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SUBJECT: BUDGET PLANNING AND DEVELOPMENT

Budget planning and development for the District will be an integral part of program
planning so that the annual operating budget may effectively express and implement programs
and activities of the School System. Budget planning will be a year-round process involving
participation of District-level administrators, Principals, Directors, Coordinators, teachers, and
other personnel. The process of budget planning and development should allow for community
input and contain numerous opportunities for public information and feedback.

The Superintendent will have overall responsibility for budget preparation, including the
construction of and adherence to a budget calendar. Program managers will develop and submit
budget requests for their particular areas of responsibility after seeking the advice and
suggestions of staff members.

Principals will develop and submit budget requests for their particular schools in
conjunction with the advice and suggestions of staff members and their own professional
judgment. Each school's budget request will be the Principal's recommendation as to the most
effective way to use available resources in achieving progress toward the approved educational
objectives of the school. Program budgets and school budgets will reflect state and/or federal
requirements, special sources of funding, and District objectives and priorities.

The Board will give consideration to budget requests, and will review allocations for
appropriateness and for their consistency with the School System's educational priorities.

All budget documents for distribution to the public shall be in plain language and organized
in a manner which best promotes public comprehension of the contents. Documents shall be
complete and accurate and contain sufficient detail to adequately inform the public regarding

- such data as estimated revenues, proposed expenditures, transfers to other funds, fund balance

information, and changes in such information from the prior yeat's submitted budget.

In accordance with Commissioner's Regulations, the budget will be presented in three (3)
components which are to be voted upon as one (1) proposition. The law prescribes the types of
items to be included in each component and further prescribes that all relevant costs be included
in the component.

a) A program component which shall include, but need not be limited to, all program
expenditures of the School District, including the salaries and benefits of teachers and any
school administrators or supervisors who spend a majority of their time performing
teaching duties, and all transportation operating expenses;

b) A capital component which shall include, but need not be limited to, all transportation
capital, debt service, and lease expenditures; costs resulting from judgments and tax
certiorari proceedings or the payment of awards from court judgments, administrative
orders orsettled or

(Continued)
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont'd.)

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

An administrative component which shall include, but need not be limited to, office and
central administrative expenses, traveling expenses and all compensation, including salaries
and benefits of all school administration and supervisors, business administrators,
superintendents of schools and deputy, assistant, associate or other superintendents under
all existing employment contracts or collective bargaining, any and all expenditures
associated with the operation ‘of the Office of the School Board, the Office of the
Superintendent of Schools, General Administration, the School Business Office, consulting
costs not directly related to direct student services and programs, planning and all other
administrative activities.

Additionally, the Board of Education shall append to the proposed budget the following

documents:

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

b) A list of all other school administrators and supervisors, if any, whose annual salary
for the coming school year will be at or above that designated in law for such
reporting purposes, with the title of their positions and annual salary identified;

c) A School District Report Card, prepared pursuant to Commissioner's Regulations,
which includes measures of the academic performance of the School District, on a
school by school basis, and measures of the fiscal performance of the District (see
subheading School District Report Card);

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

e) A Tax Exemption Report prepared in accordance with law (see subheading Tax
Exemption Report).

(Continued)
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont'd.)

The Board shall attest that unexpended surplus funds (i.e., operating funds in excess of the
current school year budget, not including funds properly retained under other sections of law)
have been applied in determining the amount of the school tax levy. Surplus funds shall mean
any operating funds in excess of four percent (4%).

The proposed budget for the ensuing school year shall be reviewed by the Board of
Education and publicly disseminated, in accordance with law, prior to its submission to District
voters for approval.

District funds may be expended to inform the public regarding the annual budget and to
present the annual budget to District voters; however, such funds shall not be utilized to promote
either a favorable or negative opinion of the proposed budget.

School District Report Card

Each year the District shall supply data as required by the State Education Department
(SED) and will receive a School District Report Card, sometimes referred to as a New York
State Report Card. The Report Cards provide enrollment, demographic, attendance, suspension,
dropout, teacher, assessment, accountability, graduation rate, post-graduation plan, career and
technical education, and fiscal data for public and charter schools, districts and the State. The
Report Cards are generated from the supplied data and are in a format dictated by SED. The
School District Report Cards consist of three (3) parts:

a)  Accountability and Overview Report - shows District/school profile data,
accountability statuses, data on accountability measures such as ELA, Math, and
Science scores, and graduation rates.

b) Comprehensive Information Report - shows non-accountability data such as annual
Regents examination results and post-graduate plans of students completing high
school.

c) Fiscal Accountability Supplement - shows expenditures per pupil and some
information about placement and classification of students with disabilities.

School District Report Cards are also available online at the SED website:
https://reportcards.nysed.gov/

Property Tax Report Card
Each year, the Board of Education shall prepare a Property Tax Report Card, pursuant to

Commissioner's Regulations, and shall make it publicly available by transmitting it to local
newspapers of general circulation, appending it to copies of the proposed budget made publicly

(Continued)
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont'd.)

available as required by law, making it available for distribution at the Annual Meeting, and
otherwise disseminating it as required by the Commissioner.

The Property Tax Report Card shall include:

a)

b)

d)

The amount of total spending and total estimated school tax levy that would result
from adoption of the proposed budget, and the percentage increase or decrease in total
spending and total school tax levy from the School District budget for the preceding
school year; and

The projected enrollment growth for the school year for which the budget is prepared,
and the percentage change in enrollment from the previous year; and

The percentage increase in the average of the Consumer Price Indexes from January
first of the prior school year to January first of the current school year as defined in
Education Law; and .

The projected amount of the adjusted unrestricted fund balance that will be retained if
the proposed budget is adopted; the projected amount of the adjusted restricted fund
balance; the projected amount of the assigned appropriated fund balance; the
percentage of the proposed budget that the adjusted unrestricted fund balance
represents; the actual adjusted unrestricted fund balance retained in the School
District budget for the preceding school year; and the percentage of the School
District budget for the preceding school year that the actual adjusted unrestricted fund
balance represents; and

The District's school tax levy limit calculation. The District will submit its school tax
levy limit calculation to the Office of the State Comptroller, NYSED and the Office
of Taxation and Finance by March 1 annually. If a voter override of the tax levy limit
is necessary, the budget vote must be approved by sixty percent (60%) of the
District's qualified voters present and voting.

A copy of the Property Tax Report Card prepared for the Annual District Meeting shall be
submitted to the State Education Department in the manner prescribed by the Department by the
end of the business day next following approval of the Property Tax Report Card by the Board of
Education, but no later than twenty-four (24) days prior to the statewide uniform voting day (i.e.,
the third Tuesday in May).

The State Education Department shall compile such data for all school districts whose
budgets are subject to a vote of the qualified voters, and shall make such compilation available
electronically at least ten (10) days prior to the statewide uniform voting day. Links to each
school year's Property Tax Report Card can be found at:

http://www.p12.nysed.gov/mgtserv/propertytax/

(Continued)
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Tax Exemption Report

A Tax Exemption Report shall be annexed to any tentative or preliminary budget and shall
become part of the final budget. This report shall be on the form as prescribed by the State Board
of Real Property Services and shall show the following:

a)

b)
©)

d)

€)

How much of the total assessed value of the final assessment roll(s) used in the
budgetary process is exempt from taxation;

Every type of exemption granted as identified by statutory authority;

The cumulative impact of each type of exemption expressed either as a dollar amount
of assessed value or as a percentage of the total assessed value on the roll;

The cumulative amount expected to be received from recipients of each type of
exemption as payments in lieu of taxes or other payments for municipal services;
however, individual recipients are not to be named; and

The cumulative impact of all exemptions granted.

Notice of this report shall be included in any notice of the preparation of the budget
required by law and shall be posted on any. bulletin board maintained by the District for public
notices as well as on any website maintained by the District.

Education Law Sections 1608(3)~(7), 1716(3)-(7), 2022(2-a), 2023-a, 2601-a(3) and 2601-a(7)
General Municipal Law Section 36

Real Property Tax Law Sections 495 and 1318(1)

8 NYCRR Sections 170.8, 170.9 and 170.11

State Education Department Handbook No. 3 on Budget

Adoption Date: 7/02/03
Revised: 4/25/13

Revised: 4/24/14
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING

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

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

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

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

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

All budget documents for distribution to the public will be written in plain language and
organized in a manner which best promotes public comprehension of the contents. New York
School District Report Cards and Property Tax Report Cards are also available online from the
State Education Department.

Dissemination of Budget Information

Copies of the proposed annual operating budget for the succeeding year and all required
attachments may be obtained by any District resident. Requests for copies of the proposed
budget should be made at least seven (7) days before the budget hearing. Copies shall be
prepared and made available at the school district office, public or associate libraries within the
District and on the District website, if one exists. Copies will be available to District residents
during the fourteen (14) day period immediately preceding the Annual Meeting and Election or
Special District Meeting at which the budget vote will occur. Additionally, the Board will
include notice of the availability of copies of the budget at least once during the school year in
any District-wide mailing.

(Continued)
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Budget Notice

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

. Beginning with the budget notice for the 2012-2013 proi)osed budget, the District will also
include in the notice:

a)  The school tax levy limit;

b) The proposed school year tax levy (without permissible exclusions to the school tax
levy limit);

c) The total permissible exclusions; and

d) The proposed school year tax levy (including permissible exclusions to the school tax
© levy limit).

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

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

Notice of Budget Hearing/Availability of Budget Statement:
Education Law Sections 1608(2), 1716(2), 2003(1), 2004(1),2023-a and 2601-a(2)
Election and Budget Vote:
Education Law Sections 1804(4), 1906(1), 2002(1), 2017(5), 2017(6), 2022(1), 2023-a and 2601-a(2)
Budget Development and Attachments:
Education Law Sections 1608(3), 1608(4), 1608(5), 1608(6), 1608(7), 1716(3), 1716(4), 1716(5), 1716(6),
1716(7), 2022(2-a), 2023-a and 2601-a(3)
8 NYCRR Sections 100.2(bb), 170.8 and 170.9

Adoption Date: 7/02/03
Revised: 4/25/13
Revised: 4/24/14
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SUBJECT: BUDGET ADOPTION

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

In the event the original proposed budget is not approved at the Annual District Meeting and
Election, the Board may resubmit the original proposed budget or a revised budget for voter approval, or
individual propositions may be placed before District voters, at a special meeting held on the third
Tuesday of June. If the voters fail to approve the second budget submittal, or budget proposition(s), or if
the Board elects not to put the proposed budget to a public vote a second time, the Board must adopt a
contingency budget with a tax levy that is no greater than the prior year's levy.

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

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

Education Law Sections 1608, 1716, 1804(4), 1906(1), 2002(1), 2003(1), 2004(1), 2007(3)(b), 2022, 2023,
2023-a and 2601-a
8 New York Code of Rules and Regulations (NYCRR) Sections 100.2(bb), 170.8 and 170.9

Adopted: 7/02/03
Revised: 4/25/13
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SUBJECT: ADMINISTRATION OF THE BUDGET

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

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

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

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

Adopted: 7/2/03



a

2013 5150
P O I_. I C Y Non-Instructional/Business
Operations

SUBJECT: CONTINGENCY BUDGET

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

If the original proposed budget is not approved by District voters at the Annual District Meeting
and Election, the Board has the option of either resubmitting the original or revised budget for voter
approval at a special meeting held at a later date; or the Board may, at that point, adopt a contingency
budget. If the Board decides to submit either the original or a revised budget to the voters for a second
time, and the voters do not approve the second budget submittal, the Board must adopt a contingency
budget and the tax levy cannot exceed the total tax levy of the prior year (0% levy growth).

The administrative component of the contingency budget shall not comprise a greater percentage
of the contingency budget exclusive of the capital component than the lesser of:

a)  The percentage the administrative component had comprised in the prior year budget
exclusive of the capital component; or

b)  The percentage the administrative component had comprised in the last proposed defeated
budget exclusive of the capital component.

Education Law Sections 2002, 2023, 2023-a, 2024 and 2601-a

Adopted: 7/02/03
Revised: 4/25/13
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SUBJECT: REVENUES

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

Education Law Sections 1604(a) and 1723(a)

Adopted: 7/2/03
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SUBJECT: DISTRICT INVESTMENTS

Whenever the District has funds (including operating funds, reserve funds and proceeds of
obligations) that exceed those necessary to meet current expenses, the Board of Education shall
authorize the Treasurer to invest such funds in accordance with all applicable laws and regulations and
in conformity with the guidelines established by this policy.

Objectives

The objectives of this investment policy are four-fold:

a) Investments shall be made in a manner so as to safeguard the funds of the School District;
and

b) Bank deposits shall be made in a manner so as to safeguard the funds of the School
District.

c) Investments shall be sufficiently liquid so as to allow funds to be available as needed to
meet the obligations of the School District.

d) Funds shall be invested in such a way as to earn the maximum yield possible given the first
three investment objectives.

Authorization

The authority to deposit and invest funds is delegated to the Treasurer. These functions shall be
performed in accordance with the applicable sections of the General Municipal Law and the Local
Finance Law of the State of New York.

The Treasurer may invest funds in the following eligible investments:

a)
b)

c)

Obligations of the State of New York.

Obligations of the United States Government, or any obligations for which principal and
interest are fully guaranteed by the United States Government.

Time Deposit Accounts placed in a commercial bank authorized to do business in the State
of New York, providing the account is collateralized as required by law. [Banking Law
Section 237(2) prohibits a savings bank from accepting a deposit from a local government.
This also applies to savings and loan associations.]

(Continued)
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d)

Transaction accounts (demand deposits) both interest bearing and non-interest bearing that
do not require notice of withdrawal placed in a commercial bank authorized to do business
in the State of New York, providing the account is collateralized as required by law.

Certificates of Deposits placed in a commercial bank authorized to do business in the State
of New York providing the Certificates are collateralized as required by law.

Securities purchased pursuant to a Repurchase Agreement whereby one party purchases
securities from a second party and the second party agrees to repurchase those same
securities on a specific future date at an agreed rate of return (the interest rate).

Implementation

Using the policy as a framework, regulations and procedures shall be developed which reflect:

a)
b)

c)
d)

2

A list of authorized investments;

Procedures including a signed agreement to ensure the School District's financial interest in
investments;

Standards for written agreements consistent with legal requirements;

Procedures for the monitoring, control, deposit and retention of investments and collateral
which shall be done at least once a month;

Standards for security agreements and custodial agreements consistent with legal
requirements;

Standards for diversification of investments including diversification as to type of
investments, and firms and banks with whom the School District transacts business; and

Standards for qualification of investment agents which transact business with the School
District including, at minimum, the Annual Report of the Trading Partner.

This policy shall be reviewed and re-adopted at least annually or whenever new investment
legislation becomes law, as staff capabilities change, or whenever external or internal issues warrant
modification.

General Municipal Law Section 39
Education Law Sections 1604-a and 1723(a)
Local Finance Law Section 165

Adopted: 7/2/03
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SCHOOL DISTRICT

The Board may accept gifts, donations, grants and/or bequests of money, real or personal
property, as well as other merchandise which, in the view of the Board, add to the overall welfare
of the School District, provided that such acceptance is in accordance with existing laws and
regulations. Donations to the school are fully tax deductible so long as the gift is used
exclusively for public purposes in accordance with USC Section 170(c). However, the Board is
not required to accept any gift, grant or bequest and does so at its discretion, basing its judgment
on the best interests of the District. Furthermore, the Board will not accept any gift, grant or
bequest which constitutes a conflict of interest and/or gives an appearance of impropriety. At the
same time, the Board will safeguard the District, the staff and students from commercial
exploitation, from special interest groups, and the like.

The Board will not accept any gifts or grants which will place encumbrances on future
Boards, or result in unreasonable additional or hidden costs to the District. The Board may, if it
deems it necessary, request that gifts of equipment, facilities or any item that requires upkeep
and maintenance include funds to carry out such maintenance for the foreseeable life of the
donation.

The Board of Education will not formally consider the acceptance of gifts or grants until
and unless it receives the offer in writing from the donot/grantor or their attorney/financial
advisor. Any such gifts or grants donated to the Board and accepted on behalf of the School
District must be by official action and resolution passed by Board majority. The Board would
prefer the gift or grant to be a general offer rather than a specific one. Consequently, the Board
would suggest that the donor/grantor work first with the school administrators in determining the
nature of the gift or grant prior to formal consideration for acceptance by the Board. However,
the Board, in its discretion, may direct the Superintendent of Schools to apply such gift or grant
for the benefit of a specific school or school program.

The Board is prohibited, in accordance with the New York State Constitution, from making
gifts/charitable contributions with School District funds.

Gifts and/or grants of money to the District shall be annually accounted for in the
appropriate fund and account in the bank designated by the Board of Education.

All gifts, grants and/or bequests shall become School District property. A letter of
appreciation, signed by the President of the Board and the Superintendent, will be sent to a
donor/grantor in recognition of his/her contribution to the School District. Letters will be sent in
a timely manner and will acknowledge the possible tax deduction available to donors whose gifts
qualify under IRS regulations.

(Continued)
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Gift Giving

The Board of Education recognizes that gift giving, especially during the holiday season,
may be a common practice for many District employees. While the giving or exchanging of gifts
may be acceptable among staff members, the Board strongly encourages District employees and
students to show appreciation through written notes or greeting cards.

*Additionally, all business contacts will be informed that gifts exceeding seventy-five
dollars ($75) to District employees will be returned or donated to charity.

New York State Constitution Article 8, Section 1
Education Law Sections 1709(12), 1709(12-a) and 1718(2)
General Municipal Law Section 805-a(1)

Adopted: 7/2/03
Revised: 1/25/12
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SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION

A tax collection plan giving dates of warrant and other pertinent data shall be prepared annually
and submitted for review and consideration by the School Business Executive to the Board of
Education. Tax collection shall occur by mail or by direct payment to the place designated by the
Board of Education.

Real Property Tax Law Sections 1300-1342
Education Law Section 2130

Adopted: 7/2/03
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SUBJECT: PROPERTY TAX EXEMPTION FOR SENIOR CITIZENS

Unless specifically exempted by law, real property used exclusively for residential purposes and
owned by one or more persons, each of whom is sixty-five years of age or over, or real property
owned by husband and wife, one of whom is sixty-five years of age or over, shall be exempt from
taxation to the extent of percentum of the assessed valuation determined by the Board if the owners
meet the criteria established annually by the Board.

The real property tax exemption of real property owned by husband and wife, when one of them
is sixty-five (65) years of age or over, once granted, shall not be rescinded solely because of the death
of the older spouse so long as the surviving spouse is at least sixty-two (62) years of age.

Real Property Tax Law Section 467

Adopted: 7/2/03
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SUBJECT: SALE AND DISPOSAL OF SCHOOL DISTRICT PROPERTY

Sale of School Property

No school property shall be sold without prior approval of the Board of Education. However,
the responsibility for such sales may be delegated. The net proceeds from the sale of school property
shall be deposited in the General Fund.
Disposal of District Personal Property
Equipment

School District equipment that is obsolete, surplus, or unusable by the District shall be disposed
of in such a manner that is advantageous to the District.

The Superintendent will be responsible for selling the equipment in such a way so as to
maximize the net proceeds of sale which may include a bona fide public sale preceded by adequate
public notice. Ifit is determined that reasonable attempts to dispose of the equipment have been made
and such attempts have not produced an adequate return, the Superintendent or his/her designee may
dispose of the equipment in any manner which he/she deems appropriate.

Textbooks

Textbooks may lose their value to the educational program because of changes in the curriculum
or they contain outdated material and/or are in poor condition.

If textbooks are no longer useful or usable, the procedures for disposal shall adhere to the
following order of preference:

a)  Sale of textbooks. If reasonable attempts to dispose of surplus textbooks fail to produce
monetary return to the School District; then

b) Donation to charitable organizations; or

c) Disposal as trash.

Education Law Section 1709(9) and (11)
General Municipal Law Sections 51 and 800 et seq.

Adopted: 7/2/03
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In accordance with New York State Education Law and the Commissioner's Regulations, the
Board of Education directs that the Treasurer of the Board of Education, the tax collector and the
internal auditor be bonded prior to assuming their duties. Such bonds shall be in the amounts as
determined and approved by the Board of Education.

Other school personnel and members of the Board of Education authorized or required to handle
School District revenues may be covered by a blanket undertaking provided by the District in such
amounts as approved by the Board of Education based upon the recommendations of the
Superintendent or his/her designee.

Education Law Sections 1709(20-a),

1720, 2130(5), 2526, and 2527

Public Officers Law Section 11(2)

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2(d)

Adopted: 7/2/03
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The Board of Education authorizes the Purchasing Agent to commit school funds as appropriated
by approved operational and capital budgets, and by the adoption of special resolutions. He/she will
make expenditures in accordance with applicable law and in a manner that will achieve the maximum
benefit from each dollar expended.

All claims shall be properly confirmed and verified before payment.

Complete records of all expenditures shall be maintained for future analysis and reporting within
the time frame required by the Records Disposition Law or regulation.

Education Law Section 1720

Adopted: 7/2/03
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Travel Outside of District

School District officials and employees are entitled to reimbursement for necessary expenses
incurred in the performance of their official duties. However, it is the position of the New York State
Comptroller’s Office that meals of public officers or employees traveling outside his/her regular work
area on official business for an extended period of time, or where events prevent them from taking off
during mealtime for food consumption because of a pressing need to complete business are reimbursed
upon completion of proper documentation.

Any such expenditure must be appropriately documented with an itemized receipt and
information showing the date of the meeting, food served, and who purchased the meal. These
requirements must be met for meals provided by outside vendors in order for reimbursement to a
School District official.

The costs for meals should not exceed the current Federal per diem meal rates for the
geographic area. However, the exception will be made when a school district official or employee
attends a conference or event where the sponsoring organization to which the District maintains
membership invites the school district official or employee to a dinner function where the cost may
exceed the Federal per diem rate. Should this be the case, the District will pay for or reimburse the
school district official or employee for the full cost of the meal. If reimbursement is to be made, the
school district official or employee must still comply with the itemized receipt or documentation as
described in the paragraph above.

NOTE: Refer also to Policy 6161—Expense Reimbursement

Adopted: 11/29/06
Revised: 10/23/07
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SUBJECT: MEALS AND REFRESHMENTS

The Board of Education recognizes that from time to time it may be appropriate to provide
service of modest meals during a mealtime and/or refreshments at District meetings and/or events
which are being held specifically during a mealtime at which school district business is discussed. Any
expenditure made for such meals and/or refreshments must be appropriately documented with an
itemized receipt and submitted to the district Business Office for the purpose of audit and possible
reimbursement. '

Examples of authorized categories of expenditures include, but are not limited to, refreshments
for staff at Orientation Day in August, Staff Recognition Day, Superintendent’s Conference Days,
public voting, community/district meetings at which school district business is conducted, receptions
for volunteers, and other meetings which occur during a mealtime at which district business is
conducted.

The Board recognizes that each year there may be a limited number of instances where Board
members are expected to participate by virtue of their board office in activities of a combined business
and social nature, where their participation is deemed by the Board to be in the best interest of the
school district. These include, but are not limited to, district-wide events open to the school
community, such as an annual PTO recognitions dinner, retirement dinners for staff retirees, and other
meetings which occur during a mealtime at which district business is conducted.

The Superintendent shall develop procedures to ensure the implementation of this policy.

Adopted: 11/29/06
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SUBJECT: DISTRICT-OWNED CREDIT CARDS

Each year at the Annual Organization Meeting in July, the Board of Education will approve the
use of District-owned credit cards as to which specific cards, the number of credit cards, to whom a
credit card is assigned, and the maximum credit limit on each card. Only those District personnel
designated by the Board of Education shall be authorized to use a District credit card.

Multi-Purpose Credit Cards

The Board of Education permits the use of multi-purpose District credit cards (i.e., American
Express) by certain salaried school officials to pay for actual and necessary expenses incurred in the
performance of work related duties and to purchase goods for the District. A list of those individuals
issued a multi-purpose District credit card will be maintained in the Business Office and reported each
year with a written analysis to the Internal Claims Auditor.

The person to whom the multi-purpose credit card is issued must provide to the Claims
Auditor, for each expenditure, itemized receipts and the reasons for the costs incurred, such as who
went to a dinner and its purpose. Unauthorized expenditures shall be subject to recovery from salary
or from other monies due and owing to the school official once notice is given to the individual and
the individual fails to justify the expense in accordance with policy within a 10 calendar day period of
time.

General Guidelines

All required receipts and documentation for credit card expenditures shall be submitted
promptly so that the District may avoid any interest charges.

The District reserves its right to refuse to pay a claim that is not authorized. Credit cards shall
be used prudently and only for legitimate school business expenditures. The use of a credit card is not
intended to circumvent District policy on purchasing.

Purchases that are unauthorized, illegal, personal in nature, represent a conflict of interest or
violate the intent of this policy, will require repayment or deduction from salary and may result in

credit card revocation and employee discipline.

Individuals authorized to use District credit cards shall agree in writing to accept financial
responsibility for any inappropriate usage by that individual.

(Continued)
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Employees must take proper care of District-owned credit cards and take all reasonable
security precautions against damage, loss or theft. Any damage, loss or theft must be reported
immediately to the Business Office and the appropriate financial institution.

The Claims Auditor shall audit all credit card claims, and, along with the School Business
Official, monitor compliance with this policy.

Adopted: 12/20/06
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SUBJECT: BUDGET TRANSFERS

Within monetary limits as established by the Board, the Superintendent is authorized to transfer
funds within the budget. Whenever changes are made, they are to be incorporated in the next Board
agenda for information only.

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2(1)
Education Law Section 1718

Adopted: 7/2/03
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SUBJECT: BORROWING OF FUNDS

The School District may borrow money only by means of serial bonds, bond anticipation notes,
capital notes, tax anticipation notes, revenue anticipation notes and budget notes.

Adopted: 7/2/03

New York State Local Finance Law Section 20
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SUBJECT: PURCHASING

The District's purchasing activities will be part of the responsibilities of the Business Office, under
the general supervision of the Purchasing Agent designated by the Board of Education. The purchasing
process should enhance school operations and educational programs through the procurement of goods
and services deemed necessary to meet District needs.

Competitive Bids and Quotations

As required by law, the Superintendent will follow normal bidding procedures in all cases where
needed quantities of like items will total the maximum level allowed by law during the fiscal year,
(similarly for public works-construction, repair, etc.) and in such other cases that seem to be to the
financial advantage of the School District.

A bid bond may be required if considered advisable.

No bid for supplies shall be accepted that does not conform to specifications furnished unless
specifications are waived by Board action. Contracts shall be awarded to the lowest responsible bidder
who meets specifications. However, the Board may choose to reject any bid.

“Rules shall be developed by the administration for the competitive purchasing of goods and
services.

The Superintendent may authorize purchases within the approved budget without bidding if
required by emergencies and are legally permitted.

The Superintendent is authorized to enter into cooperative bidding for various needs of the School
District.

Request for Proposal Process for the Independent Auditor

In accordance with law, no audit engagement shall be for a term longer than five (5) consecutive
years. The District may, however, permit an independent auditor engaged under an existing contract for
such services to submit a proposal for such services in response to a request for competitive proposals or
be awarded 2 contract to provide such services under a request for proposal process.
Procurement of Goods and Services

The I -ard of Education recognizes its responsibility to ensure the development of procedures for
the procuremient of goods and services not required by law to be made pursuant to competitive bidding
requiremsiizs. These goods and services must be procured in a manner so as to:

a)  Assure the r-udent and economical use of public moneys in the best interest of the taxpayer;

(Continued)
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b)

c)

Facilitate the acquisition of goods and services of maximum quality at the lowest possible
cost under the circumstances; and

Guard against favoritism, improvidence, extravagance, fraud and corruption.

These procedures shall contain, at a minimum, provisions which:

a)

b)

g)

Prescribe a process for determining whether a procurement of goods and services is subject
to competitive bidding and if it is not, documenting the basis for such determination;

With certain exceptions (purchases pursuant to General Municipal Law, Article 5-A; State
Finance Law, Section 162; State Correction Law, Section 184; or those circumstances or
types of procurements set forth in (f) of this section), provide that alternative proposals or
quotations for goods and services shall be secured by use of written request for proposals,
written quotations, verbal quotations or any other method of procurement which furthers the
purposes of General Municipal Law Section 104-b;

Set forth when each method of procurement will be utilized;
Require adequate documentation of actions taken with each method of procurement;

Require justification and documentation of any contract awarded to other than the lowest
responsible dollar offer, stating the reasons;

Set forth any circumstances when, or the types of procurement for which, the solicitation of
alternative proposals or quotations will not be in the best interest of the District; and

Identify the individual or individuals responsible for purchasing and their respective titles.
Such information shall be updated biennially.

Any unintentional failure to fully comply with these provisions shall not be grounds to void action
taken or giverise to a cause of action against the District or any District employee.

The Board of Education shall solicit comments concerning the District's policies and procedures
from those employees involved in the procurement process. All policies and procedures regarding the
procurement of goods and services shall be reviewed annually by the Board.

Best Value

Effective January 27, 2012, General Municipal Law (GML) Section 103 was amended to permit a
.. ool district or BOCES to award purchase contracts in excess of $20,000 on the basis of "best value",
rat.  than on the basis of the lowest responsible bid. The Board of Education must adopt a

(Continued)
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resolution at a public meeting authorizing the award of bids based on "best value." The Board of
Education may also approve "best value" bid award recommendations on an individual bid basis at a
scheduled public meeting. A best value award is one that optimizes quality, cost and efficiency, typically
applies to complex services and technology contracts, and is quantifiable whenever possible.

"Piggybacking' Law - Exception to Competitive Bidding

On August 1, 2012, General Municipal Law (GML) Section 103 was amended to allow school
districts to purchase certain goods and services (apparatus, materials, equipment and supplies) through
the use of contracts let by the United States or any agency thereof, any state, and any county, political
subdivision or district of any state. The amendment authorizes school districts and BOCES to
"piggyback" on contracts let by outside governmental agencies in a manner that constitutes competitive
bidding "consistent with state law."

This "piggybacking"” is permitted on contracts issued by other governmental entities, provided that
the original contract:

a)  Has been let by the United States or any agency thereof, any state (including New York
State) or any other political subdivision or district therein;

b)  Was made available for use by other governmental entities and agreeable with the contract
holder; and

c)  Was let in a manner that constitutes competitive bidding consistent with New York State law
and is not in conflict with other New York State laws.

The "piggybacking" amendment and the "best value" amendment may not be combined to
authorize a municipality to "piggyback" onto a cooperative contract which was awarded on the basis of
"best value." In other words, while a school district or BOCES may authorize the award of contracts on
the basis of "best value”, it may not "piggyback" onto a purchasing contract awarded by another agency
on the basis of "best value."

Alternative Formats for Instructional Materials

Preference in the purchase of instructional materials will be given to vendors who agree to provide
materials in 1 usable alternative format (i.e., any medium or format, other than a traditional print
textbook. for presentation of instructional materials that is needed as an accommodation for each student
with a disau:iity, including students requiring Section 504 Accommodation Plans, enrolled in the School
District). Aliernative formats include, but are not limited to, Braille, large print, open and closed
c. “tioned, audic, or an electronic file in an approved format as defined in Commissioner's Regulations.

(Continued)
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As required by federal law and New York State Regulations, the District has adopted the National
Instructional Materials Accessibility Standard (NIMAS) to ensure that curriculum materials are
available in a usable alternative format for students with disabilities. Each school district has the option
of participating in the National Instructional Materials Access Center (NIMAC). Whether a district does
or does not participate in NIMAC, the district will be responsible to ensure that each student who
requires instructional materials in an alternate format will receive it in a timely manner and in a format
that meets NIMAS standards. The New York State Education Department (NYSED) recommends that
school districts choose to participate in NIMAC, because this national effort to centralize the distribution
of instructional materials in alternate formats will help guarantee timely provision of such materials to
students.

For school districts, Boards of Cooperative Educational Services (BOCES), State-operated
schools, State-supported schools and approved private schools that choose to participate in NIMAC,
contracts with publishers executed on and after December 3, 2006 for textbooks and other printed
core materials must include a provision that requires the publisher to produce NIMAS files and send
them to the NIMAC (this will not add any cost to the contract).

For more information regarding NIMAC including model contract language, Steps for
Coordinating with NIMAC and an IDEA Part B Assurances Application, see website:
http://www.vesid.nysed.gov/specialed/publications/persprep/NIMAS .pdf

Geographic Preference in Procuring Local Agricultural Products

Schools participating in Child Nutrition Programs such as the National School Lunch Program,
School Breakfast Program and/or Special Milk Program are encouraged to purchase unprocessed locally
grown and locally raised agricultural products. A school district may apply an optional geographic
preference in the procurement of such products by defining the local area where this option will be
applied. The intent of this preference is to supply wholesome unprocessed agricultural products that are
fresh and delivered close to the source.

A geographic preference established for a specific area adds additional points or credits to bids
received in response to a solicitation, but does not provide a set-aside for bidders located in a specific
area, nor does it preclude a bidder from outside a specified geographic area from competing for and
possibly being awarded a specific contract.

“omputer Software Purchases

Software programs designated for use by students in conjunction with computers of the District
shall meet the following criteria:

a) A computer program which a student is required to use as a learning aid in a particular class;

and

(Continued)
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b)  Any content-based instructional materials in an electronic format that are aligned with State
Standards which are accessed or delivered through the internet and based on a subscription
model. Such electronic format materials may include a variety of media assets and learning
tools including video, audio, images, teacher guides, and student access capabilities as such
terms are defined in Commissioner's Regulations.

Environmentally Sensitive Cleaning and Maintenance Products

In accordance with Commissioner's Regulations, State Finance Law and Education Law, effective
with the 2006-2007 school year, the District shall follow guidelines, specifications and sample lists
when purchasing cleaning and maintenance products for use in its facilities. Such facilities include any
building or facility used for instructional purposes and the surrounding grounds or other sites used for
playgrounds, athletics or other instruction.

Environmentally sensitive cleaning and maintenance products are those which minimize adverse
impacts on health and the environment. Such products reduce as much as possible exposures of children
and school staff to potentially harmful chemicals and substances used in the cleaning and maintenance
of school facilities. The District shall identify and procure environmentally sensitive cleaning and
maintenance products which are available in the form, function and utility generally used. Coordinated
procurement of such products as specified by the Office of General Services (OGS) may be done
through central state purchasing contracts to ensure that the District can procure these products on a
competitive basis.

The District shall notify their personnel of the availability of such guidelines, specifications and
sample product lists.

Apparel and Sports Equipment Purchases

Competitive Bidding Purchases

The Board of Education will only accept bids from "responsible bidders." A determination that a
bidder on a contract for the purchase of apparel or sports equipment, is not a "responsible bidder" shall
be based upon either or both of the following considerations:

a) The labor standards applicable to the manufacture of the apparel or sports equipment
including, but not limited to, employeé¢ compensation, working conditions, employee rights
to form unions, and the use of child labor; or

b)  The bidder's failure to provide information sufficient for the Board of Education to determine
the labor standards applicable to the manufacture of the apparel or sports equipment.

(Continued)
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Non-Competitive Bidding Purchases

The Board's internal policies and procedures governing procurement of apparel or sports
equipment, where such procurement is not required to be made pursuant to competitive bidding
requirements, shall prohibit the purchase of apparel or sports equipment, from any vendor based upon
either or both of the following considerations:

a) The labor standards applicable to the manufacture of the apparel or sports equipment
including, but not limited to, employee compensation, working conditions, employee rights
to form unions, and the use of child labor; or

b)  The bidder's failure to provide information sufficient for the Board of Education to determine
the labor standards applicable to the manufacture of the apparel or sports equipment.

Contracts for Goods and Services

No contracts for goods and services shall be made by individuals or organizations in the school
that involve expenditures without first securing approval for such contract from the Purchasing Agent.

No Board member or employee of the School District shall have an interest in any contract entered
into by the Board or the School District.

Upon the adoption of a resolution by a vote of at least three-fifths (3/5) of all Board members
stating that for reasons of efficiency or economy there is need for standardization, purchase contracts for
a particular type or kind of equipment, materials or supplies of more than twenty thousand (320,000)
dollars may be awarded by the Board to the lowest responsible bidder furnishing the required security
after advertisement for sealed bids in the manner provided in law.

7 Code of Federal Regulations (CFR) 210.21, 215.14(a) and 220.16

20 United States Code (USC) Section 1474(e)(3)(B)

Education Law Sections 305(14), 409-L, 701, 751(2)(b), 1604, 1709, 1950, 2503, 2554 and 3602

General Municipal Law Articles 5-A and 18

State Finance Law Sections 162 and 163-b

8 New York Code of Rules and Regulations (NYCRR) Sections 155, 170.2, 200.2(b)(10), 200.2(c)(2) and
200.2(1)

NOTE:  Tefer also to Policy #5660 -- School Food Service Program (Lunch and Breakfast)

Adoptec. 7/02/03
Revised: - 75/13
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The Board of Education recognizes its responsibility to ensure the development of procedures for
the procurement of goods and services not required by law to be made pursuant to competitive bidding
requirements. These goods and services must be procured in a manner so as to:

a) Assure the prudent and economical use of public moneys in the best interest of the
taxpayer;

b)  Facilitate the acquisition of goods and services of maximum quality at the lowest possible
cost under the circumstances; and

¢)  Guard against favoritism, improvidence, extravagance, fraud and corruption.
These procedures shall contain, at a minimum, provisions which:

a)  Prescribe a process for determining whether a procurement of goods and services is subject
to competitive bidding and if it is not, documenting the basis for such determination;

b)  With certain exceptions (purchases pursuant to General Municipal Law, Section 186; State
Finance Law, Sections 175-a and 175-b; State Correction Law, Section 184; or those
circumstances or types of procurements set forth in (f) of this section), provide that
alternative proposals or quotations for goods and services shall be secured by use of written
request for proposals, written quotations, verbal quotations or any other method of
procurement which furthers the purposes of Section 104-b of General Municipal Law;

¢) Set forth when each method of procurement will be utilized;
d) Require adequate documentation of actions taken with each method of procurement;

e) Require justification and documentation of any contract awarded to other than the lowest
responsible dollar offer, stating the reasons; and

f)  Set forth any circumstances when, or the types of procurement for which, the solicitation of
alternative proposals or quotations will not be in the best interest of the District.

Any unintentional failure to fully comply with these provisions shall not be grounds to void
action taken or give rise to a cause of action against the District or any District employee.

The Board of Education shall solicit comments concerning the District's policies and procedures
from those employees involved in the procurement process. All policies and procedures regarding the
procurement of goods and services shall be reviewed annually by the Board.

General Municipal Law, Sections 103(1)(5) and 104-b
Adopted: 7/2/03
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SUBJECT: CONTRACTS FOR INSTRUCTION

On July 29, 2009, the State Education Department (SED) issued a memorandum on
contracts for instruction that stated districts cannot contract with private entities to deliver
"core educational programming/instructional services" to students. Subsequently, on June 2,
2010, SED issued a new question and answer guidance document for school districts to use
as a resource for planning for the school year.

Core Instructional Services

Generally, core instructional services comprise those mstructional programs which are
part of the regular curriculum of the School District and to which students are entitled as
part of a free public education. This would include both general and special education
programs and related services which school districts are required by law to provide as part
of a program of public education and for which a certification area exists and to which
tenure rights apply pursuant to Education Law and/or Commissioner's Regulations.

Therefore, core instructional services include those in which students are provided
classroom instruction to meet State learning standards in the seven general curriculum areas:
English language arts; mathematics, science and technology; social studies; languages other
than English; the arts; health, physical education and family and consumer sciences; and
career development and occupational studies. Instruction in courses for which credit is
awarded toward a high school diploma would also constitute "core instructional services."
Core instruction includes special classes for students with disabilities.

Core instruction does not include other supplemental instructional services, such as
tutoring and enrichment programs that are not offered for high school credit; advanced
courses such as college courses that are beyond the regular high school curriculum; and
services, such as online instructional services and distance learning, that assist teachers in
providing instruction in their classrooms.

Conrtracts with a Non-Profit or Other Entity

The District may contract with a non-profit or other entity to provide distance or
online leamning provided that the distance or online learning program is used as a
supplementary or additional resource to assist the District's certified teachers in delivering
instruction. In these situations, the distance or online program itself would not constitute
"core instruction” as described above.

The School District may contract with certain entities where specifically authorized by

statute or regulation, or where contracting is necessary to carry out duties imposed on the
School District by State or federal law.

(Continued)
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SUBJECT: CONTRACTS FOR INSTRUCTION (Cont'd.)

Contracts for the Provision of Special Education '"Related Services" for which a
Certification Area Exists and to which Tenure Rights Apply Pursuant to Education
Law and/or Commissioner's Regulations

The District may contract for the provision of special education "related services" for
which a certification area exists and to which a tenure are applies but only in limited
circumstances and with qualified individuals over whom the District has supervisory
control.

Pursuant to the federal Individuals with Disabilities Education Act (IDEA), the School
District is required to provide students with disabilities with a free appropriate public
education (FAPE). The Board of Education must provide related services as part of the
continuum of special services and programs available to students with disabilities to enable
such students to benefit from instruction. Related services include: audiology, counseling
including rehabilitation counseling services, occupational therapy, physical therapy, speech
pathology, certain medical services, psychological services, school health services, school
nurse services, school social work, assistive technology services, interpreting services,
orientation and mobility services, parent counseling and training and other appropriate
developmental, corrective or other support services and appropriate access to recreation.

However, the District also has obligations under the IDEA and Article 89 of the
Education Law to deliver the services necessary to ensure that students with disabilities
receive FAPE. SED recognizes that there will be situations in which school districts will not
be able to deliver FAPE to students with disabilities without contracting with independent
contractors. Where a School District is unable to provide the related services on a student's
individualized education program (IEP) in a timely manner through its employees because
of shortages of qualified staff or the need to deliver a related service that requires specialized
expertise not available from School District employees, the Board of Education has
authority under Education Law to enter into contracts with qualified individuals as
employees or independent contractors to provide those related services. Commissioner's
Regulations requires that related services be provided by individuals with appropriate
certification or license in each area of related service.

In order to ensure that such arrangements are not used to circumvent New York State's
teacher tenure laws, the District must document that it would retain supervisory control over
the individual and that, despite reasonable efforts, it has been unable to provide such
services by hiring new employees or utilizing existing employees, or through any of the
contractual arrangements authorized by Education Law, including contracts with other
school districts, BOCES, approved state or state-supported schools, and approved private
residential and nonresidential schools both inside and outside New York State.

(Continued)
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SUBJECT: CONTRACTS FOR INSTRUCTION (Cont'd.)

Finally, if the District, after exhausting the steps outlined above, finds it necessary to
contract with individuals, it should do so only for a period of one school year at a time.
Before any such contract can be extended, or a new contract entered, the District must again
take reasonable efforts to provide such services as described above.

Other Contracts for Instruction

This policy is not intended to be an exhaustive analysis, nor is it intended to cover
every possible situation and/or educational program in which contracts may be
contemplated.

The District will review all contractual or informal arrangements with its school
attorney(s) to ensure that it is in compliance with applicable law and/or regulations.

20 United States Code (USC) Section 1401(26)
Education Law Sections 1604(30), 1709(33), 1804(1), 1805, 1903(1), 2503(1), 2503(3), 2554(1),
2554(15)a),
4401(2), 4401(2)(k), and 4402(2)(b)
8 New York Code of Rules and Regulations (NYCRR) Sections 100.1, 100.2, 100.3, 100.4, 100.5,

200.1(qq),
and 200.6(b)(3)

Adopted: 6/15/11
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SUBJECT: ACCOUNTING OF FUNDS

Accounting and reporting procedures shall be developed to facilitate analysis and evaluation of
the District's financial status and fixed assets. The District will use the Uniform System of Accounts
for School Districts.

Books and records of the District shall be maintained in accordance with statutory requirements.

Provision shall be made for the adequate storage, security, and disposition of all financial and
inventory records.

Education Law Section 2116-a

Adopted: 7/2/03
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SUBJECT: FINANCIAL ACCOUNTABILITY

School districts must have internal controls in place to ensure that:

a) The goals and objectives of the District are accomplished;

b) Laws, regulations, policies, and good business practices are complied with;

¢) Audit recommendations are considered and implemented;

d) Operations are efficient and effective;

e) Assets are safeguarded; and

f)  Accurate, timely and reliable data are maintained.

The Chester Union Free School District's governance and control environment will include
the following:

a) The District's code of ethics addresses conflict of interest transactions with Board

b)

d)

members and employees. Transactions that are less-than-arm's length are prohibited.
Less-than-arm's length is a relationship between the District and employees or
vendors who are related to District officials or Board members.

The Board requires corrective action for issues reported in the Certified Public
Accountant's (CPA's) management letter, audit reports, the Single Audit, and
consultant reports.

The Board has established the required policies and procedures concerning District
operations.

The Board routinely receives and discusses the necessary fiscal reports including the:
1.  Treasurer's cash reports,

Budget status reports,

Revenue status reports,

Monthly extra-classroom activity fund reports, and

A O

Fund balance projections (usually starting in January).

(Continued)
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SUBJECT: FINANCIAL ACCOUNTABILITY (Cont'd.)

e) The District has a long-term (three to five years) financial plan for both capital
projects and operating expenses.

f)  The District requires attendance at training programs for Board members, business
officials, treasurers, claims auditors, and others to ensure they understand their duties
and responsibilities and the data provided to them.

g) The Board has an audit committee to assist in carrying out its fiscal oversight
responsibilities.

h)  The District's information systems are economical, efficient, current, and up-to-date.

i)  All computer files are secured with passwords or other controls, backed up on a
regular basis, and stored at an off-site or in a secure fireproof location.

i)  The District periodically verifies that its controls are working efficiently.

k) The District requires all staff to take leave time during which time another staff
member performs the duties of the staff on leave. Staff may also schedule transactions
and other responsibilities to occur electronically before taking a leave.

Audit Response

. Periodically, the District receives audit reports from the External (Independent) Auditor
and/or the Office of the New York State Comptroller. The Board will review all audit
recommendations in consultation with the Audit Committee, and respond appropriately.
Independent and Comptroller audit reports and the accompanying management letters will be
made available for public inspection. Notice of the availability of independent and Comptroller
audit reports will be published in the District's official newspaper or one having general
circulation in the District. If there is no newspaper, notice must be placed in ten (10) public
places within the District. Additionally, final audit reports from the Office of the NYS
Comptroller should be posted on the District website, if one is available, for a period of five (5)

years.

8§ NYCRR Section 170.12
General Municipal Law Section 33(2)(e) and 35(1)(2)
NY Education Law Section 2116-a

Adoption Date: 8/14/08
Revised: 4/24/14
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SUBJECT: AUDIT COMMITTEE
The Audit Committee will consist of: The Board of Education as a whole.

The Audit Committee shall consist of at least three (3) members who shall serve without
compensation, but shall be reimbursed for any actual and necessary expenditure incurred in relation to
attendance at meetings. Employees of the District are prohibited from serving on the Audit
Committee.

The role of the Audit Committee shall be advisory unless the Audit Committee consists of at
least a quorum of Board members, and any recommendations it provides to the Board shall not
substitute for any required review and acceptance by the Board of Education.

The responsibilities of the Audit Committee include the following:

a)  Provide recommendations regarding the appointment of the External (Independent) Auditor
for the District;

b)  Meet with the External (Independent) Auditor prior to commencement of the audit;

c) Review and discuss with the External (Independent) Auditor any risk assessment of the
District's fiscal operations developed as part of the Auditor's responsibilities under
governmental auditing standards for a financial statement audit and federal single audit
standards if applicable;

d) Receive and review the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assist the Board of
Education in interpreting such documents;

e). Make a recommendation to the Board on accepting the annual audit report; and

f)  Review every corrective action plan developed by the School District and assist the Board
in its implementation.

(Continued)
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SUBJECT: AUDIT COMMITTEE (Cont'd.)

The Audit Committee may conduct an Executive Session pursuant to Public Officers Law
Section 105 pertaining to only the following matters:

a)  To meet with the External (Independent) Auditor prior to commencement of the audit;

b) To review and discuss with the External (Independent) Auditor any risk assessment of the
District's fiscal operations developed as part of the Auditor's responsibilities under
governmental auditing standards for a financial statement audit and federal single audit

standards if applicable; and

¢) To receive and review the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assist the Board of
Education in interpreting such documents.

Adopted: 8/30/16

Education Law Sections 2116-c, and 3811-3813
Public Officers Law Sections 105(b), 105(c)
and 105(d)
8 New York Code of Rules and Regulations (NYCRR)
Section 170.12(d)
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SUBJECT: EXTRACLASSROOM (ALLIED) ACTIVITIES FUND

An extraclassroom (allied) activity fund shall be established for activities conducted by students
whose financial support is raised other than by taxation or through charges of the Board of Education.
All funds 1n the extraclassroom activities fund shall be kept according to standards of good financial
management. Proper books will be kept and all moneys deposited in appropriate accounts as set up by
the Board of Education. An independent and impartial audit of the accounts shall be made at least
annually in conjunction with the District records.

All transactions involving extraclassroom funds shall be on a cash basis and no accounts shall
remain unpaid at the end of the school year. The building principals, with approval of the
Superintendent of Schools, shall set up procedures for receipt and payment from the extraclassroom
activities fund in their respective buildings.

Organizational Procedures

Students desiring to form an extraclassroom activity shall petition their principal in writing.
The petition shall state the purpose of and describe the activities of the proposed extraclassroom
activity, and shall be signed by at least ten students before it is presented to the principal for
action. If the purpose of the proposed extraclassroom activity falls within the scope of
educational or school service purposes and if the necessary space and equipment are available,
the principal, in conjunction with the petitioning students, shall seek a suitable advisor. When
these procedures have been accomplished, the building principal shall recommend to the Chief
School Officer that the extraclassroom activity be approved by the Board of Education.

Approved Extraclassroom Activities

All extraclassroom activities shall be approved by the board of education. The chief school
officer shall maintain an up-to-date register of all extraclassroom activities that are approved or
discontinued.
Club Advisor

Each extraclassroom activity shall have an adult advisor recommended by the Superintendent

and appointed by the Board of Education. The advisor shall attend all meetings of the
extraclassroom activity.

(Continued)
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SUBJECT: EXTRACLASSROOM (ALLIED) ACTIVITIES FUND (Cont’d.)

Meetings

All extraclassroom activities shall meet at least once monthly while school is in session. These
meetings shall be held on school property. Extraclassroom activities shall not meet outside
school property unless they have received the consent of their school principal.

Officers
Each extraclassroom activity shall have a president, secretary, and treasurer. These officers
shall be elected annually from among the membership by secret ballot.

Financial Procedures

All extraclassroom activity funds shall be handled in accordance with the regulation for the
safeguarding, accounting, and auditing of these funds. The record of receipts and expenditures will
maintained and the necessary reports shall be made at least quarterly to the Board of Education by the
Allied Activities Fund Treasurer.

Inactive Clubs and Leftover Funds

An inactive extraclassroom activity shall be defined as one having no financial activity for one
full school year. If an inactive club is identified, the central treasurer is directed to liquidate the
leftover funds of this club in accordance with the following. Leftover funds of inactive or discontinued
extraclassroom activities and of graduating classes shall automatically revert to the account of the
student council. Inactive clubs must follow the organizational procedures set forth in this policy to re-
activate previously existing activities.

Sales, Campaigns and Fundraising Activities

The chief faculty counselor shall provide information to the Superintendent on sales,
campaigns and fundraising activities of all extraclassroom activity clubs, including the nature of the
event, dates of operation, duration of sale or campaign, and means of solicitation (¢.g., door-to-door,
direct mailing, etc.).

The Superintendent shall develop regulations and procedures necessary for the implementation
oft this policy.

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

NOTE:  Refer also to Policy #1336 -- Duties of the Extraclassroom (Allied) Activities Funds
Treasurer(s).

Adopted: 7/2/03
Revised: 12/20/07
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS

Petty Cash Funds

A petty cash fund of not more than one hundred dollars ($100) shall be maintained in the District
Office and in each school building. Payments from petty cash funds may be made for materials,
supplies or services only when payment is required upon delivery. At the time of reimbursement, an
itemized statement of expenditures, together with substantiating receipts, shall be submitted. Such
accounts shall be authorized by Board resolution at their annual meeting.

Appropriate regulations shall be developed for implementation of this policy.
Cash In School Buildings

Not more than $250, whether District or extraclassroom funds, shall be held in the vault in the
main office of each District school building. Under no circumstances shall cash be left in classroom
areas or desks. The District will not be responsible for funds left unprotected.

All funds, whether District or extraclassroom funds, shall be deposited prior to close of school

each week. Only authorized personnel designated by the building administrator shall be allowed in the
main office vault.

Education Law Section 1709(29)
8 New York Code of Rules and Regulations
(NYCRR) Section 170.4

Adopted: 7/2/03
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SUBJECT: PUBLICATION OF THE DISTRICT'S ANNUAL FINANCIAL STATEMENT

In compliance with Education Law, the Board of Education shall direct the District Clerk to
publish annually during the month of July or during the month of August a full and detailed account of
all moneys received by the Board or the Treasurer of the District for its account and use, and all of the
money expended therefore, giving the items of expenditure in full.

The account shall be published in the official District newspaper once each year.

Education Law Sections 1610, 1721 and 2117
8 New York Code of Rules and Regulations
(NYCRR) Section 170.2

Adopted: 7/2/03
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SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE I PROGRAMS)

A Local Educational Agency (LEA) may receive its full allocation of Title I funds if the
combined fiscal effort per student or the aggregate expenditures of state and local funds with respect to
the provision of free public education in the (LEA) for the preceding fiscal year was not less than
ninety percent (90%) of the combined fiscal effort per student or the aggregate expenditures for the
second preceding fiscal year.

In determining an LEA's compliance with the maintenance of effort requirement, the State
Educational Agency (SEA) shall consider the LEA's expenditures from state and local funds for free
public education. These include expenditures for administration, instruction, attendance, health
services, student transportation services, plant operation and maintenance, fixed charges, and net
expenditures to cover deficits for food services and student body activities.

The SEA shall not consider the following expenditures in determining an LEA's compliance with
the maintenance of effort requirements:

a)  Any expenditures for community services, capital outlay, and debt service;

b)  Any expenditures made from funds provided by the federal government for which the LEA
is required to account to the federal government directly or through the SEA.

The Board of Education assigns the School Business Executive the responsibility of reviewing,
as part of the budgeting process, combined fiscal effort so that expenditures of state and local funds
with respect to the provision of free public education per student and in the aggregate for any fiscal
year are not budgeted at less than ninety percent (90%) of the combined fiscal effort per student or the
aggregate of expenditures for the preceding fiscal year.

Title I of the Elementary and Secondary
Education Act of 1965, as amended by

the Improving America's Schools Act of 1994
34 Code of Federal Regulations (CFR) Part 200

Adopted: 7/2/03



SUBJECT: ALLOCATION OF TITLE I, PART A FUNDS IN THE DISTRICT

Allocation of Funds

The District allocates the Title I, Part A funds it receives to District school buildings on the basis
of the total number of students from low-income families in each eligible school attendance area or
eligible school, as defined in law. Unless the District school building is participating in a school wide
program, the District school building will only use Title I, Part A funds for programs that provide
services to eligible children, as defined in law, identified as having the greatest need for special
assistance.

The District will reserve from its allocation of Title I, Part A funds, such funds as are necessary
to provide services comparable to those provided to students in District school buildings that receive
Title I, Part A funds in order to serve:

a) Homeless children and youths, including educationally related support services to children
in shelters and other locations where children may live;

b)  Children in local institutions for neglected children; and

¢) If appropriate, children in local institutions for delinquent children, and neglected or
delinquent children in community day programs.

Funds Will Supplement Not Supplant

The District will ensure that Title I, Part A funds only supplement, not supplant, the funds that
would, in the absence of such federal funds, be made available from state and local sources for the
education of students participating in programs assisted by Title I, Part A funds.
Allocation Methodology

The District has developed an allocation methodology that is consistent with Title I guidelines.

20 USC §§ 6312-6315 and 6321

NOTE:  Refer also to Policies # 5110 -- Budget Planning and Development
# 5550 -- Maintenance of Fiscal Effort (Title I Programs)

# 8260 -- Title I Parent and Family Engagement

Adoption Date: 11/14/18
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SUBJECT: USE OF FEDERAL FUNDS FOR POLITICAL EXPENDITURES

The Board of Education prohibits the use of any federal funds for partisan political purposes or
expenditures of any kind by any person or organization involved in the administration of federally-
assisted programs.

This policy refers generally, but is not limited to, lobbying activities, publications, or other
materials intended for influencing legislation or other partisan political activities.

In recognition of this stricture, the Board of Education assigns the Purchasing Agent the
responsibility of monitoring expenditures of federal funds so that said funds are not used for partisan
political purposes by any person or organization involved in the administration of any federally-
assisted programs.

Compliance Supplement for Single Audit
of State and Local Governments (revised
September 1990) supplementing OMB
Circular A-128

NOTE: Refer also to Policy #6430 -- Employee Activities.

Adopted: 7/2/03
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SUBJECT: ALLEGATIONS OF FRAUD
Reporting and Investigations of Allegations of Fraud

All Board members and officers, District employees and third party consultants are required to
abide by the District's policies, administrative regulations and procedures in the conduct of their
duties. Further, all applicable federal and/or state laws and regulations must be adhered to in the
course of District operations and practices. Any individual who has reason to believe that financial
improprieties or wrongful conduct is occurring within the School System is to disclose such
information according to the reporting procedures established by the District. The reporting
procedures will follow the chain of command as established within the department or school building
or as enumerated in the District's Organizational Chart. In the event that the allegations of financial
improprieties/fraud and/or wrongful conduct concem the investigating official, the report shall be
made to the next level of supervisory authority. If the chain of supervisory command is not sufficient
to ensure impartial, independent investigation, allegations of financial improprieties/fraud and/or
wrongful conduct will be reported as applicable, to the Internal Auditor (if available), or the
Independent (External) Auditor, or the School Attorney, or the Board of Education. Complaints may
be hand-delivered or mailed to the District Clerk at 64 Hambletonian Avenue, Chester, NY, 10918.
The District's prohibition of wrongful conduct, including fraud, will be publicized within the District
as deemed appropriate; and written notification will be provided to all employees with fiscal
accounting/oversight and/or financial duties including the handling of money.

Upon receipt of an allegation of financial improprieties/fraud and/or wrongful conduct, the
Board or designated employee(s) will conduct a thorough investigation of the charges. However, even
in the absence of a report of suspected wrongful conduct, if the District has knowledge of, or reason to
know of, any occurrence of financial improprieties/fraud and/or wrongful conduct, the District will
investigate such conduct promptly and thoroughly. To the extent possible, within legal constraints, all
reports will be treated as confidentially and privately as possible. However, disclosure may be
necessary to complete a thorough investigation of the charges and/or to notify law enforcement
officials as warranted, and any disclosure will be provided on a "need to know" basis. Written records
of the allegation, and resulting investigation and outcome will be maintained in accordance with law.

Based upon the results of this investigation, if the District determines that a school official has
engaged in_financial improprieties/fraudulent and/or wrongful actions, appropriate disciplinary
measures will be applied, up to and including termination of employment, in accordance with legal
guidelines, District policy and regulation, and any applicable collective bargaining agreement. Third
parties who are found to have engaged in financial improprieties/fraud and/or wrongful conduct will
be subject to appropriate sanctions as warranted and in compliance with law. The application of such
disciplinary measures by the District does not preclude the filing of civil and/or criminal charges as
may be warranted. Rather, when school officials receive a complaint or report of alleged financial
improprieties/fraud and/or wrongful conduct that may be criminal in nature, law authorities should be
immediately notified.

(Continued)



‘ 2006 5570
POLICY
' 4 |
“__/ P | Non-Instructional/Business
|

Operations

\

SUBJECT: ALLEGATIONS OF FRAUD (Cont'd.)

An appeal procedure will also be provided, as applicable, to address any unresolved complaints
and/or unsatisfactory prior determinations by the applicable investigating officer(s).

Prohibition of Retaliation

The Board prohibits any retaliatory behavior directed against those individuals who, in good
faith, report allegations of suspected financial improprieties/fraud and/or wrongful conduct as well as
witnesses and/or any other individuals who participate in the investigation of an allegation of financial
impropriety/fraud and/or wrongful conduct. Follow-up inquiries shall be made to ensure that no
reprisals or retaliatory behavior has occurred to those involved in the investigation. Any act of
retaliation is prohibited and subject to appropriate disciplinary action by the District.

Knowingly Makes False Accusations

Any individual who knowingly makes false accusations against another individual as to
allegations of financial improprieties/fraud may also face appropriate disciplinary action.

Adopted: 6/28/06
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SUBJECT: INSURANCE

The objective of the Board of Education is to obtain the best possible insurance at the lowest
possible cost, and to seek advice from an Insurance Appraisal Service to determine that adequate
coverage is being provided regarding fire, boiler, general liability, bus and student accident insurance.

The Board shall carry insurance to protect the District's real and personal property against loss or
damage. This property shall include school buildings, the contents of such buildings, school grounds
and automobiles.

The Board may also purchase liability insurance to pay damages assessed against Board
members and District employees acting in the discharge of their respective duties, within the scope of
their employment and/or under the direction of the Board.

All insurance policies, along with an inventory of the contents of the building, should be kept in
a fireproof depository or with the appropriate insurance agent for safekeeping and referral purposes.
The Superintendent shall review the District's insurance program annually and make recommendations
to the Board if more suitable coverage is required.

Public Officers Law Section 18

General Municipal Law Sections 6-n and 52
Education Law Sections 1709(8) and (26) and (34-b),
3023, 3028, and 3811

Adopted: 7/2/03



N

2003 5620
P O I_. I C Y Non-Instructional/Business
Operations

SUBJECT: INVENTORIES

The Superintendent or his/her designee shall be responsible for maintaining a continuous and
accurate inventory of equipment owned by the District in accordance with "The Uniform System of
Accounts for School Districts."

All supplies and equipment purchased and received by the School District shall be checked,
logged, and stored through an established procedure.

Uniform System of Accounts for School
Districts (Fiscal Section)

Adopted: 7/2/03
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SUBJECT: ACCOUNTING OF FIXED ASSETS

The School Business Official shall be responsible for accounting for general fixed assets
according to the procedures outlined by the Uniform System of Accounts for School Districts and
GASB Statement 34 Regulations. These accounts will serve to:

a) Maintain a physical inventory of assets;
b) Establish accountability;
¢) Determine replacement costs; and
d) Provide appropriate insurance coverage.
All fixed assets carrying a minimum value established by the Board that have a useful life of one
year or more and physical characteristics which are not appreciably affected by use or consumption

shall be inventoried and recorded on an annual basis. Fixed assets shall include land, buildings,
equipment and materials,

The Board shall establish a dollar threshold as a basis for considering which fixed assets are to
be depreciated. Such threshold shall ensure that at least eighty percent (80%) of the value of all assets
is reported. However, it is recommended that such threshold shall not be greater than five thousand
dollars ($5,000). A standardized depreciation method and averaging convention shall also be
established for depreciation calculations.

Fixed assets acquired having a value equal to or greater than the established threshold are
considered depreciable assets and shall be inventoried for the purposes of GASB 34 accounting
practices and placed on a depreciation schedule according to its asset class and estimated useful life as
stipulated by the New York State Comptroller’s Office or the Internal Revenue Service (IRS).

Assets shall be recorded at initial cost or, if not available, at estimated initial cost; gifts of fixed
assets shall be recorded at estimated fair value at the time of the gift. A property record will be
maintained for each asset and will contain, where possible, the following information:

a) Date of acquisition;

b) Description;

¢) Costor value;

d) Location,

(Cootinued
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SUBJECT: ACCOUNTING OF FIXED ASSETS (Con’t)

e) Responsible official;

f)  Estimated useful life;

g) Date and method of disposition.

The School Business Official shall arrange for the annual inventory and appraisal of School

District property, equipment and material. Any discrepancies between an inventory and the District's
property records on file should be traced and explained.

Adopted: 7/2/03
Revised: 12/20/26
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE

Operation and Maintenance

The Superintendent is charged with the responsibility for administering plant operations in the
most efficient and economical manner possible, while placing high priority on health and safety of
students and conservation of natural resources.

The Board, through the Superintendent and his/her staff, has the responsibility of protecting the
District investment in plant and facilities through a systematic maintenance program.

It is expected that the program shall include periodic preventive maintenance activities, long-
range maintenance schedules and emergency repair procedures. It is further expected that all
maintenance work will be carried out in a manner that will cause the least interference with the
educational program.

Construction and Remodeling of School Facilities

Plans and specifications for the erection, enlargement, repair or remodeling of facilities of the
School District shall be submitted to the Commissioner when the contemplated construction costs of
such work are $10,000 or more, and for all projects affecting the health and safety of students.

Plans and specifications submitted to the Commissioner shall bear the signature and seal of an
architect or engineer licensed to practice in the State of New York. The architect or engineer who
sealed the plans and specifications shall also certify that the plans and specifications conform to the
standards set forth in the State Uniform Fire Prevention and Building Code (9 NYCRR Parts 600
through 1250) and the State Energy Conservation Construction Code (9 NYCRR Parts 7810 through
7816).

For remodeling or construction projects costing $5,000 or more, the District shall assure
compliance with the requirements of the State Uniform Fire Prevention and Building Code (9 NYCRR
600 through 1250) and Part 155 of the Commissioner's Regulations, and shall retain the services of an
architect or engineer licensed to practice in New York State.

For remodeling or construction projects costing less than $5,000, the District shall assure

compliance with the requirements of the State Uniform Fire Prevention and Building Code (9 NYCRR
Parts 600 through 1250) and Part 155 of the Commissioner's Regulations.

(Continued)
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE (Cont'd.)

Inspections

The administration of the School System shall cooperate with officials conducting health, fire,
asbestos, bus, and boiler inspections. The administration shall keep the Board of Education informed
of the results of such inspections in a timely fashion.

Structural Safety Inspections

It shall be the duty of the Board of Education to ensure that each facility owned by the District
which is used for instructional purposes shall be inspected annually for structural deficiencies.

Every annual structural safety inspection shall be a visual inspection which will examine the
structural elements of each building, and may also include inspection of building systems such as

heating, plumbing and electrical systems.

If a visual inspection results in a determination that a building may have a structural deficiency,
then the building shall be inspected by a licensed architect or a licensed professional engineer.

The annual structural safety inspection shall be made prior to June thirtieth of every school year,
and reports of the inspections shall be made available to the public.

Adopted: 7/2/03

Fire Inspection: 8 New York Code of Rules

and Regulations (NYCRR) Section 155.4
Education Law Section 807-a

Health Inspection: Education Law Section 906
Asbestos Inspection: Education Law, Article 9-A
40 Code of Federal Regulations (CFR)

Part 763, Subpart E

Plans and Specifications: Education

Law Sections 408, 408-a and 409

8 New York Code of Rules and Regulations (NYCRR)
Sections 155.1 and 155.2

Structural Safety Inspections:

Education Law Sections 409-d and 3602(6)(d)
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY

EMPLOYEES

The Board of Education recognizes the need to protect human health and the environment from
damage resulting from the improper handling of hazardous wastes.

The management of hazardous waste from its point of generation to the ultimate disposal is
regulated through specific Federal and State laws.

The Board directs the Superintendent to adopt rules to insure District implementation of
applicable Federal and State laws pertaining to the identification, transportation, treatment, storage,

and disposal of hazardous wastes.

Adopted: 7/2/03

Environmental Protection Agency

40 Code of Federal Regulations (CFR) 261 and 262
6 New York Code of Rules and Regulations
(NYCRR) Part 371
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SUBJECT: COMPREHENSIVE PUBLIC SCHOOL BUILDING SAFETY PROGRAM
(RESCUE)

To ensure that all school facilities are properly maintained and preserved and provide suitable
educational settings, the Board of Education requires that all occupied school facilities which are
owned, operated or leased by the District comply with the provisions of the Comprehensive Public
School Safety Program and the Uniform Code of Public School Building Inspections, Safety Rating
and Monitoring as prescribed in Commissioner's Regulations. For this reason, the School District shall
develop a Comprehensive Public School Building Safety Program in accordance with Commissioner's
Regulations.

The program shall be reevaluated and made current at least annually, and shall include the
following:

a) A five (5) year capital facilities plan which will include a priority listing of current and
proposed construction and renovation projects and major repairs and replacement of
building systems and their costs.

b) A District-wide building inventory, which will include information pertaining to each
building including, but not limited to:

1.  Type of building, age of building, size of building;
2. Rated capacity, current enrollment;

3.  List of energy sources and major systems (lighting, plumbing, electrical, heating);
and

4.  Summary of triennial Asbestos Inspection reports.

¢) An annual visual inspection of each occupied building and assignment of a safety rating
score. The inspection committee must include a state certified code enforcement official,
the District's facility director or designee, and a member of the District's Health and Safety
Committee.

d) A building condition survey shall be conducted for all occupied school buildings once
every five (5) years by a team that includes at least one (1) licensed architect or engineer.

e) A District-wide monitoring system which includes:

1.  Establishing a Health and Safety Committee;

(Continued)
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SUBJECT: COMPREHENSIVE PUBLIC SCHOOL BUILDING SAFETY PROGRAM
(RESCUE) (Cont'd.)

2.  Development of detailed plans and a review process of all inspections;

3.  Procedures for a response in writing to all inquiries about building health and safety
concerns, a copy of which will be sent to the District's Health and Safety Committee
for oversight, and a copy kept on permanent file.

f)  Procedures to ensure the safety of the building occupants while a construction/renovation
project is taking place. These procedures will include:

1. Notification to parents, staff and the community at least two (2) months in advance of
a construction project of $10,000 or more to be conducted in a school building while
the building is occupied; provided, however, that in the case of emergency
construction projects, such notice shall be provided as far in advance of the start of
construction as is practicable;

2. A plan to ensure that all contractors comply with all health and safety issues and
regulations, and wear photo ID badges;

3.  An opportunity for the District's Health and Safety Committee to conduct a walk-
through inspection of newly renovated or constructed areas to confirm that the area is
ready to be reopened for use; and

4.  An emergency plan which will address potential concerns with the capital project
including, but not limited to, evacuation procedures, fire drills, and structural failures.

School Facility Report Cards

Commencing January 1, 2003 and each year thereafter, the School District shall prepare a School
Facility Report Card for each occupied school building.

The School Facility Report Card for each building shall be reviewed annually by the Board of
Education. The Board shall report in a public meeting on the status of each item set forth in
Commissioner's Regulations for each facility located in the District.

Education Law Sections 409-d, 409-e, 3602, and
3641(4)

8 New York Code of Rules and Regulations (NYCRR)
Sections 155.1, 155.3, 155.4, and 155.6

Adopted: 7/2/03
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SUBJECT: SITE ACQUISITION

The Superintendent, working with administrative staff and such other outside consultants as
he/she may deem necessary, shall continuously monitor the availability of potential school sites within
the District. Sites shall be large enough to support all anticipated needs including outdoor educational
programs and related activities. In determining the suitability of a site, reasonable consideration will
be given to its educational adaptability, the environment, accessibility, soil conditions and the initial
and ultimate development costs.

Sites for the erection or enlargement of an educational facility shall comply with the
requirements of, and be approved by the Commissioner, pursuant to Section 408(3) of the Education
Law.

The Board will involve the School District Attorney in all stages leading to the acquisition of a
school site.

Commissioner's Regulations Section 155
Education Law Sections 401, 402, 408, 416, 1709(6),
1910 and 1915

Adopted: 7/2/03
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SUBJECT: CLOSING OF FACILITIES

The Board of Education may find it necessary to consider closure and/or change of use of any
school facility. At such time, the Board will seek professional advice and provide opportunities for
citizen and staff involvement.

The Board of Education shall appoint an advisory committee consisting of Board members,
administrative staff, community representatives, an architect(s) and/or other professionals qualified to
evaluate facilities. The committee will provide an analysis as to the effect of the proposed school
closure and will receive public comment on any issues relating to such closure.

The committee's summary shall be provided to the Board of Education and available for
public review prior to the presentation of such report at a regular Board meeting.

After all essential information has been obtained and evaluated by the Board, the Board will
retain the final decision regarding the school closure.

Education Law Sections 1709 and 1805

Adopted: 7/2/03
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USAGE

The Board of Education is committed to maintaining the integrity of school buildings and
grounds while protecting the health and safety of students and staff and maintaiming a productive
learning environment.

Structural and landscape pests can pose significant problems for people and property.
Weeds and infestations can destroy playing fields and playgrounds and more importantly, cause
severe allergic reactions. Pesticides can pose risks to people, property, and the environment. It is
therefore the policy of the School District to incorporate Integrated Pest Management (IPM)
procedures for control of weeds, structural and landscape pests. The objective of this program is
to provide necessary pest control while using the least toxic approach to all pests, weeds and
infestations.

Pest/Pesticide Management Plan

The District will manage weeds and pests to:

a) Reduce any potential human health hazard or threat to public safety.

b) Prevent loss or damage to school structures or property.

c) Prevent pests from spreading into the community, or to plant and animal populations
beyond the site.

d) Enhance the quality of life for students, staff, and others.
Integrated Pest Management (IPM) Coordinator

An IPM Coordinator will be appointed by the Superintendent of schools. The Coordinator
will be responsible for implementing the IPM policy and plan. The coordinator's responsibilities
will include the following:

a) Recording all pest sightings by school staff and students.

b) Recording all pesticide use and utilizing the least toxic approach.

c) Meeting with the local Pest Control Officer (PCO) to share information on what pest
problems are present in the school.

d)  Assuring that all of the PCO's recommendations on maintenance and sanitation are
carried out where feasible.

(Continued)
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USAGE (Cont'd.)

e) Assuring that any pesticide use is done when school is not in session or when the
area can be completely secured against access by school staff and students for a
minimum of seventy-two (72) hours.

f)  Evaluating the school's progress in the IPM plan.

g) Notifying parents, staff and neighbors of any applications of pesticides forty-eight (48)
hours before they occur. The IPM Coordinator will serve as the District's Pesticide
Representative.

Pesticide Use on Common Areas

Pesticides will not be used on playgrounds, turf, athletic or playing fields. In these common
areas where children gather and play, pesticide alternatives will be used whenever possible and
effective. An exception may be made for emergency applications of pesticide only when approved
in advance by the local Health Department, Department of Environmental Conservation or the
School Board. Some types of pesticides and alternatives, those deemed safe in federal regulation,
may be allowable on playing fields and playgrounds in certain circumstances. The District will
develop regulations governing the use of pesticides and their alternatives on school grounds.

Notification

The District's IPM Coordinator or designated Pesticide Representative will give prior written
notice of all pesticide applications to anyone who has asked to receive such notice. The District
will also annually notify parents, students and staff of periodic pesticide applications. The District
will maintain a list of those people who wish to receive forty-eight (48) hour notice before
pesticide applications and will ensure that a system is developed to deliver such notice in a timely
fashion to all affected. The notification system may be by mail or email, and will ensure that a
back-up method is available to notify those for whom the regular system is unworkable. The name
and contact information for the District Pesticide Representative will be made available to all
requesting it.

Recordkeeping

Records of pesticide use will be maintained on site for two (2) years. Records will be
completed on the day of pesticide use. In addition, pest surveillance records will be maintained to
help verify the need for pesticide treatments.

Education Law Sections 409-k, 409-h

Environmental Conservation Law Section 33-0303

40 Code of Federal Regulations (CFR) Part 152.25

7 United States Code Section 136(mm), 136q(h)(2) (FIFRA)

Adopted: 1/27/11
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SUBJECT: SMOKING/TOBACCO USE
School Grounds

Tobacco use shall not be permitted and no person shall use tobacco on school grounds or within
one hundred (100) feet of the entrances, exits, or outdoor areas of any public or private elementary or
secondary schools. However, this shall not apply to smoking in a residence, or within the real property
boundary lines of such residential real property. For purposes of this policy, "school grounds" means
any building, structure, and surrounding outdoor grounds, including entrances or exits, contained within
the District's preschool, nursery school, elementary or secondary school's legally defined property
boundaries as registered in the County Clerk's Office; as well as all District vehicles, including vehicles
used to transport children or school personnel.

For purposes of this policy, tobacco is defined to include any lighted or unlighted cigarette, cigar,
cigarillo, pipe, bidi, clove cigarette, spit/spitless tobacco and any other smoking or tobacco product,
(smokeless, dip, chew, snus and/or snuff) in any form.

The use of e-cigarettes and any other products containing nicotine, except for current FDA-
approved smoking cessation products, are also prohibited.

Off-School Grounds

Tobacco use is prohibited by students at any school-sponsored event or activity off school
grounds.

Posting/Notification of Policy

In compliance with the New York State Clean Indoor Air Act, the District will prominently post its
Smoking/Tobacco Use policy and signs prohibiting all forms of tobacco products in District buildings
and other appropriate locations; and will supply a copy upon request to any current or prospective
employee. The District will also designate a school official to tell individuals who smoke in a non-
smoking area that they are in violation of the New York State Public Health Law, Education Law, the
federal Pro-Children Act of 1994 and District policy.

The District shall also ensure that this policy is communicated to staff, students, parents/guardians,
volunteers, and visitors as deemed appropriate in order to orient all persons to the District's "No
Smoking" Policy and environment. -

Prohibition of Tobacco Promotional Items/Tobacco Advertising

Tobacco promotional items (e.g., brand names, logos and other identifiers) are prohibited:

1) On school grounds;

(Continued)
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SUBJECT: SMOKING/TOBACCO USE (Cont'd.)

b)
©)
d)
€)

In school vehicles;

At school-sponsored events, including those that take place off school premises and in
another state;

In school publications;

On clothing, shoes, accessories, gear, and school supplies in accordance with the District
Code of Conduct and applicable collective bargaining agreements.

This prohibition of tobacco promotional items shall be implemented in accordance with the Code
of Conduct and applicable collective bargaining agreements.

In addition, tobacco advertising is also prohibited in all school-sponsored publications and at all
school sponsored events. The District will request, whenever possible, tobacco free editions of
periodical publications for school libraries and classroom use.

Safe and Drug-Free Schools and Communities Act, 20 USC Section 7101 et seq.

Pro-Children Act of 2001, as amended by the No Child Left Behind Act of 2001, 20 USC
Sections 7181-7184

Education Law Sections 409, 2801(1) and 3020-a

Public Health Law Article 13-E

NOTE:

Refer also to Policies #3280 -- Use of School Facilities. Materials and Equipment
#3410 -- Code of Conduct on School Propertv
#7320 -- Alcohol, Tobacco. Drugs. and Other Substances (Students)
#8211 -- Prevention Instruction
District Code of Conduct on School Property

Adopted: 7/02/03
“evised: 3/28/07
. ‘sed: 4/25/13
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SUBJECT: ENERGY/WATER CONSERVATION AND RECYCLING OF SOLID WASTE

The Board of Education recognizes the importance of energy and water conservation and is
committed to the analysis, development, and initiation of conservation measures throughout the
District for the purpose of reducing energy consumption.

Recycling

The Superintendent will develop a program for the source separation and segregation of
recyclable or reusable materials in the District. This District-wide recycling plan shall include:

a) A conservation education program to teach students about their social responsibility for
preserving our resources, and involvement of all students and personnel in a
comprehensive effort to reduce, reuse and recycle waste materials;

b) A concerted effort to purchase recycled items and biodegradable rather than non-
biodegradable products;

¢) Separation of waste into appropriate categories for the purpose of recycling;

d) A cooperative effort with community recycling programs.

General Municipal Law Section 120-aa

Adopted: 7/2/03



SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING

It is the District's goal to provide students with access to nutritious no- or low-cost meals each
school day and to ensure that a student whose parent/guardian has unpaid meal charges is not shamed
or treated differently than a student whose parent/guardian does not have unpaid meal charges.

Unpaid meal charges place a large financial burden on the District. The purpose of this policy is
to ensure compliance with federal requirements for the USDA Child Nutrition Program and to provide
oversight and accountability for the collection of outstanding student meal balances to ensure that the
student is not stigmatized, distressed, or embarrassed.

The intent of this policy is to establish procedures to address unpaid meal charges throughout the
District in a way that does not stigmatize, distress, or embarrass students. The provisions of this policy
pertain to regular priced reimbursable school breakfast, lunch and snack meals only. Charging of items
outside of the reimbursable meals (a la carte items, adult meals, etc.) is expressly prohibited.

The district will not
Access to Meals

a) Free meal benefit eligible students will be allowed to receive a free breakfast and lunch meal of
their choice each day. A la carte items or other similar items must be paid/prepaid.

b) Reduced meal benefit eligible students will be allowed to receive a breakfast of their choice for
$.25 and lunch of their choice for $.25 each day. The charge meals offered to students will be
reimbursable meals available to all students, unless the student's parent or guardian has
specifically provided written permission to the District to withhold a meal. A la carte items or
other similar items must be paid/prepaid.

c) Full pay students will pay for meals at the District's published paid meal rate each day. The
charge meals offered to students will be reimbursable meals available to all students, unless the
student's parent or guardian has specifically provided written permission to the District to
withhold a meal. A la carte items or other similar items must be paid/prepaid.

Ongoing Staff Training

a)  Staff will be trained annually and throughout the year as needed on the procedures for managing
meal charges using the State Education Department (SED) Webinar or the District's training
program.

b) Staff training will include ongoing eligibility certification for free or reduced price meals.

c) Staff will receive annual training on allowable communication methods for student balances

d) Staff will receive training on how to communicate to parent about unpaid charges.

(Continued)



SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING
(Cont'd.)

Parent Notification

Parents/guardians will be notified that a student's meal card or account balance is exhausted and

has accrued unpaid meal charges within seven (7) days of the charge and then every week thereafter.

Parent Outreach

a)

Staff will communicate with parents/guardians with five or more unpaid meal charges to
determine eligibility for free or reduced price meals.

b) Staff will make two documented attempts to reach out to parents/guardians to complete a meal
application in addition to the application and instructions provided in the school enroliment
packet. Most often the communication will be in writing to the parent’s home address on record.

¢) Staff will contact the parent/guardian to offer assistance with completion of meal application to
determine if there are other issues within the household causing the student to have insufficient
funds, offering any other assistance that is appropriate.

Minimizing Student Distress

a) Staff will not publicly identify or stigmatize any student in line for a meal or discuss any
outstanding meal debt in the presence of any other students.

b) Students with unpaid meal charges will not be required to wear a wristband or handstamp, or to
do chores or other work to pay for meals.

¢) Staff will not throw away a meal after it has been served because of the student's inability to pay
for the meal or because of previous unpaid meal charges.

d) Staff will not take any action directed at a student to collect unpaid meal charges.

€)  Staff will deal directly with parents/guardians regarding unpaid meal charges.

Ongoing Eligibility Certification

a)  Staff will conduct direct certification through the New York Student Identification System
(NYSSIS) or using SED Roster Upload at least monthly to maximize free eligibility.

b) Staff will provide parents/guardians with free and reduced price application and instructions at

the beginning of each school year in the school enrollment packet.

(Continued)



SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING
(Cont'd.)

c) If the District uses an electronic meal application, it will provide an explanation of the process in
the school enrollment packet and instructions on how to request a paper application at no cost.

d) The District will provide at least two additional free and reduced price applications throughout
the school year to families identified as owing meal charges.

e¢) The District will use its administrative prerogative to complete an application on a student's
behalf judiciously, and only after using exhaustive efforts to obtain a completed application from
the student's parent/guardian. The District will complete the application using only available
information on family size and income that falls within approvable guidelines.

f)  The District will coordinate with the foster, homeless, migrant, and runaway coordinators at least
monthly to certify eligible students.

g) The District will make all efforts to determine if students are directly certified, including
incoming kindergarteners, new students, and students identified as having direct certification
from the previous year.

Prepaid Accounts

Students/Parents/Guardians may pay for meals in advance via www.myschoolbucks.com or with
a check payable to CUFSD cafeteria fund. Further details are available on the District's webpage at
www.chesterufsd.org. Funds should be maintained in accounts to minimize the possibility that a
student may be without meal money on any given day. Any remaining funds for a particular student
will be carried over to the next school year.

To obtain a refund for a withdrawn or graduating student, a written or e-mailed request for a
refund of any money remaining in the student's account must be submitted. Students who are
graduating at the end of the year will be given the option to transfer any remaining money to a
sibling's account through a written request.

Unclaimed funds must be requested within one school year. Unclaimed funds will then become
the property of the District Food Service Program.

Adoption Date: 11/14/18
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SUBJECT: RECORDS MANAGEMENT

A records management officer shall be designated by the Superintendent, subject to the approval
of the Board of Education. Such records management officer shall coordinate the development of and
oversee a program for the orderly and efficient management of records, including the legal disposition
or destruction of obsolete records, and be given the authority and responsibility to work with other
local officials at all levels in the development and maintenance of the records management program.

In addition, a Records Advisory Board may be created to assist in establishing and supporting
the records management program. The District's legal counsel, the fiscal officer, and the
Superintendent/designee may comprise the Advisory Board.

Appropriate regulations and procedures shall be developed.
Retention and Dispesition of Records

The Superintendent shall retain records for such a period and dispose of them in the manner
described in Records Retention and Disposition Schedule ED-1, established pursuant to Part 185, Title
VIII of the Official Compilation of Codes, Rules and Regulations of the State of New York and
Atrticle 57-A of the Arts and Cultural Affairs Law.

8 New York Code of Rules and Regulations
(NYCRR) Section 185

Public Officers Law Section 65-b

Local Government Records Act of 1987

Adopted: 7/2/03
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION

The School District values the protection of private information of individuals in accordance with
applicable laws and regulations. Further, the District is required to notify affected individuals when there
has been or is reasonably believed to have been a compromise of the individual's private information in
compliance with the Information Security Breach and Notification Act and Board policy.

a)  "Private information" shall mean **personal information in combination with any one or more of
the following data elements, when either the personal information or the data element is not
encrypted or encrypted with an encryption key that has also been acquired:

1. Social security number;
2. Driver's license number or non-driver identification card number; or
3. Account number, credit or debit card number, in combination with any required security

code, access code, or password which would permit access to an individual's financial
account.

"Private information" does not include publicly available information that is lawfully made
available to the general public from federal, state or local government records.

**"Personal information" shall mean any information concerning a person which, because of
name, number, symbol, mark or other identifier, can be used to identify that person.

b)  "Breach of the security of the system," shall mean unauthorized acquisition or acquisition without
valid authorization of computerized data which compromises the security, confidentiality, or
integrity of personal information maintained by the District. Good faith acquisition of personal
information by an employee or agent of the District for the purposes of the District is not a breach
of the security of the system, provided that private information is not used or subject to
unauthorized disclosure.

Determining if a Breach Has Occurred
In determining whether information has been acquired, or is reasonably believed to have been
acquired, by an unauthorized person or person without valid authorization, the District may consider the

following factors, among others: -

a)  Indications that the information is in the physical possession and control of an unauthorized
person, such as a lost or stolen computer or other device containing information; or

b)  Indications that the information has been downloaded or copied; or

(Continued)
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION (Cont'd.)

c) Indications that the information was used by an unauthorized person, such as fraudulent
accounts opened or instances of identity theft reported; or

d) System failures.
Notification Requirements

a) For any computerized data owned or licensed by the School District that includes private
information, the District shall disclose any breach of the security of the system following discovery
or notification of the breach to any New York State resident whose private information was, or is
teasonably believed to have been, acquired by a person without valid authorization. The disclosure
to affected individuals shall be made in the most expedient time possible and without unreasonable
delay, consistent with the legitimate needs of law enforcement, or any measures necessary to
determine the scope of the breach and restore the reasonable integrity of the data system. The
District shall consult with the State Office of Cyber Security and Critical Infrastructure
Coordination (CSCIC) to determine the scope of the breach and restoration measures.

b)  For any computerized data maintained by the District that includes private information which the
District does not own, the District shall notify the owner or licensee of the information of any
breach of the security of the system immediately following discovery, if the private information
was, or s reasonably believed to have been, acquired by a person without valid authorization.

The notification requirement may be delayed if a law enforcement agency determines that such
notification impedes a criminal investigation. The required notification shall be made after the law
enforcement agency determines that such notification does not compromise the investigation.

Methods of Notification

The required notice shall be directly provided to the affected persons by one of the following
methods:

a)  Written notice;

b)  Electronic notice, provided that the person to whom notice is required has expressly
consented to receiving the notice in electronic form; and a log of each such notification is
kept by the District when notifying affected persons in electronic form. However, in no case
shall the District require a person to consent to accepting such notice in electronic form as a
condition of establishing any business relationship or engaging in any transaction;

(Continued)
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION (Cont'd.)

c)  Telephone notification, provided that a log of each such notification is kept by the District
when notifying affected persons by phone; or

d)  Substitute notice, if the District demonstrates to the State Attorney General that the cost of
providing notice would exceed $250,000, or that the affected class of subject persons to be
notified exceeds 500,000, or that the District does not have sufficient contact information.
Substitute notice shall consist of all of the following:

1. Email notice when the District has an email address for the subject persons;

2. Conspicuous posting of the notice on the District's website page, if the District
maintains one; and

3. Notification to major statewide media.

Regardless of the method by which notice is provided, the notice shall include contact information
for the notifying District and a description of the categories of information that were, or are reasonably
believed to have been, acquired by a person without valid authorization, including specification of which
of the elements of personal information and private information were, or are reasonably believed to have
been, so acquired.

In the event that any New York State residents are to be notified, the District shall notify the New
York State Attorney General (AG), the New York State Department of Consumer Protection Board
(CPB), and the New York State Office of Cyber Security (OCS) as to the timing, content and
distribution of the notices and approximate number of affected persons.

In the event that more than five thousand (5,000) New York State residents are to be notified at
one time, the District shall also notify consumer reporting agencies, as defined pursuant to State
Technology Law Section 208, as to the timing, content and distribution of the notices and approximate
number of affected persons. Such notice shall be made without delaying notice to affected New York
State residents. A list of consumer reporting agencies shall be compiled by the State Attorney General
and furnished upon request to school districts required to make a notification in accordance with State
Technology Law Section 208(2), regarding notification of breach of security of the system for any
computerized data owned or licensed by the District that includes private information.

State Technology Law Sections 202 and 208

Adopted: 12/20/07
Revised: 4/25/13
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SUBJECT: EMPLOYEE PERSONAL IDENTIFYING INFORMATION

In accordance with Section 203-d of the New York State Labor Law, the District shall restrict the
use and access to employee personal identifying information. As enumerated in law, "personal
identifying information" shall include social security number, home address or telephone number,
personal electronic mail address, Internet identification name or password, parent's surname prior to
marriage, or driver's license number.

The District shall not unless otherwise required by law:

a) Publicly post or display an employee's social security number;

b)  Visibly print a social security number on any identification badge or card, including any
time card;

c) Place a social security number in files with unrestricted access; or
d) Communicate an employee's personal identifying information to the general public.

A social security number shall not be used as an identification number for purposes of any
occupational licensing.

District staff shall have access to this policy, informing them of their rights and responsibilities
in accordance with Labor Law Section 203-d. District procedures for safeguarding employee "personal
identifying information" shall be evaluated; and employees who have access to such information as
part of their job responsibilities shall be advised as to the restrictions on release of such information in
accordance with law.

Labor Law Section 203-d

Adopted: 3/26/09
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SUBJECT: SAFETY AND SECURITY

The Board of Education of the Chester Union Free School District hereby declares that it is the
policy of this School District to provide a safe and secure environment to all those persons, students,
staff and visitors, who lawfully enter upon District property or who travel in District vehicles for the
purposes of the District.

It shall be the responsibility of the Superintendent to establish and carry out written regulations
that will:

a) Identify those staff members who will be responsible for the effective administration of the
regulations;

b) Provide staff time and other necessary resources for the effective administration of the
regulations;

c) Establish periodic written review of the activities of the staff to insure compliance with
applicable laws and regulations;

d) Provide an on-going mechanism for the effective review of safety and security concerns of
the staff, students and affected public;

e) Provide for reports to the Board of Education regarding the significant aspects of safety and
security of the District.

Labor Law Section 27-a
Student Safety
All staff who are made aware of physical and/or verbal threats to students must immediately
report these threats against students to the next level of supervisory authority for prompt action. The
immediate supervisor must then inform the Superintendent/designee, including any action taken, after
learning of such threats to students.
The District shall disseminate this policy to all employees in order to ensure staff awareness.

Hazard Communication Standard

All personnel shall be provided with applicable training to comply with the New York State
"Right-to-Know" Law and the Hazard Communication Standard.

(Continued)
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SUBJECT: SAFETY AND SECURITY (Cont'd.)

The Superintendent/designee shall maintain a current record of the social security numbers of
every employee who handles toxic substances.

Rules and regulations will be developed to insure District implementation of this policy which
shall include awareness information, employee training and record keeping.

New York State Labor Law Section 27-a

12 New York Code of Rules and Regulations
(NYCRR) Part 820 Article 28

Occupational Safety and Health Administration
(OSHA)

29 Code of Federal Regulations (CFR) 1910.1200

Adopted: 7/2/03
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SUBJECT: EMERGENCY MANAGEMENT PLAN

To be prepared for an emergency or crisis in the District and to insure a prompt, thoughtful
response, the Superintendent will prepare guidelines for the development of a District Emergency
Management Plan. The plan shall make provision for:

a)
b)
c)
d)
e)
f)

Shelter,

Evacuation,

Early dismissal,

Annual written notification to students and staff,
An annual drill, and

Coordination with local emergency preparedness coordinators.

An Emergency Planning Committee may be established to supervise the plan, and an Emergency
Management Plan Coordinator may be appointed with responsibility for overall coordination and
decision-making should an emergency occur.

The Board of Education may create and sustain a control center in anticipation of an emergency.
Further, a survey shall indicate the location of potential emergency sites on School District property as
well as within the community itself.

8 New York Code of Rules and Regulations
(NYCRR) Section 155.13

Adopted: 7/2/03
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SUBJECT: CRISIS RESPONSE

When a crisis arises no school system is immune to the negative, physical or mental effect on its
students, staff and the local community. Immediate, effective and responsible management and
communication can address the crisis and maintain a District's integrity and credibility. Therefore, the
District shall develop and maintain a unified position by:

a) Identifying a crisis response team to develop a plan and maintain a strong, ongoing
communications program in each school. This is the foundation for long range success.

b) Identifying a media spokesperson who will be briefed on all details. This spokesperson
shall be the Superintendent or his/her designee. Only this spokesperson shall talk to and
maintain a timely flow of information to the media.

The Superintendent/designee shall be responsible for informing staff of the crisis plan that is to
be developed by both administration and the crisis response team.

Adopted: 7/2/03



-
¢ POLICY

Non-Instructional / Business
Operations

SUBJECT: DISTRICT-OWNED CELLULAR PHONES

The Board of Education recognizes that certain employees will be required to carry District-
owned cellular telephones in order to meet their job responsibilities. Such phones should be
provided only when a less costly alternative (e.g., pager) is not available or is not appropriate
under the circumstances.

A list of job titles requiring District-owned cell phones shall be maintained in the Business
Office and reported to the Board each year at its annual organizational meeting in July. The
District shall establish the level of service contract for each specific employee. All such
contracts shall be secured pursuant to the District’s purchasing policy.

Employees shall make every attempt to use their District-owned cell phones for business
purposes only. This includes allowing students to use the cell phone to call their parents for
transportation home from a school-sponsored event. In the event an employee uses a District-
owned cell phone for other than business purposes, he/she shall keep such call to a reasonable
length and reimburse the District for such non-business calls within 30 days if expenses are
incurred under the service plan. Failure to follow this policy and to reimburse the District may
result in revocation of the cell phone and discipline of the employee.

Employees must take proper care of cell phones, use them lawfully and take all reasonable
precautions against damage, loss or theft. Any damage, loss or theft shall be immediately
reported to the Business Office. Employees shall be responsible to pay for any tickets issued
for unlawful use of such cell phones.

At least once each year, the Business Office shall evaluate and report to the Board on the
effectiveness of the District’s cellular telephone plan.

Adopted: 11/09/06
Revised: 1/10/07
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SUBJECT: USE OF SURVEILLANCE CAMERAS IN THE SCHOOL DISTRICT AND ON
SCHOOL BUSES

It is the Board of Education's responsibility to ensure the safety of the District's students, staff,
facilities, and property. While the Board of Education recognizes the importance of privacy, it has
authorized the use of surveillance cameras on District property including in school buildings, school
facilities, as well as on school buses, when necessary. These surveillance cameras will help to assist the
Board in maintaining the overall safety and welfare of the District's students, staff, property, and
visitors, as well as to deter theft, violence, and other criminal activities.

Further, surveillance cameras will only be placed in public or common areas, such as stairwells,
hallways, cafeterias, parking lots, or playgrounds, and not in private areas such as locker rooms,
bathrooms, or other areas in which individuals have a reasonable expectation of privacy. Audio
recordings will not be utilized by the District officials, however, this prohibition may not preclude the
use of audio recordings by law enforcement officials in accordance with their official duties or as
otherwise authorized by law.

Disciplinary Proceedings

Video recordings or footage from District surveillance cameras may be used in student or
employee disciplinary proceedings, as appropriate.

Signage/Notification

The District will place signage at entrances to the school campus or at major entrances into school
buildings notifying students, staff, as well as any visitors of the District's use of surveillance cameras.
Students and staff will also receive additional notification, as deemed appropriate by the Superintendent,
regarding the use of its surveillance cameras through means such as publication in the District calendar,
employee handbook, and/or the student handbook.

Maintenance of Video Recordings

Any video surveillance recording in the schools, on school buses, or on school property, on tape,
CD, or digitally, will be the sole property of the District and stored in its original form and in a secure
location to avoid tampering and also to ensure its confidentiality in accordance with relevant law and
regulations.

In addition, to the extent that any video images create student or personnel records, the District

will comply with all applicable state and federal laws related to record retention, record maintenance,
and record disclosure, including the Family Educational Rights and Privacy Act ("FERPA").

Adoption Date: May 18, 2016
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SUBJECT: SCHOOL BUILDING ACCESS CONTROL

Schools cannot always control the crises/safety issues that may impact them. However, through
the development and implementation of school safety plans, the District Code of Conduct, and various
policies that address school security issues, the District is continually taking steps to improve the
safety and culture of the school community.

All school safety plans shall be implemented, reviewed and/or revised as necessary in
accordance with applicable law and Commissioner's Regulations. Appropriate school safety training
for staff and students, the conduct of drills and other exercises to test components of the emergency
response plan, as well as procedures for review, will be provided as mandated by law and regulation.

Additionally, school officials will encourage all staff and students to be more aware of their
school surroundings by conducting awareness training relating to the school environment that includes
awareness of signs of terrorism. Any suspicious activity is to be reported to the building
principal/designee who will contact law enforcement authorities. Such suspicious activity may
include, but is not limited to, unexplained presence of unauthorized persons in places where they
should not be; discreet use of still cameras or video recorders; note-taking or the use of binoculars or
maps near school locations; observation of security reaction drills or procedures; mobile surveillance
from unauthorized vehicles on or around school grounds; the parking of a suspicious vehicle in the
school's parking lot or in proximity to the school building, particularly for an extended period of time;
and the discovery of an unattended package or object inside or around the premises of the school.

Visitors shall be directed to the Main Office for specific instructions regarding that building's
procedures for visitors to the school.

Possession and Use of Cell Phones/Camera Phones

The Board recognizes that while carrying cell phones can be a safety measure for staff and
students alike, problems arise when the inappropriate use of cell phones and/or camera phones
interfere with the school's ability to maintain control in the school environment, giving rise to security
as well as educational concerns. For example, the use of camera phones poses a danger to school
security; risks educational integrity, particularly during testing/examinations; and creates the potential
for violations of privacy. The use of camera phones by visitors to the schools can also present a
potential security concern.

Inappropriate or unauthorized use of cell phones can undermine (if not render inoperable due to
system overload) the communication system in place per the school safety plans, impede evacuation
plans if parents or other individuals are summoned to the school by non-designated persons, and
potentially restrict the access of community emergency service providers to the site.

(Continued)
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SUBJECT: SCHOOL BUILDING ACCESS CONTROL (Cont'd.)

Therefore, the use and/or restriction of cell phones/camera phones shall be reviewed by
designated personnel, including those individuals who are members of the school safety team(s) and
team members involved in the annual review of the District Code of Conduct. As deemed necessary,
school safety plans and the District Code of Conduct shall be modified to address the use of and/or
restriction of cell phones/camera phones during designated times or events, particularly by students
and visitors to the schools.

Policy Implementation

The Board directs that administration implement and review on a periodic basis building access
control procedures, and provide IDs for staff, students and visitors as appropriate. Parents and
students shall be informed of the school's access procedures; and visitors shall be required to follow
the specific visitor procedures prescribed by that particular building.

This policy is intended to highlight our commitment to and planning for heightened security

access to our schools. The policy shall be considered an adjunct to, not a replacement of, our school
safety plans and the District Code of Conduct.

Adopted: 12/20/07
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SUBJECT: CARDIAC AUTOMATED EXTERNAL DEFIBRILLATORS (AEDs) IN PUBLIC
SCHOOL FACILITIES

The Chester Union Free School District shall provide and maintain on-site in each instructional
school facility functional cardiac automated external defibrillator (AED) equipment as defined in
Public Health Law Section 3000-b for use during emergencies. Each such facility shall have sufficient
automated external defibrillator equipment available to ensure ready and appropriate access for use
during emergencies in quantities and types as deemed by the Commissioner of Education, in
consultation with the Commissioner of Health. Determination of the quantity and placement of AEDs
must be made with consideration of at least the factors enumerated in Commissioner's Regulations.
An instructional school facility means a building or other facility maintained by the School District
where instruction is provided to students pursuant to its curriculum.

Whenever an instructional School District facility is used for a school-sponsored or school-
approved curricular or extracurricular event or activity and whenever a school-sponsored athletic
contest is held at any location, the public school officials and administrators responsible for such
school facility or athletic contest shall ensure that AED equipment is provided on-site and that there is
present during such event, activity or contest at least one staff person who is trained in accordance
with Public Health Law in the operation and use of an AED. School-sponsored or school-approved
curricular or extracurricular events or activities mean events or activities of the School District that
are, respectively, associated with its instructional curriculum or otherwise offered to its students. A
school-sponsored athletic contest means an extra class intramural athletic activity of instruction,
practice and competition for students in grades 4 through 12 consistent with Commissioner's
Regulations Section 135.4.

Where a school-sponsored competitive athletic event is held at a site other than a School District
facility, School District officials shall assure that AED equipment is provided on-site by the
sponsoring or host district and that at least one staff person who is trained, in accordance with Public
Health Law, in the operation and use of the AED is present during such athletic event. A school-
sponsored competitive athletic event means an extra class interscholastic athletic activity of
instruction, practice and competition for students in grades 7 through 12 consistent with
Commissioner's Regulations Section 135.4.

School District facilities and District staff responsible for carrying out the duties enumerated in
Education Law Section 917 are deemed a "public access defibrillation provider" as defined pursuant to
Public Health Law Section 3000-b and subject to the Public Health Law requirements and limitations.

Therefore, it is the policy of our School District to provide proper training requirements for
District AED users, to ensure the immediate calling of 911 and/or the community equivalent
ambulance dispatch entity whenever the AED is used, to ensure ready identification of the location of
the AED units as enumerated in the District's Public Access Defibrillation Collaborative Agreement.

(Continued)
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SUBJECT: CARDIAC AUTOMATED EXTERNAL DEFIBRILLATORS (AEDs) IN PUBLIC
SCHOOL FACILITIES (Cont’d.)

The District will provide for regular maintenance and checkout procedures of the AED unit(s)
which meet or exceed manufacturer's recommendations. Appropriate documentation will be
maintained in accordance with law and/or regulation. Further, the District will participate in the
required Quality Improvement Program as determined by the Regional Emergency Medical Services
Council.

Pursuant to Public Health Law Sections 3000-a and 3000-b, the School District (as a public
access defibrillation provider), or any employee or other agent of the School District who, in
accordance with the provisions of law, voluntarily and without expectation of monetary compensation
renders emergency medical or first aid treatment using an AED to a person who is unconscious, ill or
injured, shall not be liable for damages for injury or death unless caused by gross negligence.

Education Law Section 917

Public Health Law Sections 3000-a and 3000-b
8 New York Code of Rules and Regulations
(NYCRR) Section 136.4

Adopted: 10/30/08
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SUBJECT: EXPOSURE CONTROL PROGRAM

The District shall establish an exposure control program designed to prevent and control
exposure to bloodborne pathogens. According to the New York State Department of Labor's Division
of Safety and Health and OSHA standards, the program shall consist of:

a)

b)
c)
d)
e)
f)

g
h)

Guidelines for maintaining a safe, healthy school environment to be followed by staff and
students alike.

Written standard operating procedures for blood/body fluid clean-up.
Appropriate staff education/training.

Evaluation of training objectives.

Documentation of training and any incident of exposure to blood/body fluids.

A program of medical management to prevent or reduce the risk of pathogens, specifically
hepatitis B and HIV.

Written procedures for the disposal of medical waste.

Provision of protective materials and equipment for all employees who perform job-related
tasks involving exposure or potential exposure to blood, body fluids or tissues.

The Board directs the Superintendent to appoint a Chemical Hygiene Officer who is qualified
by training or experience to provide technical guidance in the development and implementation of a
Chemical Hygiene Plan (CHP). The CHP shall set forth the necessary work practices and procedures
that are capable of protecting students and employees from potentially hazardous chemicals used in
school laboratory facilities.

The Chemical Hygiene Plan shall be reviewed annually by the Board of Education.

Occupational Safety and Health Administration (OSHA)
29 Code of Federal Regulations (CFR) 1910.10:30

Adopted: 7/2/03
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SUBJECT: COMMUNICABLE DISEASES

Regulations and procedures will be developed for dealing with communicable diseases in ways
that protect the health of both students and staff while minimizing the disruption of the education
process.

Adopted: 7/2/03
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SUBJECT: HUMAN IMMUNODEFICIENCY VIRUS (HIV) RELATED ILLNESSES

The Board of Education contends that a student shall not be denied the right to attend school or
continue his/her education nor shall an employee be denied the right to continue his/her employment
who has been diagnosed or identified as having a positive blood test for the antibodies to the Human
Immunodeficiency Virus (HIV). The Board further contends that under current law and regulations,
the disclosure of confidential HIV-related information shall be strictly limited.

Administrative regulations and procedures shall be developed and implemented . by the
administration based on recommendations from the New York State Education Department and from
consultation with appropriate professional and medical staff in the District.

The Superintendent shall also establish protocols for routine sanitary procedures for dealing with
the cleaning and handling of body fluids in school, with special emphasis placed on staff awareness.

Confidentiality: Public Health Law, Article 27-F

Adopted: 7/2/03
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SUBJECT: TRANSPORTATION PROGRAM

It is the intent of the Board of Education to comply with the letter and spirit of the New York
State Education Law; with the regulations of the Department of Motor Vehicles and of the Department
of Transportation and with the Commissioner of Education's regulations and decisions pertinent to
student transportation, and these shall govern any questions not covered by specific declaration of
policy herein.

The purposes of the transportation program are to transport students to and from school, to
transport them for extracurricular activities, to transport them on field trips, and to transport those
requiring special services.

The Board of Education recognizes and assumes the responsibility for all aspects of the
transportation of children wherein the health and safety of students are involved, for the Board of
Education has a legal obligation to safeguard the welfare of bus-riding children.

Education Law Sections 3602(7) and 3635 et seq.

Adopted: 7/2/03
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SUBJECT: RURAL TRANSPORTATION

The Board may include for bus transportation the following:
a)  Adult residents enrolled in educational programs in the District;

b)  Children under the age of five (5) years traveling between home and day care or preschool
programs;

c) Employees of the District.
Such transportation will be accessible upon Board approval of individual application, provided
space is available and any fee set by the Board (not to exceed the cost of transporting a student

enrolled in the District) is paid by the individual riding the bus. The Superintendent shall establish
rules and regulations which may include the number of person riding the school bus.

Education Law Section 1501(b)

Adopted: 7/2/03
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SUBJECT: TRANSPORTATION IN CHILD SAFETY ZONES

In accordance with Education Law, the Board of Education is authorized to adopt a resolution
providing for student transportation in child safety zones. Transportation in a child safety zone shall
be available to resident students for the particular school year designated in the resolution. Such
resolution shall continue in effect for subsequent school years until the Board adopts a resolution
providing otherwise.

Transportation in child safety zones may be provided upon the determination by the Board that a
hazardous zone exists which, in the opinion of the Board, would be reasonably alleviated by the
establishment of a child safety zone. "Child safety zone" means a designated area of the School
District, including at least one personal residence, within which children who reside at a lesser
distance from the school they legally attend than the minimum transportation limit of the District will
be provided transportation on the basis that their most direct walking route to school will traverse a
hazardous zone. Transportation in child safety zones may be provided without regard to like
circumstances, notwithstanding the provisions of Education Law Section 3635(1).

The Commissioner of Transportation has established regulations for determination of a
hazardous zone. Such regulations shall be used by the Board of Education in determining whether a
hazardous zone exists.

Designation of Child Safety Zones

Submission of Petitions/Requests

The Board of Education shall, upon written petition of a parent/person in parental relation of a
child residing in the District, or of any representative authorized by such parent/person in parental
relation, (signed by 25 qualified voters of the District or 5% of the number of voters who voted in the
previous annual election of Board members, whichever is greater) make an investigation to determine
whether a hazardous zone exists requiring the establishment of a child safety zone.

Petitions and/or additional written requests from individual parents/persons in parental relation
requesting designation of an area as a child safety zone shall be in accordance with the procedures and
time frames enumerated in Education Law Section 3635-b.

Determination by the Board as to the designation of a child safety zone shall be in accordance
with law and/or regulations.

(Continued)
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SUBJECT: TRANSPORTATION IN CHILD SAFETY ZONES (Cont’d.)

Investigation by Board of Education

The Board may directly, or by appointment of an advisory committee, make an investigation to
determine if a hazardous zone exists within the District. Such investigation shall be made pursuant to
the Regulations of the Commissioner of Transportation and shall include consultation with state or
local transportation authorities and the investigation of other, less costly, reasonable alternatives to the
creation of a child safety zone.

In accordance with the State Education Department (SED), without having been petitioned, the
Board may also conduct an investigation on its own initiative to determine whether a hazardous zone
exists requiring the designation of a child safety zone.

Determination by the Board as to the designation of a child safety zone shall be in accordance
with law and/or regulations.

Cost of Providing Transportation

The cost of providing transportation in child safety zones shall be an ordinary contingent
expense and shall be included as an item of expense for purposes of determining the transportation
quota of the District.

District Immunity from Liability

Education Law Section 3635-b does not impose a duty upon the School Board to provide
transportation services pursuant to this Section of law; nor is the Board to be held liable for failure to
provide such transportation.

A Board member, school officer or employee shall have immunity from any civil or criminal
liability that might otherwise be incurred or imposed as a result of the provisions of Section 3635,
provided that such person shall have acted in good faith. For the purpose of any proceeding, civil or
criminal, the good faith of any such person shall be presumed.

Education Law Sections 3635 and 3635-b
Transportation Law Section 14(30)

17 New York Code of Rules and
Regulations (NYCRR) Part 191

Adopted: 3/26/09
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SUBJECT: SCHEDULING AND ROUTING

Bus routes are authorized by the Board of Education and any requests for a change must be

submitted to the Superintendent or his/her designee.

Transportation services shall be provided to meet the needs of the students of the District within

specified limits and areas established by the Board of Education.

Education Law Sections 3621 and 3635

Adopted: 7/2/03
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SUBJECT: TRANSPORTATION OF STUDENTS

Requests For Transportation to and From Non-Public Schools

The parent or guardian of a parochial or private school child residing in the School District who
desires that the child be transported to a parochial or private school outside of the School District
during the next school year should submit a written request to the Board of Education no later than
April 1 of the preceding year, or within thirty (30) days of moving into the District. No late request of
a parent or guardian shall be denied where a reasonable explanation is provided for the delay.

Transportation of Students With Disabilities

Students with disabilities in the District shall be transported up to fifty (50) miles (one way) from
their home to the appropriate special service or program, unless the Commissioner certifies that no
appropriate nonresidential special service or program is available within fifty (50) miles. The
Commissioner may then establish transportation arrangements.
Transportation of Non-Resident Students

The District shall not extend its bus routes outside of the District to pick up non-resident
students.

Transportation to School Sponsored Events
If the District provides transportation for student athletes participating in interscholastic
competition and students attending District sponsored educational field trips, students will not be

authorized to use any other means of transportation. The principal shall require written application
prior to approval.

Education Law Sections 3635, 4401(4), 4404, and 4405

Adopted: 7/2/03
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SUBJECT: USE OF BUSES BY COMMUNITY GROUPS

Upon formal application to and approval by the Board of Education buses may be rented to a
municipal corporation; to any senior citizen center recognized and funded by the Office for the Aging;
to any not-for-profit organization serving those with disabilities; or, to any not-for-profit organization
which provides recreational youth services or neighborhood recreation centers. Such rentals can be
made only for times when vehicles are not needed for student transport and must be made for a
consideration acceptable to the Board.

Education Law Section 1501-b

Adopted: 7/2/03
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SUBJECT: SCHOOL BUS SAFETY PROGRAM

The safe transportation of students to and from school is of primary concern in the
administration of the school bus program. All state laws and regulations pertaining to the safe
use of school buses shall be observed by drivers, students and school personnel.

To assure the safety and security of students boarding or exiting school buses on school
property, it shall be unlawful for a driver of a vehicle to pass a stopped school bus when the red
bus signal is in operation.

Use of Cell Phones and Portable Electronic Devices Prohibited

Use of portable electronic devices by a school bus driver at times the vehicle is in operation
on the roadway poses a potential safety risk. All school bus drivers are prohibited from using
portable electronic devices while the bus is in operation and students are on the bus.

Personal cell phones are to be placed in the "off" position when in the possession of the
school bus driver while the bus is in operation. Cell phones may be used in case of emergency.

The following terms are defined as:

a)  "Portable electronic device" shall mean any mobile telephone (hand held or "hands
free"), personal digital assistant (PDA), portable device with mobile data access,
laptop computer, pager, broadband personal communication device, two-way
messaging device, electronic game, or portable computing device.

b) "Using" shall mean holding a portable electronic device while viewing, taking or
transmitting images, playing games, or composing, sending, reading, viewing,
accessing, browsing, transmitting, saving or retrieving e-mail, text messages, or other
electronic data.

¢) "In operation" shall mean that the bus engine is running, whether in motion or not.

The Transportation Supervisor, in cooperation with the Principals, has the responsibility of
developing and publishing safety rules to be followed by drivers and passengers, including rules
of student conduct. In order to ensure maximum safety to those riding school buses, it is
necessary that students and drivers cooperate in this effort. There is no substitute for training to
develop safe habits in pedestrian and vehicular traffic.

*If District owns the buses (insert these two paragraphs):
All buses and other vehicles owned and operated by the School District will have frequent

safety inspections, and will be serviced regularly. The Transportation Supervisor will maintain a
comprehensive record of all maintenance performed on each vehicle.

(Continued)




/

2012 5750
20f2

PO I_ l C Y Non-Instructional/Business

Operations

SUBJECT: SCHOOL BUS SAFETY PROGRAM (Cont'd.)

Every bus driver is required to report promptly any school bus accident involving death,
injury, or property damage. All accidents, regardless of damage involved, must be reported at
once to the Transportation Supervisor.

All buses and other vehicles owned by vendors/contract bus companies with whom the
District contracts will have frequent safety inspections and be serviced regularly. The
Transportation Supervisor will maintain a comprehensive record of all maintenance performed
on each vehicle.

Every bus driver is required to report promptly any school bus accident involving death,
injury, or property damage. All accidents, regardless of damage involved, must be reported at
once to the Transportation Supervisor by the vendors/contract bus companies.

Education Law Section 3623
Vehicle and Traffic Law Sections 509-a(7), 509-1(1-b), 1174(a) and 1174(b)
8 New York Code of Rules and Regulations (NYCRR) Section 156.3

NOTE:  Refer also to Policies #5683 -- Fire Drills. Bomb Threats and Bus Emergency Drills
#5741 -- Drug and Alcohol Testing for School Bus Drivers and
Other
Safety-Sensitive Emplovees

Adopted: 7/02/03
Revised: 3/28/12
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS

A person shall be qualified to operate a bus only if such person:

a)
b)

<)

d)

g)

h)

i)

Is at least twenty-one years of age;

Has been issued a currently valid driver's license or permit which is valid for the operation
of a bus in New York State;

Has passed the annual bus driver physical examination administered pursuant to
Regulations of the Commissioner of Education and the Commissioner of Motor Vehicles.
In no case shall the interval between physical examinations exceed a 12-month period,;

Is not disqualified to drive a motor vehicle under Sections 509-c and 509-cc and any other
provisions of Article 19-A of the Vehicle and Traffic Law;

Has on file at least three statements from three different persons who are not related to the
driver/applicant pertaining to the moral character and to the reliability of such
driver/applicant;

Has completed, or is scheduled to complete, State Education Department safety programs
as required by law;

Is in compliance with federal law and regulations, as well as District policy and/or
regulations, as it pertains to meeting the standards governing alcohol and controlled
substance testing of bus drivers if and when applicable.

Has taken and passed a physical performance test at least once every two (2) years and/or
following an absence from service of sixty (60) or more consecutive days from his/her
scheduled work duties;

Is in compliance with all other laws and regulations for operating a school bus, including
licensing and training requirements.

Special Requirements For New Bus Drivers

Before employing a new bus driver, the Superintendent or his/her designee shall:

a)

Require such person to pass a physical examination within four (4) weeks prior to the
beginning of service;

(Continued)
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS (Cont'd.)

b)

d)
€)

NOTE:

Obtain a driving record from the appropriate agency in every state in which the person
resided, worked, and/or held a driver's license or learner's permit during the preceding three

years;

Investigate the person's employment record during the preceding three years;

Require such person to submit to the mandated fingerprinting procedures;

Request the Department of Motor Vehicles to initiate a criminal history check;

Require that newly hired bus drivers take and pass the physical performance test, as
mandated by Commissioner's Regulations, before they transport students.

Sections 509-c, 509-cc, and Article 19-A of the
Vehicle and Traffic Law

Education Law Section 3624

15 New York Code of Rules and Regulations
(NYCRR) Part 6

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

Omnibus Transportation Employee Testing Act of 1991
(P.L. 102-143)

49 United States Code (USC) Section 521(b)

49 Code of Federal Regulations (CFR)

Parts 40, 382, 391, 392, and 395

Refer also to Policy #5761 -- Drug and Alcohol Testing For School Bus Drivers and Other

Safety-Sensitive Employees.

Adopted: 7/2/03
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND
OTHER SAFETY-SENSITIVE EMPLOYEES

In accordance with federal regulations, employees in safety-sensitive positions as defined in
regulations, including school bus drivers who are required to have and use a commercial drivers
license (CDL), are now subject to random testing for alcohol, marijuana, cocaine, amphetamines,
opiates (including heroin), and phencyclidine (PCP). The District shall adhere to federal law and
regulations requiring the implementation of a drug and alcohol testing program for such employees in
safety-sensitive positions.

The District shall either establish and manage its own program, by contract, or through a
consortium for the provision of alcohol and drug testing of employees in safety-sensitive positions.
Safety-sensitive employees (SSE), including school bus drivers who drive a vehicle which is designed
to transport 16 or more passengers (including the driver), shall be subject to this requirement.

Federal regulations require that the District test school bus drivers and other SSEs for alcohol
and drugs at the following times:

a) Drug testing will be conducted after an offer to hire, but before actually performing safety-
sensitive functions for the first time. Such pre-employment testing will also be required
when employees transfer to a safety-sensitive position.

b) Safety-sensitive employees are also subject to a random drug and/or alcohol test on an
unannounced basis just before, during or just after performance of safety-sensitive
functions.

¢) In addition, testing will be ordered if a trained supervisor has a "reasonable suspicion" that
an employee has engaged in prohibited use of drugs and/or alcohol.

d) There will also be post accident testing conducted after accidents on employees whose
performance could have contributed to the accidents.

e) Finally, return-to-duty and follow-up testing will be conducted when an individual who has
violated the prohibited alcohol and/or drug conduct standards returns to performing safety-
sensitive duties. Follow-up tests are unannounced and at least 6 tests must be conducted in
the first 12 months after an employee returns to duty. Follow-up testing may be extended
for up to 60 months following return-to-duty.

All employee drug and alcohol testing will be kept confidential and shall only be revealed

without the driver's consent to the employer, a substance abuse professional, drug testing laboratory,
medical review officer and any other individual designated by law.

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND

OTHER SAFETY-SENSITIVE EMPLOYEES (Cont'd.)

The following alcohol and controlled substance-related activities are prohibited by the Federal
Highway Administration's drug use and alcohol misuse rules for drivers of commercial motor vehicles

and other SSEs:

a) Reporting for duty or remaining on duty to perform safety-sensitive functions while having
an alcohol concentration of 0.04 or greater.

b) Being on duty or operating a commercial motor vehicle (CMV) while the driver possesses
alcohol, unless the alcohol is manifested and transported as part of a shipment. This
includes the possession of medicines containing alcohol (prescription or over-the-counter),
unless the packaging seal is unbroken.

c) Using alcohol while performing safety-sensitive functions.

d) Using alcohol 4 hours or less before duty.

e) When required to take a post-accident alcohol test, using alcohol within eight hours
following the accident or prior to undergoing a post-accident alcohol test, whichever comes
first.

f)  Refusing to submit to an alcohol or controlled substance test required by post-accident,
random, reasonable suspicion or follow-up testing requirements.

g) Reporting for duty or remaining on duty, requiring the performance of safety-sensitive
functions, when the SSE uses any controlled substance. This prohibition does not apply
when instructed by a physician who has advised the SSE that the substance does not
adversely affect the SSE's ability to safely operate a CMV.

h) Repbrting for duty, remaining on duty or performing a safety-sensitive function, if the SSE

tests positive for controlled substances.

Drivers and other SSEs who are known to have engaged in prohibited behavior with regard to
alcohol misuse or use of controlled substances are subject to disciplinary action and penalties pursuant
to District policy and collective bargaining agreements, as well as the sanctions provided for in federal
law. SSEs who have engaged in such prohibited behavior shall not be allowed to perform safety-
sensitive functions until they are:

a)

Evaluated by a substance abuse professional (SAP).

(Continued)
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b) Complete any requirements for rehabilitation as set by the District and the SAP.

c) Pass a return-to-duty test with the result below 0.02 if the conduct involved alcohol, or a
controlled substance test with a verified negative result if the conduct involved controlled
substance use.

d) The SSE shall also be subject to unannounced follow-up alcohol and controlled substance
testing. The number and frequency of such follow-up testing shall be as directed by the
SAP, and consist of at least 6 tests in the first 12 months.

The Superintendent of Schools shall ensure that each SSE receives a copy of District policy,
educational materials that explain the requirements of the alcohol and drug testing regulations, and any
regulations and/or procedures developed by the District with respect to meeting those requirements.
The Superintendent or his/her designee shall ensure that a copy of these materials is distributed to each
SSE, who shall sign for receipt of all of the above documents, as well as other appropriate personnel,
prior to the start of alcohol and controlled substance testing as well as at the beginning of each school
year or at the time of hire for any safety-sensitive employees. Representatives of applicable collective
bargaining units shall be notified of the availability of this information.

The Superintendent or his/her designee shall arrange for training of all supervisors who may be
utilized to determine whether "reasonable suspicion" exists to test a driver for prohibited conduct
involving alcohol or controlled substance use/abuse.

Any violation of this policy and/or District procedures, and applicable federal and state laws by a
covered employee shall be grounds for disciplinary action including, but not limited to, fines,
suspension, and/or discharge in a manner consistent with District policy, collective bargaining
agreements and applicable law.

Omnibus Transportation Employee Testing Act
of 1991 (P. L. 102-143)

49 United States Code (USC) Section 521(b)
49 Code of Federal Regulations (CFR) Parts
40, 382, 391, 392 and 395

Adopted: 7/2/03




