Tentative Budget 2023-2024

Prepared by: Scott Morris <

..

Background:

Education Law §1950{4} {b} {5} states that the Cooperative Board must adopt the tentative
budget for the program, capital, rent and administration budgets. These budgets will be
presented at the Annual Meeting on April 5, 2023 with the administration budget to be voted
upon by the component school districts on April 25, 2023.

At the October 12, 2022 Cooperative Board meeting, the budgetary guidelines, budget
parameters and the budget calendar for 2023-2024 were reviewed and approved. The budget has
been reviewed by a number of groups including the Board, District Superintendent, and
Superintendents of the component school districts,

Discussion:

Attached is a table of the tentative budget for the 2023-2024 school year. This table contains
both the unit pricing and budget amounts for each of the programs at BOCES. The
administration portion of the budget that will be voted on by the component districts shows an
increase of 4.98%. This one percent increase over the previous school year nets

$195,977.00. The component district's share of this one percent increase is $123,476.32. The
remaining $72,500 is covered by interest earnings on investments as well as revenue from




Retiree Health Insurance. Recently negotiated contract settlements and increases to health
premiums are the key drivers to the increase to the Administrative Budget.

The tentative budget for 2023-24 is $87,277,546.92 an increase of 8.35%. The change in the
tentative budget is due to a number of factors. All programs are affected by salary and benefit
increases. Unit price increases reflect the impact of salary and benefit changes, net changes in
supplies, equipment and contractual expenses as well as changes in staffing levels. The staff has
worked at mitigating the unit price increases by containing costs where possible. Other budgets
are adjusted as both component and non-component districts either join or leave various
programs.

Upon Board approval of the tentative budget, a notice will be published in the newspaper
notifying the public of the Annual Meeting.

Districts will notify BOCES by May 1 which programs they wish to participate in for 2023-2024.
Those programs that the districts commit to by May 1 become the basis for a contract between
Oneida-Herkimer-Madison BOCES and each school district, After the Annual Meeting, the
Board will adopt the final budget at their May Board meeting.

Recommendation:
The attached budget is consistent with guidelines established by the Board of Education and
should be approved,

Resolution:

That the Cooperative Board, at their February 8, 2023 meeting, approves the attached tentative
budget for program, capital, rent and administration in the amount of $87,277,546.92 and
authorizes a public notice.

SM:1d
Attachment
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Oneida-Herkimer-Madison BOCES

P.O. Box 70 - 4747 Middle Settlernent Road « New Hartford, NY 13413-0070
www.oneida-boces.org

MEMORANDUM | vip.a
i Approval of Records Retention
. 3 ! Coordinator
To: Cooperative Board 1‘ February 8, 2023
From: Patricia N. Kilburn, Ed.D. =% e
Subject: Records Retention Coordinator
Date: January 30, 2023
Prepared By:  Scott Morris W
Background:

Oneida-Herkimer-Madison BOCES provides a comprehensive Records Management service for our 12 component
districts and additional noncomponent districts and BOCES. Our BOCES is one of only 8 across the state that provide
such a service. In order to remain in compliance with records retention standards set forth by the New York State
Archives division of the State Education Department, our program must evolve to meet new guidelines. These
guidelines must be met in order to continue to provide records retention services.

Discussion:

Currently, the title for our Records Management position is Microfilm Operator. This position is vacant, Guidelines
set forth by the State Archives division include updated systems for permanently storing records with a focus on
digital storage. Previously, microfilm was the standard for permanent records storage, however, microfilm storage
is a dated system that is increasingly difficult to access. Additionally, we have been unable to recruit an employ a
candidate that is eligible to take the Microfilm Operator Civil Service exam, which is required in order to remain
employed in this position. In order to comply with new standards and to be able to recruit candidates Records
Management positions, Civil Service has created the title of Records Retention Coordinator.

Recommendation:

It is recommended that the Cooperative Board create the title of Records Retention Coordinator with a salary range
of $41,511 - $49,855 in order to comply with state regulations. This will allow the BOCES to recruit and retain staff
in order to continue to offer a comprehensive Records Management service.

Resolution:
That the Cooperative Board creates the title of Records Retention Coordinator for Oneida-Herkimer-Madison
BOCES.




Jurisdiction: Oneida County Schools
Jurisdictional Class: Competitive
Revised: 6/9/97

RECORDS RETENTION COORDINATOR

DISTINGUISHING FEATURES OF THE CLASS: This technical position exists in a
BOCES and involves responsibility for administering the records management program for
the BOCES and its component districts. The work involves surveyance and examination of
all records series kept, mads, filed, or received by the offices and departments of the
BOCES and its districts to determine their value, use and most suitable method of
preservation, storage, and disposition. Additionally, the incumbent works with district staff
to assist and educate in following correct records management practices regarding
retention and disposal of records. Duties are performed in accordance with local, State,
and Federal laws and guidelines. The incumbent works under the general supervision of
an Assistant Superintendent. Supervision is exercised over subordinate clerical
employees. Does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

Establishes procedures and standards regarding proper records management in
accordance with appropriate laws and guidelines;

Prepares and monitors the records management program budget,

Develops and monitors a comprehensive regional micrographic/information retrieval and
storage system, by making improvements and conducting research and
development for the computer-assisted records refrieval system,;

Assists and educates staff in the establishment of sound records management practices by
providing workshops, wiitten program policy, and publications;

Works in storage areas physically surveying, inventorying and disposing of records;

Disposes of obsolete records with cooperation from each school district records
management officer and in accordance with legal requirements, through the use of
records retention and disposition schedule;

Supervises, and participates in, the microfilming portion of the program,;

Supervises employees involved in the microfilming of records;

Prepares special and annual reports on the records management program and its cost
effectiveness;

Consults with other BOCES and local governments regarding the supervision of a records
program;

Recommends the purchase of supplies and equipment within the department;

Attends meetings and workshops to keep up-to-date knowledge of records management
practices.

continued...




RECORDS RETENTION COORDINATOR page two

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS: Good knowledge of record-keeping systems, procedures and
related terminology; good knowledge of indexing procedures and methods used to
organize records; good knowledge of office terminology, procedures and equipment;
working knowledge of the various types of records utilized and maintained in public offices;
working knowledge of State laws, rules and regulations governing the retention and
disposition of records; ability to organize work effectively; ability to file and index documents
rapidly and accurately; ability to organize and maintain filing systems; ability to develop and
maintain a budget, including the appropriation of funds; ability to plan, direct, coordinate
and supervise the work of others; ability to bend, lift, climb, stand, and walk for long periods
of time; ability to prepare written reports; ability to deal with a wide variety of people with
tact and courtesy.

MINIMUM QUALIFICATIONS: Either:

(A)  Graduation from a regionally accredited or a New York State registered college or
university with a Bachelor's Degree AND one (1) year of experience which involved
acquiring, referencing, filing, refiling, and disposing of records; OR

(B)  Successful completion of sixty (60) semester credit hours at a regionally accredited
or a New York State registered college or university AND three (3) years of
experience which involved acquiring, referencing, filing, refiling, and disposing of
records; OR

(C)  Graduation from high school or possession of a high school equivalency diploma
AND five (5) years of experience which involved acquiring, referencing, filing,
refiling, and disposing of records; OR

(D)  An equivalent combination of training and experience as defined by the limits of {A)
through (C) above.

NOTE: One year of full-time education at the graduate level in library science may be
substituted for the required experience listed in (A) above.




Patricia N. Kilburn, Ed.D.
District Superintendent
T:315.793.8560
F.315.793.8541
pkilburn@cneida-boces.org

Memorandum |
|
To: Cooperative Board |
From: Patricia N. Kilburn, Ed.D. %)f
Date: January 4, 2023
Subject: Recommendation for Adoption of Board Policy

Background

The Oneida-Herkimer-Madison Cooperative Board is responsible for establishing policies for

* e
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Oneida-Herkimer-Madison BOCES

P.O. Box 70 + 4747 Middle Settlement Road » New Hartford, NY 13413-0070

www.oneida-boces.org

Approv- Adoption of Board
Policy 73@38, (First Reading)
3

VIID. 3,

Approval of Adoption of Board
Policy 7302 {Second Reading}
February 8, 2023

the operation of OHM BOCES which include curricular, financial and other policies.

The purpose of the OHM BOCES’ Board Policy Manual is to provide a comprehensive written

listing of the Cooperative Board’s current policies, rules and regulations.

Discussion

The OHM BOCES’ Policy Committee, with legal assistance from the Ferrara-Fiorenza Law
Firm and the New York State Education Department, have audited policy 7302 (Use of Time

Out Rooms) and is seeking approval by the full Cooperative Board.

Recommendation

It is recommended that the Cooperative Board adopt the following policy:
7302 Use of Time Out Rooms

Resolution

That the Cooperative Board adopt Policy 7302, Use of Time out Rooms.

We are collaborators, working together and partnering with leaders in education, business, industry, government and
the local community to promote inclusive educational and career opportunities and equitable access
in order to prepare all of our learners for the dynamic world of today and tomorrow.,




STUDENTS 7302

1L

I

IV,

USE CF TIME QUT ROOM(S)

Statement of Policy

It is the policy of the OHM BOCES to use time out rooms as a behavior intervention
technique only when the use of a time out room is: (a) incorporated into a student's
behavioral intervention plan as a technique to teach and reinforce appropriate behaviors,
or (b) a response to an unanticipated situation that poses an immediate concern for the
physical safety of a student or others.

A time out room is an area for a student to safely deescalate, regain control and prepare to
meet expectations to return to his or her educational program. It may not be used to
punish or to discipline a student.

Behavioral Interventions

A. When a student's behavioral intervention plan (BIP)/ individualized education
program (IEP) includes use of a time out room, then the behavioral intervention plan
shall specifically describe: (a) the factors which may precipitate the use of the time out
room, and (b) the maximum amount of time, considering the student's age and individual
needs, that a student may be in a time out room.

B. When a student is placed in a time out room as a response to an unanticipated
sttuation that poses an immediate concern for the physical safety of a student or others,
appropriate, subsequent steps shall be taken promptly to evaluate the need for a
functional behavior assessment.

Communication With Parents/Guardians and CSE

A. When a student's behavioral intervention plan includes possible use of a time out
room, the student's parent(s)/guardian(s) shall be sent a letter prior to the initiation of the
behavioral intervention plan that tells them of the possible use of a time out room, and
also tells them that they may schedule a visit to the OHM BOCES to see the time out
room. Parents/guardians shall be provided with a copy of this policy.

B. When a student has been placed in a time out room, the student’s parent /
guardian shall be notified that same day that the student needed to utilize the time out
room. Multiple documented attempts to contact the parent / guardian shall be made if
needed. The CSE will be notified that the time out room was utilized and will be
informed of the attempts to contact the parent/guardian,

Operational Implementation




A, No physical space shall be designated for use as a time out room unless:

I. Its physical dimensions, furnishings, and environmental conditions satisfy
the standards required by the regulations of the Comumissioner of Education;

2. at least one door to the room may be opened from the instde; and

3. it is possible for staff to hear and see a student at all times that the student
is in the time out room.

B. Staff shall continuously monitor any student in a time out room,

C. A time out room shall be unlocked at all times, The use of locked rooms or spaces
as a time out room is prohibited.

D. No student shall remain in a time out room for a period of time longer than the
time period necessary to regain control and prepare to meet the expectations to return to
his or her educational program or that time period identified in the student's behavioral
intervention plan (BIP) / individualized education program (IEP), whichever is shorter.
When a student without a prior behavioral intervention plan is placed in a time out room
in response to an unanticipated situation that poses an immediate concern for the physical
safety of a student or others, the maximum length of time the student shall remain in the
time out room shall be: {30] minutes for students through the elementary grade level, or
equivalent age, and [80] minutes, ot two class periods, for students above the elementary
grade level, or equivalent age.

E. The use of the OHM BOCES time out rooms shall be recorded in a manner that
will permit the OHM BOCES to monitor the effectiveness of the use of the time out room
to decrease specified student behaviors, while maintaining the required confidentiality of
student information,

F.  All staff assigned to programs that include use of a time out room will be

trained annually in the policies and procedures regarding its use. No staff member
who has not been trained regarding the OHM BOCES policies and procedures related to
the use of time out rooms may direct a student to a time out room.

Oneida-Herkimer-Madison Board of Cooperative Educational Services
Legal Ref: 8 NYCRR 200.22

Adopted: 11/13/13

Revised: 11/18/20
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VII D. 4.

Approval of Board Policies
Memorandum : 4201, 4300, 4304, 4404

4501, 4502, 4503, 6201
(First Reading}

To: Cooperative Board February 8, 2023
From: Patricia N. Kilburn, Ed.D.

Date: January 30, 2023

Subject: Recommendation for Approval of Board Policies

Prepared by: David Stayton

Background
The Oneida-Herkimer-Madison Cooperative Board is responsible for establishing policies for the operation of

OHM BOCES which include curricular, financial, and other policies.

The purpose of the OHM BOCES’ Policy Manual is to provide a comprehensive written listing of the
Cooperative Board's current policies, rules and regulations.

Discussion

The OHM BOCES' Policy Committee, with legal assistance from the Madison-Oneida-BOCES Labor Relations
and Policy Office, have audited the following policies listed below and are seeking approval by the OHM
BOCES Cooperative Board.

Recommendation
It is recommended that the Cooperative Board approve the following policies:

Section 4000 Fiscal Management

4201 Budget Development and Adoption

4300 Investments

4304 Personal Property of the Board of Cooperative Educational Services
4404 Personal Property Acquisitions

4501 Competitive Bidding

4502 Non-Bid Purchasing

4503 Purchase Orders

Section 6000 Personnel

6201 Drug-Free Workplace Policy




Resolution
That the Cooperative Board approves the following Polices in order to provide a comprehensive written listing
of the Cooperative Board's current policies, rules and regulations for the Oneida-Herkimer-Madison BOCES.

Section 4000 Fiscal Management

4201 Budget Development and Adoption

4300 Investments

4304 Personal Property of the Board of Cooperative Educational Services
4404 Personal Property Acquisitions

4501 Competitive Bidding

4502 Non-Bid Purchasing

4503 Purchase Orders

Section 6000 Personnel

6201 Drug-Free Workplace Policy

Attachments: policies




Policy

FISCAL MANAGEMENT 4201

IL.

I1I.

1v.

BUDGET DEVELOPMENT AND ADOPTION

Authorization of the budgetary commitment of a component school district to participate
in programs and services provided by OHM BOCES rests with the component school
board and is executed by the Superintendent of the component school district. A
preliminary service request is due not later than February 1* of each year, with the final
request due to OHM BOCES on or before May 1%, in accordance with Section 1950
Education Law,

The Board of Cooperative Educational Services shall prepare separate tentative budgets
for its administrative, capital and program costs as delineated in accordance with law
and/or regulation. All three tentative budgets will be formally presented to the
component districts at the OHM BOCES Annual Meeting held on or before April 15,

The OHM BOCES administrative budget shall include, but is not limited to, office and
central administrative expense; traveling expenses; salaries and benefits of supervisors
and administrative personnel necessary to carry out the central administrative duties of
the Supervisory District; all expenditures associated with the Board of Cooperative
Educational Services, the office of the District Superintendent, general administration,
central support services, planning and all other administrative activities. The OHM
BOCES capital budget shall include, but is not limited to, facility construction or
acquisition; capital projects; operations and maintenance costs, custodial salaries and
benefits; and supplies and utilities costs. The capital budget also includes expenditures
resulting from court judgments and orders from administrative bodies or officers, and
certain costs relating to employee retirement.

The Board of Cooperative Educational Services must attach to the administrative budget
a detailed statement of the total compensation to be paid to the District Superintendent,
delineating the salary, annualized cost of the benefits and any in-kind or other form of
remuneration to be paid. In addition, the Board of Cooperative Educational Services
must attach to the proposed administrative budget a OHM BOCES report card as
enumerated in law and regulation.

The three tentative budgets and attachments shall be provided to each component school
board at least 10 days prior to the OHM BOCES Annual Meeting. The Board of each
component school district shall adopt a public resolution approving or disapproving such
tentative administrative budget at a regular or special meeting held on the same date
designated for election of members of the Board of Cooperative Educational Services.
Each component Board is entitled to one vote on the proposed administrative budget.
Approval of the tentative administrative budget requires approval of a majority of the
total mumber of component school boards voting on the budget. If a majority of the
components turn down the administrative budget or if there is a tie vote, the Board of
Cooperative Educational Services will adopt and prepare a contingency administrative
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POLICY

FISCAL MANAGEMENT 4201

VL

VIL

VIIL

IX.

BUDGET DEVELOPMENT AND ADOPTION

budget which may not exceed the previous year’s budget except for increases to
supplemental retirement allowances. If the majority of component districts approve the
tentative administrative budget, the Board of Cooperative Educational Services may
adopt the administrative budget without modification.

While the OHM BOCES capital and program budgets are presented to the component
districts for their review, the adoption of those budgets is the sole responsibility of the
Board of Cooperative Educational Services. The law requires that the Board of
Cooperative Educational Services adopts its final administrative, capital and program
budgets by May 15™,

After May 15, requests for changes in the component district’s level of participation,
either increases or decreases, shall be made in writing by the component school
Superintendent to the District Superintendent or his/her designee.

Component schools must submit their OHM BOCES commitment forms to the Board of
Cooperative Educational Services by May 1* of each year. The Board of Cooperative
Educational Services will enter into contracts with the component school Districts with
an effective date of July 1% of each year. All contracts must be completed and on file by
August 1% of a given school year.

Requests from component school Districts for services not available from OHM BOCES
must be made in writing to the District Superintendent or his/her designee who may
authorize the issuance of a cross contract with another Board of Cooperative Educational
Services.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Ref: NYS Education Law §§1950 (2-a) and (4)(b); 8 NYCRR 170.3
Adopted: 07/10/02

Revised: 02/13/13, 03/11/20
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FISCAL MANAGEMENT 4300

IL

IIL

INVESTMENTS

Investment Objectives

Funds held by the OHM BOCES that are in excess of the amount required to meet short-
term cash flow needs, and are not otherwise encumbered, shall be invested to provide the
OHM BOCES with the best rate of return available without exposing the p11n01pa1 to an
unreasonable risk of loss.

All investments made on behalf of the OHM BOCES shall comply with the requirements
of all applicable federal and state laws, including the Education Law, General Municipal
Law, and Local Finance Law.

Authority to Invest District Funds

As permitted by Section 11 of the General Municipal Law, the Board of Cooperative
Educational Services authorizes the District Superintendent or his/her designee, as an
officer having custody of the OHM BOCES’ funds, to invest the OHM BOCES’ funds in
a manner consistent with this Policy.

Standards for Selecting Investments
A. Prudence

All OHM BOCES participants in the investment process shall act as custodians of
the public trust and shall avoid any transaction that might impair public
confidence in the OHM BOCES. They shall make investment decisions with the
judgment and care exercised by a reasonably prudent person in the conduct of
their own affairs.

B. Conflict Avoidance

All OHM BOCES participants in the investment process shall refrain from
personal business activity that could conflict with proper execution of the
investment program or impair their ability to make impartial investment
decisions.

C. Diversification
Investments of OHM BOCES funds, including bank deposits, are to be diversified

in terms of the type of investments made, the maturity dates of investments, and
the choice of financial institution or broker to place or hold the investment.

Page | of 4
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FISCAL MANAGEMENT 4300

INVESTMENTS

D. Permitted Investments

Consistent with the other provisions of this Policy, the District Superintendent or
his/her designee may purchase the following investments:

1.

2.

Special time deposit accounts;
Certificates of deposit;
Obligations of the United States of America;

Obligations guaranteed by agencies of the United States of America where
the payment of principal and interest are guaranteed by the United States of
America;

Obligations of the State of New York;

Obligations issued pursuant to LFL {Local Finance Law) Section 24.00 or
25.00 (with approval of the State Comptroller) by any municipality, school
district or district corporation other than the OHM BOCES,;

Obligations of public authorities, public housing authorities, urban renewal
agencies and industrial development agencies where the general State
statutes governing such entities or whose specific enabling legislation
authorizes such investments;

Certificates of Participation (COPs) issued pursuant to General Municipal
Law Section 109-b; and

Obligations of this OHM BOCES, but only with any monies in a reserve
fund established pursuant to General Municipal Law Section 6-c, 6-d, 6-e,
6-g, 6-h, 6, 6-k, 6-1, 6-m, or 6-n.

E. Assured Availability

All investment obligations shall be payable or redeemable at the option of the OHM
BOCES within such times as the proceeds will be needed to meet expenditures for
purposes for which the monies were provided and, in the case of obligations
purchased with the proceeds of bonds or notes, shall be payable or redeemable at the
option of the OHM BOCES within two years of the date of purchase.

Collateralization of Certain Investments

Investments in the form of special time deposits and certificates of deposit shall be
collateralized as provided in Policy 4302 governing OHM BOCES deposits.

Page 2 of 4




POLICY

FISCAL MANAGEMENT 4300
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VI

INVESTMENTS

Purchase and Custody of Investments

A,

Purchase of Investment Assets

The District Superintendent or his/her designee is authorized to contract for the
purchase of investments:

1. Directly, including through a repurchase agreement, from an authorized
trading partner;

2. By participation in a cooperative investment program with another
authorized governmental entity pursuant to Article 5G of the General
Municipal Law where such program meets all the requirements set forth in
the Office of the State Comptroller Opinion No. 88-46, and the specific
program has been authorized by the Board of Cooperative Educational
Services; or

3. By utilizing an ongoing investment program with an authorized trading
partner pursuant to a contract authorized by the Board of Cooperative
Educational Services Board.

Custody of Investment Assets

All purchased obligations, unless registered or inscribed in the name of the OHM
BOCES, shall be purchased through, delivered to and held in the custody of a bank
or trust company. Such obligations shall be purchased, sold or presented for
redemption or payment by such bank or trust company only in accordance with prior
written authorization from the officer authorized to make the investment. All such
transactions shall be confirmed in writing to the OHM BOCES by the bank or trust
company, Any obligation held in the custody of a bank or trust company shall be
held pursuant to a written custodial agreement as described in General Municipal
Law, Section 10.

Segregation of Investment Assets

The custodial agreement shall provide that securities held by the bank or trust
company, as agent of and custodian for, the OHM BOCES, will be kept separate and
apart from the general assets of the custodial bank or trust company and will not, in
any circumstances, be commingled with or become part of the backing for any other
deposit or other liabilities. The agreement shall describe how the custodian shall
confirm the receipt and release of the securities. Such agreement shall include all
provisions necessary to provide the OHM BOCES a perfected interest in the
securities.

Repurchase Agreements
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INVESTMENTS

Repurchase agreements are authorized subject to the following restrictions:

1. All repurchase agreements must be entered into subject to a Master
Repurchase Agreement.
2. Trading partners are limited to banks or trust companies authorized to do

business in New York State and primary reporting dealers.

3. Obligations shall be limited to obligations of the United States of America
and obligations guaranteed by agencies of the United States of America.

4. No substitution of securities will be allowed.
5. The custodian of said funds shall be a party other than the trading partner.
VII.  Authorized Financial Institutions and Dealers
A Preparation and Review of List

The District Superintendent or his/her designee is responsible for maintaining a list
of depositories, trading partners and custodians whose financial position and record
of operations warrants their use by the OHM BOCES. At least once each year, the
Board of Cooperative Educational Services shall review the list with the District
Superintendent, and adopt a list of approved financial institutions and firms.

B. Requirements

All financial institutions with which the OHM BOCES does business must be
creditworthy. Banks must agree to provide their most recent Consolidated Repott of
Condition (Call Report) at the request of the OHM BOCES. Security dealers not
affiliated with a bank must be classified as reporting dealers affiliated with the New
York Federal Reserve Bank as primary dealers.

VIII.  Annual Board Review of Policy

Each year, the Board of Cooperative Educational Services shall review this Policy, and
note that review in the minutes of the meeting at which it occurs.

Oneida-Herkimer-Madison Board of Cooperative Educational Setvices

Legal Ref: NYS Education Law §§1709, 1723-a and 3652; NYS Finance Law§§24.00, 25 and
165; NYS General Municipal Law §§10 and 11.

Adopted: 07/10/02

Revised: 02/13/13, 03/11/20
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FISCAL MANAGEMENT 4304

PERSONAL PROPERTY OF THE BOARD OF COOPERATIVE EDUCATIONAL SERVICES

L The Board of Cooperative Educational Services has approved and authorizes the following
policies to address the issue of OHM BOCES personal property, including the acquisition, sale
and disposal of same;

A General Procurement Standards
B. Accepting Gifts from the Public
C. Accounting of Fixed Assets
D. Community Use of Board of Cooperative Educational Services Facilities
E. Sale and Disposal of OHM BOCES Property
IL Such policies, and any subsequent amendments thereto, shall be submitted to the Commissioner

of Education for approval, and shall be annually reviewed by the Board of Cooperative
Educational Services, as required by Commissioner's Regulations.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Ref
Cross Ref:

Adopted:
Revised:

NYS Education Law §1950 (18); 8 NYCRR 170.3
4500, General Procurement Standards

4501, Competitive Bidding

4502, Non-Bid Purchasing

4503, Purchase Orders

4504, Sale and Disposal of OHM BOCES Property
4505, Accepting Gifts from the Public

4603, Accounting of Fixed Assets

1002, Community Use of Board of Cooperative Educational Services Facilities
02/13/13

10/14/20




Policy

FISCAL MANAGEMENT 4404

PERSONAL PROPERTY ACQUISITIONS

L For the purposes of this policy and pursuant to subdivision 18 of Section 1950 of the
Education Law, the following definitions are provided:

Al

Personal Property — shall mean all tangible personal property of the Board of
Cooperative Educational Services that is not consumable and has a useful life of
three years or more, including, but not limited to equipment: supplies, parts,
vehicles and materials, provided that such term shall not include buildings or
other real property or equipment which is permanently affixed to real property, or
leases, notes or other written instruments.

Valuable Personal Property — shall mean personal property which has a unit resale
value of $500 or more, and supplies parts or materials which are disposed of in
lots having aggregate resale value of $500 or more.

Surplus Personal Property — shall mean personal property which has no known
immediate or currently foreseeable use to the Board of Cooperative Educational
Services.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Ref:

Adopted:
Revised:
Reviewed:

NYS Education law §§207, 1950(18) as amended by Chapter 474 of the Laws of
1996

7/10/02

11/09/11%, 09/11/19

10/14/20




FISCAL MANAGEMENT 4501

COMPETITIVE BIDDING

L. Competitive Bidding Required

A,

The Purchasing Agent shall insure that a competitive bidding process compliant with the
General Municipal Law and these Policies is conducted prior to entering into:

L. a public works contract involving an expenditure of more than $35,000;
contracts for the purchase of labor, construction, and those other services that fall
into this category;

2. a purchase contract involving an expenditure of more than $20,000 for the
purchase of materials, equipment, and supplies fall into this category; or

3. a lease of personal property for a period of time not to exceed the current school
year.

In the event that a contract combines the provision of professional services not subject to
the bidding requirement, and a purchase that is otherwise subject to the bidding
requirement, the Purchasing Agent will determine whether the professional service or
the purchase is the predominant part of the transaction, and proceed with the bidding
process, if the purchase component is predominant and is in excess of the applicable
monetary threshold.

I Competitive Bidding Not Required

A

Contracts for public works or the purchase of supplies, material, or equipment may be
entered into without competitive bidding in the case of a public emergency arising out of
an accident or other unforeseen occurrence that creates circumstances that require
immediate action to preserve public property or the life, health, safety of residents,
employees, or students.

Surplus and second-hand supplies, materials, and equipment may be purchased without
competitive bidding from the federal government, the State of New York, or another
political subdivision or district within the State.

Competitive bidding is not required when there is, in fact, only one source for the
product or service being purchased. This exception includes monopoly markets, such as
public utilities.

Competitive bidding is not required for the procurement of professional services which,

because of the specialized or confidential nature of the services, do not lend themselves
to procurement through competitive bidding.
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FISCAL MANAGEMENT 4501

COMPETITIVE BIDDING

IIL The Bidding Process

A The Purchasing Agent has the authority to prepare, advertise and open bids for all
purchase contracts and contracts for public works.

B. A Notice to Bidders shall be published in the officially designated newspaper
commencing not less than five (5) days prior to the bid opening date. Notices may also
be mailed to potential bidders sufficiently in advance of the scheduled bid opening date
to permit timely preparation and submission of bids.

C. Bids shall be received until the opening time designated in the official notice. All bids
shall be date stamped upon receipt and shall be kept in a safe, locked location until the
time of opening.

D. Bids may be received through electronic format where the Purchasing Agent has
confirmed that the District’s hardware and software enable it to:

comply with Article Three of the State Technology Law, and related regulation;
document the time and date of receipt;

authenticate the identity of the sender;

maintain the security of the mformation fransmitted; and

maintain the confidentiality of the information of the bid or offer until the date
and time of bid opening.

Vo N

E. Bids shall be opened at the time and place set forth in the Notice to Bidders. There will
be at least three (3) OHM BOCES employees present at each bid opening, including the
Purchasing Agent or the Purchasing Agent’s designee. All interested parties may also
attend the opening of bids.

F. After being opened, all bids shall be recorded and analyzed. The Purchasing Agent shall
make a recommendation to the Board of Cooperative Educational Services regarding an
award on the basis of best value (as defined in Section 163 of the State Finance Law) to
a responsible and responsive bidder. Alternatively, the Purchasing Agent may
recommend that all bids be rejected.

In the event there are two or more bona fide low responsible bidders, the Board of
Cooperative Educational Services may make an award to one of the low bidders or, in
its discretion, it may reject all the bids and re-advertise the purchase.

G. Bid bonds, deposits, or performance bonds may be required, at the discretion of the
Purchasing Agent. The need for such security can be determined on a case-by-case
basis.
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FISCAL MANAGEMENT 4501

COMPETITIVE BIDDING

H. Every bid shall contain the certification, properly executed by the bidder, required by
Section 103-d of the General Municipal Law.

L. Minor deviations from specifications or compliance with bidding requirements may be
waived by the Board of Cooperative Educational Services, upon the recommendation of
the Purchasing Agent. The Purchasing Agent shall determine all questions of
comparability or equivalency.

J. State contracts may be used to fulfill bid requirements.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Reft  NYS General Municipal Law §§102, 103, 104-b, 109-a; 800 et seq.; NYS Education
Law §§207, 305 (14), 1604, 1709, 1725, 1950, 2053, 2554, 3602, 4403; NYS Finance
Law §163; 8 NYCRR 200.2

Adopted: 07/10/02

Revised: 02/13/13, 09/12/18, 08/12/20
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Objective

NON-BID PURCHASING

Goods and services which are not required by law to be procured by the OHM BOCES,
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. It is the policy of the
OHM BOCES to “shop around,” and to maintain accurate records of the efforts made by
staff to buy wisely. Alternative proposals or quotations will be secured by requests for
proposals (RFP), written quotations, or verbal quotations, as set forth below.

Methods of Solicitation and Documentation

A. Written Quotations

1.

A standard “request for quotation” shall be used to solicit written quotations.
All vendors sent a “request for quotation” for a particular good or service
shall be provided with an identical written description of the good or service
being solicited.

Written quotations may be solicited and received electronically, provided all
documentation is preserved either physically or electronically.

The Purchasing Agent shall maintain a master file of all written solicitations
and all written responses. '

B. Requests for Proposals (RFP)

1.

Written Requests for Proposals are generally used to obtain comparable
quotations for the provision of professional and other specialized services. A
Request for Proposal will contain critical details of the engagement,
including the methods which the OHM BOCES will use in selecting the
service provider, and set a deadline for the submission of written Proposals.

A particular Request for Proposal shall be sent {o a representative sample of
individuals and firms known to offer the service being purchased (e.g.,
architects, engineers, accountants, lawyers, underwriters, fiscal consultants,
etc.). To develop a pool of candidates, the OHM BOCES may advertise in
professional journals, canvass directories of professionals in a particular
field, and make inquiries of other school districts or users of the service
being sought.

The evaluation of responses to a Request for Proposal will consider the price
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NON-BID PURCHASING

quoted, any special knowledge or expertise of the service provider, the
quality of the service, the staffing of the service, and suitability for the OHM
BOCES needs.

C. List of Vendors

The Purchasing Agent shall maintain a list of known and acceptable vendors,
grouped by category of good or service provided. Any employee initiating a
purchase shall consult this list.

IIL Comparable Proposals Required

A, General Categories

1.

Prior to entering into a purchase contract involving an expenditure of
between $5,000 and $20,000, the responsible officer or employee shall
solicit and document three (3) written quotes.

Prior to entering into a public works involving an expenditure between
$5,000 and $35,000, the responsible officer or employee shall solicit and
document three (3) written quotes.

B. Specific Categories

1.

2.

Insurance: written quotes

Professional services: Requests for Proposals shall be issued periodically, as
determined by the Board of Cooperative Educational Services.

Lease of personal property: written quotations; also, before a proposed lease
of personal property is presented to the Board of Cooperative Educational
Services for consideration, an analysis of the relative costs and benefits of
leasing rather than purchasing shall be prepared and presented to the Board
of Cooperative Educational Services, as well as an analysis of whether the
proposed arrangement is a true lease rather than an installment purchase
agreement.

Surplus or second-hand government equipment: written quotes for
comparable equipment in the market,

Certain food and milk purchases: written quotes, and documentation
sufficient to satisfy Sections 114.3 and 114.4 of the Commissioner’s
Regulations.
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IV.  Comparable Proposals Not Required

A,

Emergencies

When an emergency situation exists, the OHM BOCES will make purchases at the
lowest possible costs, seeking competition by informal solicitation of quotes or
otherwise, to the extent practicable under the circumstances.

Sole Source Situations

Whenever the Purchasing Agent determines that a good or service is available only
from a “sole source” supplier, the Purchasing Agent shall document, before making
the purchase, the unique benefits of the patented items as compared to other items
available in the marketplace; that no other item provides substantially equivalent or
similar benefits; and that considering the benefits received, the cost of the item is
reasonable, when compared to conventional methods.

Professional Services

When feasible, professional services should be retained after considering
information about the prices charged by alternative service providers. However, the
specialized and confidential nature of some professional services makes them
unsuitable for purchase through competitive proposals. For that reason, the District
Superintendent shall monitor the use of professional services and periodically issue
Requests for Proposals to assess the cost effectiveness of the services being utilized.

Minor Purchases

Quotations need not be obtained prior to a purchase that is so small that the use of
OHM BOCES resources to solicit and document the quotations would not be cost
effective.

Purchases Through County

The procedures set forth above need not be followed when a purchase is made
through any county of New York State, However, a purchase shall not be made in
this manner unless the Purchasing Agent has documented that the purchase may be
made upon the same terms, conditions, and specifications at a lower cost by

purchasing through the county.

Other Special Source Purchases
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V.

NON-BID PURCHASING

1. The procedures set forth above need not be followed when a purchase is
made from or through the state Office of General Services, from individuals
with severe handicapping conditions as defined under the state Finance Law,
or from correctional institutions pursuant to the Corrections Law.

2. The procedures set forth above need not be followed when a purchase is
made of an apparatus, materials, equipment or supplies, or to contract for
services related to the installation, maintenance or repair of apparatus,
materials, equipment, and supplies through the use of a contract let by the
United States of America or any agency, state or any other county, or
political subdivision or district, if such contract was let in a manner that
constitutes competitive bidding with state law and made available for use by
other governmental entities.

Purchasing

A,

Tie Quotations

In the event of tie quotations, the Purchasing Agent may award the purchase to one
of the low quotations or reject all quotations and resolicit quotations,

Purchase Order

After three quotations have been gathered, they shall be compared by the Purchasing
Agent to available State contracts. If the same product or service is not available at a
lower price through a State contract, the Purchasing Agent will issue a purchase
order for materials from the vendor with the lowest price. The Purchasing Agent
shall certify that the quotations required by this Policy have been received.
Quotations or information on telephone quotes received should be attached to the
purchase order submitted to the Purchasing Agent.

Purchase Other than for Lowest Quoted Price

When a purchase is made from other than the lowest responsible quotation, the
documentation of the quotations shall be supplemented with a statement justifying
such award. Such justification must demonstrate that the award provides for the
prudent and economical use of public monies as determined by the Purchasing
Agent.

No Quotes Received

When no quotations are received despite solicitation by the means of either mail or
telephone above, the Purchasing Agent should attempt to broaden the solicitation if
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at all feasible. However, where the OHM BOCES has taken steps to obtain
quotations and no further quotations are received, the Purchasing Agent may make
purchases in the open market until conditions change.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Ref: NYS General Municipal Law §§102, 103, 104-b, 109-a; 800 et seq., NYS Education
Law §§207, 305 (14), 1604, 1709, 1725, 1950, 2053, 2554, 3602, 4403; 1725 NYS
Finance Law §163; 8 NYCRR 200.2

Adopted: 07/10/02

Revised: 02/13/13, 09/12/18, 08/12/20
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FISCAL MANAGEMENT 4503

IL

PURCHASE ORDERS

Purchase Order Procedures

A,

In all instances, purchase orders are to be completed before a purchase is made. The
sole exception shall be in the event of an emergency. Requisition forms and
purchase orders provide formal documentation and authority for the purchase of
goods and services.

The Director or Program Coordinator will be held responsible for the completion of
all requisitions and purchase orders.

Requisition forms and purchase orders must be submitted to the Purchasing Agent.
The Purchasing Agent shall be responsible for reviewing all requisition forms and
purchase orders to determine whether such procurement of goods and services is
subject to competitive bidding; and documenting the basis for any determination that
competitive bidding is not required.

All purchase orders must be approved by the Purchasing Agent before the purchase
is made. In no event are purchase orders to be sent directly to the vendor without the
Purchasing Agent's approval.

If the Purchasing Agent determines that an insufficient or no appropriation balance
is available to process a purchase order, or other non-compliance with policy exists,
the purchase order will be returned to the originator.

Blanket Purchase Orders

Al

The purpose of blanket purchase orders is to eliminate the necessity for the issuance
of separate orders for groups of items that are purchased separately from the same
vendor. These items normally are used in a day to day operation. Equipment may
not be purchased by a blanket purchase order.

The total dollar amount of blanket purchase orders for items in the same general
category shall not exceed the limits of the General Municipal Law applicable to the
procurement of goods per annum. The Purchasing Agent shall keep a record of the
purchases made to insure that they do not exceed the aggregate.

Blanket Purchase Orders are normally issued monthly and will show the maximum
dollar amount covered by each purchase order. This dollar amount should also be
encumbered. The preparation and distribution of blanket purchase orders shall be by
the same methods as those utilized for standard purchase orders.
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II1. Confirming Purchase Orders

A,

The purpose of confirming purchase orders is to provide a purchase order number
and limited to cases where an emergency purchase has been made. An emergency
exists when an accident or other unforeseen occurrence or condition creates
circumstances impacting public buildings, public property or the life, health, safety
or property of the inhabitants that require immediate action. Lack of proper
planning will not be considered a valid reason for utilizing this process.

When the use of a confirming purchase order is justified, the following procedure
shall be followed;

1.

Before contracting for the purchase of the good or service, the Director or
Program Coordinator verbally notifies the Purchasing Agent of the good or
service intended to be purchased, the vendor involved, and the circumstances
requiring the departure from the normal purchase order process.

The Purchasing Agent either authorizes the proposed purchase, or requires
the use of the normal purchase order process, depending on the Purchasing
Agent’s judgment as to the urgency of the situation.

If authorized by the Purchasing Agent, the Director or Program Coordinator
may complete the purchase, and also submit a requisition to the Purchasing
Agent, noting the completed purchase.

The Purchasing Agent confirms the receipt of the pre-purchased good or
service and creates a confirming purchase order, including a record of the
circumstances judged to warrant the expedited purchase and a confirmation
that authorization was given prior to the purchase.

IV.  Purchase Orders Not Required

The following transactions may be made without purchase orders:

Contracts for personal services (legal services, auditing services, consultants)
Interdepartmental charges.

Oneida-Herkimer-Madison Board of Cooperative Educational Services
02/13/13
08/12/20

Adopted:
Revised:
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PERSONNEL 6201

DRUG-FREE WORKPLACE POLICY

L Statement of Policy

A, The OHM BOCES is commiitted to maintaining a drug free work environment and
adopts this policy to ensure compliance with the Drug Free Workplace Act of 1988.

B. Penalties for violations of this Policy shall be administered in a manner consistent
with applicable statutes, collective bargaining agreements that relate to employee
discipline and the OHM BOCES’ Code of Conduct.

C. The unlawful manufacture, distribution, dispensation, possession, or use of a
“controlled substance” (any substance listed in any schedule of 21 U.S.C. Section
812) is prohibited on OHM BOCES property and at OHM BOCES-sponsored events.
The use or possession of a prescribed medication in any manner other than as
prescribed 1s also prohibited on OHM BOCES property and at OHM BOCES-
sponsored events.

D. The District Superintendent shall adopt a procedure that will ensure that each
employee receives a copy of this Policy and is informed about:

1. This Policy,

2. The dangers of drug abuse in the workplace,

3. Available drug counseling and rehabilitation services and the OHM BOCES
employee assistance program, and

4. The penalties that may be imposed upon employees for violations
of this Policy.

I Special Rules Relating to Employees Working under a Federal Grant
A The OHM BOCES will notify each employee working under a federal grant that as a

condition of working under the grant, the employee will abide by the terms of this
policy.

B. When a OHM BOCES employee working under a federal grant is convicted of a
violation of a criminal drug statute:

1. The employee must notify the OHM BOCES of the conviction no later than five
days after the conviction; and
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2, The District Superintendent (or designee) will notify the federal agency
providing the grant of the employee’s conviction no later than ten days after it
learns of the conviction; and

3. The OHM BOCES will initiate appropriate disciplinary action and/or will
require the employee to participate in an appropriate rehabilitation program no
later than 30 days after receiving notification of the conviction.

Oneida-Herkimer-Madison Board of Cooperative Educational Services

Legal Ref: 41 USCA 8103; 20 USC 7104; 21 CFR 1308.11, 1308.15; 34 CFR 85
Adopted: 07/16/02

Revised: 02/12/14, 12/08/21
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Oneida-Herkimer-Madison BOCES

P.O. Box 70 - 4747 Middle Settlernent Road « New Hartford, NY 13413-0070
www.oneida-boces,nrg

VII D. 5.
Approval of Advisory Councit

| Membership - New Student Members
February 8, 2023

TO: Cooperative Board /1

FROM: Patricia N. Kilburn, Ed.D.AE

DATE: January 5, 2023

RE: Advisory Council Membership - new student members

Prepared by:  Christopher Hill, David Stayton@,

Background

The Board approves appointments to the Career and Technical Education Advisory Council. The
student appointments are effective for a one-year period.

Discussion

Each year two new Advisory Council student members are needed. Potential members are identified
by instructors or administrators. The prospective members are recommended based upon their
interest and grades, and have agreed to serve a one-year term of membership.

Recommendation

That the Cooperative Board approves the student membership of Caden Engle {Clinton} from
Conservation and Alyssa Mooney (New Hartford) from Early Childhood Education to the Career and
Technical Education Center Advisory Council.

Resolution
The Cooperative Board approves the membership of Caden Engle and Alyssa Mooney to the Career

and Technical Education Center Advisory Council for a one-year term for the 2022-2023 school year.

ds/cg
Attachment

Career and Technical Education e T: 315,793,.8666 = F: 315,793.8540




Oneida-Herkimer-Madison BOCES

PO. Box 70 » 4747 Middle Settlement Road « New Hartford, NY 13413-0070
— www.cneida-boces.org - ——

David Stayton

Principal ; VII D, 6.
Career and Technical Education i Approval of Consultant Committee
T:315.793.8647 Fl\iembersshig
F:315.793.8540 | February 8, 2023
dstayton@oneida-boces.org MEMORANDUM

To: Cooperative Board ;}

From: Patricia N. Kilburn, Ed.D.”

Date: January 11, 2023

Subject: Consultant Committee Membership

o New membership

Prepared by: Christopher Hill
David Stayton%-

Background:
The Board approves appointments to the various Consultant Committees. The appointments are

effective for a two or three-year period.

Discussion:

When new members are needed, teachers and/or administrators will contact prospects and
determine if they would like to serve as a member, Members are chosen for their knowledge
and expertise in the area to which they are appointed.

Recommendation:
The Career and Technical Education staff recommends the approval of one member, Owen
Murphy to the Culinary Consultant Committee for the term of 2/28/23 to 2/28/26.

Resolution:
The Cooperative Board recommends the approval of one member, Owen Murphy to the
Culinary Consultant Committee for the term of 2/28/23 to 2/28/26.

Attachment
DS/clg




